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Types of Leave 
There are two types of sabbatical leave:  
Advanced Academic Studies and Self-directed Studies. 
 

Advanced Academic S tudy  
Applications shall contain a detailed program of academic study, approved by the 



5 
Revised February 2021 

 

Sabbatical leave shall count toward retirement and the employee contributions shall be collected.  Employees 
receiving less than one hundred percent (100%) of salary while on sabbatical leave should consult with a Human 
Resources representative and must refer to the CalSTRS handbook available online at:  
http://www.calstrs.com/calstrs-member-handbook for information about how to obtain full service credit towards 
retirement. 
 

Salary Advancement 
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Report Completion Timeline  
Deadline  Activity  
 

Friday of the 4 th week of instruction in           
Spring semester  
(for faculty returning to full-time service in the spring) 
 

Friday of the 4 th week of instruction in                
Fall semester  
(for faculty returning to full-time service in the fall) 

 
Applicant (individual who has completed his/her sabbatical  leave) 
delivers to the AS Administrative Assistant, a digital copy of their 
completed signature page and submits their report online.  SLC 
commences review of the reports.  

By the beginning of May  (for faculty returning to full-
time service in the spring) 
 

By the beginning of November  (for faculty returning 
to full-time service in the fall) 

 
SLC forwards to the AS Administrative Assistant the sabbatical 
leave reports with SLC’s recommendations.   

By the 1 st  week in May  (for faculty returning to full-
time service in the spring) 
 

By the 1 st  week in December  (for faculty returning 
to full-time service in the fall) 

 

Academic Senate forwards to the Executive Assistant of the 
Superintendent/President the sabbatical leave reports with AS 
recommendations.   

Befo re the end of each semester  
 

Superintendent/President makes approval decision of reports. 

 
 

Completing and Submitting a Sabbatical Leave Application 
 

Posting Bond with the District 
Note: Six (6) weeks before the end of the semester prior to the applicant going on sabbatical leave, the Human 
Resources Operations Manager will send the applicant the bond application and instructions for returning it to the 
insurance company. Paperwork must be submitted before the applicant’s last day of the semester. 
 
Posting  of Bond for Sabbatical Leave  
https://www.miracosta.edu/office-of-the-president/board-of-trustees/_docs/7341AP-SabbaticalLeave-Effective12-8-
09Revised3-1-11_000.pdf 
As a condition of receiving continued salary payments during sabbatical leave, employees must obtain the 
performance bond from a bonding company approved by the District. The bond is to provide surety for the 
employee’s fulfillment of all obligations accepted as a condition for the granting of the paid leave. The District will pay 
for the bond. 
 

The performance obligations for which the bonding company is guarantor will be discharged and the employee 
deemed to be relieved of further performance requirements when the report of the sabbatical has been accepted by 
the Superintendent/President 

https://www.miracosta.edu/office-of-the-president/board-of-trustees/_docs/7341AP-SabbaticalLeave-Effective12-8-09Revised3-1-11_000.pdf
https://www.miracosta.edu/office-of-the-president/board-of-trustees/_docs/7341AP-SabbaticalLeave-Effective12-8-09Revised3-1-11_000.pdf
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Sabbatical Report Format  
 
A. Overview  

Every faculty member returning from sabbatical leave must complete a sabbatical leave report using the online 
form.  The report will be completed online and incorporate all of the report elements listed be
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b. Benefit of Project .  
Explain the anticipated short- and/or long-term benefits of your project on the following groups: 
students, department, college, and/or community.  As appropriate, include specific information on 
how this contributes to Student Learning Outcomes (SLOs),  PSLOs, core competencies, and/or 
equity, diversity, and inclusion. 

