Sabbatical and Difference-in-Pay Leave
APPLICATION INSTRUCTIONS

Sabbatical and Difference-in-Pay leave applications are available in Microsoft Word on the Faculty Affairs and Records website at www.fullerton.edu/far under Hot Topics or FAR Policy and Procedures.  
Instructions:

1.   Complete the following document(s): 
REQUIRED APPLICATION DOCUMENT(S)
· Application Form
· For Sabbatical leaves, complete all items in Sections 1-4 of form

· For Difference-in-Pay leaves, complete entire 1-page form and attach:

· Vita Information
· Leave Project Description
2.  Submit the document(s) via the following formats on or before the deadline (with the exception of Expedited Difference-in-Pay leave requests, which may be submitted at any time of year):

REQUIRED SUBMISSION FORMATS
· Original, signed hard copy document(s) should be submitted to Faculty Affairs and Records (MH-128) 

· An electronic copy of the document(s) should be emailed to Linda Johnson (ljohnson@fullerton.edu) of Faculty Affairs and Records
· The subject line in your e-mail should state either “Sabbatical Leave Application” or “Difference-in-Pay Leave Application”
· A photocopy of the document(s) should be provided to your Department/Division Chair
An acknowledgement of receipt will be sent to you from Faculty Affairs via e-mail once it has been determined that the signed hard copy document(s) and electronic document(s) all have been received by Faculty Affairs.  If you have not received acknowledgement within seven days, please contact Linda via e-mail at the above address. 
If you have any questions about the application, how to include attachments, or how to e-mail the completed form with your attachment(s), please contact Linda at x2879 or via email and include your extension with all requests.
