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Request for Sabbatical Leave Policy

The BCOE Dean’s office will email the initial CALL for the following academic year’s Sabbatical Leave Requests to Department Chairs, MSOs and faculty by December 1 each year.  The deadlines for submission of Sabbatical Leave Requests 
to the Dean’s Office will be:

· February 1 for sabbaticals starting the following Fall 
· June 15 for sabbaticals starting the following Winter

· October 31  for sabbaticals starting the following Spring

The Chair will establish a departmental practice that will facilitate a consistent and fair process for evaluating and recommending approval of leave requests so that they can be submitted by the above deadlines.  Sabbatical Leave Requests for any/all academic year quarters submitted by the prior February 1st deadline will have first priority for approval.   
The Chair has the responsibility to assure the instructional needs of the department are met when recommending approval of leaves.  Every effort should be made to work with faculty to determine an alternate quarter(s) for leave if the initial leave request is not able to be accommodated due to instructional or budgetary constraints. 
� Sabbatical Leave Requests require completion of the UPAY 573 form  and BCOE Sabbatical Leave Plan
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