 

 V.  Documentation  
 

a. Advanced Academic Studies: For those individuals who undertook a traditional sabbatical leave, 
an official transcript, attached to the hard copy of the report, will serve to identify the activities, but 
additional description is also needed in section III of the report (e.g., a description of the courses 
taken, units completed and educational institution attended).  A minimum of 12 semester units (18 
quarter units) is required.  One semester unit is equivalent to 48 hours of study. 

b. Self -directed studies : For those faculty who undertook a self-directed study on their sabbatical 
leave, a log with a clear indication of the number of hours devoted to each activity is required 
(minimum total should equal 576 hours associated with the original application).  A sample table is 
5 Tw 7.169 99 (t)-1.1 (at)-1.1 (e ( dev)4 (ot)-1.1 81 (i)3.2 (es)-8.1 0.002) 0.088 2(ei)3.1 (r)]TJ
0 Tc 0 Tw 10.446 0 irs.1 (i)-8.9 (g51i)-8.9 (t -11.1 (he)]TJ
0 TcaB88 Tw 1.1 c5.7 (m Td
( )Tj
-0004 Tc 0. 88 Tw 0.337 0 T04[(Se)-2.7og )-12 (A))-12( )-23TJ
-0-6.3 (s)]TJ
/Tt
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Appendix A  
 

Forms  
 
Visit the Sabbatical Leave Committee webpage at: https://www.miracosta.edu/governance/sabbatical-
leave-committee/index.html for more information and links to the SL Application and SL Report forms 
online or click the links below. 
 
 
 
 
I. Sabbatical Leave Application (Click this LINK for the online form)  

 

To submit an application for a sabbatical leave, click on the link at the bottom of this section and fill out all 
required information online as outlined here. 
 
Part I  Signature Page (click this LINK for the fillable signature page for your application) 
Part II  Abstract 
Part III  Identification of Objectives, Description of Proposed Activities and Documentation 
Part IV  Contribution to the District 
 
 
               
 
 
II. Sabbatical Leave Report (Click thie LINK for the online form) 

 

To submit a sabbatical leave report upon return from your sabbatical leave, click on the link at the bottom 
of this section and fill out all required information online as outlined here. 
 
Part I  Signature Page (click this LINK for the fillable signature page for your report) 
Part II  Re-statement of Sabbatical Leave Abstract (copy and paste from application) 
Part III  Completion of objectives, description of activities 
Part IV  Contribution to District 
Part V  Documentation 
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Appendix B 
 
 

ADMINISTRATIVE PROCEDURE AP 7341 
Sabbatical Leave  

 
 
The district may grant a leave of absence for study and travel (sabbatical) to any regular, full-time faculty member 
who has rendered satisfactory service to the district for at least six consecutive years prior to taking the sabbatical. 
Not more than one sabbatical shall be granted in each six-year period. An application for sabbatical is to be 
completed as outlined in the Sabbatical Leave Application and Report Procedures Guide handbook during the sixth 
consecutive year of service since date of hire or return from previous sabbatical. 
 

While absence for an approved nonworking leave shall not be deemed a break in the continuity of service, the time 
spent on a nonworking leave and/or a sabbatical shall not be included as service in computing the six consecutive 
years required for sabbatical eligibility. Time spent on an approved working leave shall be included in the six years 
required for eligibility if both the work and the manner of compensation have been approved by the district. 
 

The number of sabbaticals to be granted by the Board of Trustees shall not exceed eight percent (8%) of the full-time 
faculty per academic year. Exceptions may be approved at the discretion of the College Superintendent/President. 
 

Every employee, as a condition to being granted a sabbatical pursuant to this procedure, shall agree in writing to 
render a period of service to the district following his or her return from the sabbatical that is equal to twice the period 
of the sabbatical. 
 

As a condition of receiving continued salary payments during a sabbatical, employees must obtain a performance 
bond through the district. Arrangements are to be made through the Human Resources Operations Manager. The 
bond is to provide surety for the employee‘s fulfillment of all obligations accepted as a condition for the granting of 
the paid sabbatical. Once the performance obligations for which the bonding company is guarantor have been 
discharged and the sabbatical report has been accepted by the Superintendent/President, the employee will be 
deemed to be relieved of further performance requirements, except for the condition of continuous employment for 
twice the period of the sabbatical. 
 

The Sabbatical Leave Application and Report Procedures Guide handbook that includes this administrative 
procedure, as well as information on the types of sabbaticals, seniority rules, application procedures, and evaluation 
standards for reports of completion, shall be reviewed and updated annually by the Sabbatical Leave 
Committee/Group. 
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