Sabbatical Leave Procedure
	 

Purpose: To ensure that Sabbatical Leave procedure follows the approved University guidelines.

	Responsibility
	Steps of the procedure
	Forms & References

	 

Faculty member

 

 

 

 

Dean FPA

 

 

Faculty member

 

 

Chairman

 

 

College Dean

 

 

Chairman of University Research Committee

 

Scientific Council

 

Rector

 

Chairman of University Research Committee

Chairman
	 

1. Submit letter of intent to take sabbatical leave addressed to Dean Faculty and Personnel affairs  (FPA) and copy to the Department Chairman within three weeks of the start of the academic year preceding the sabbatical year.

 

2. Check eligibility and inform the applicant and the Department Chairman.

 

3. Submit the sabbatical leave proposal to Department Chairman within 2 months of the start of the academic year. 

4. Forward proposal to the College Dean with recommendation. 

 

5. Review and forward to the Research Committee for evaluation.

6. Evaluate proposal taking into consideration referees’ comments and make recommendation to the Scientific Council.

  

7. Evaluate proposal and make recommendations to the Rector.

 

8. Forward to University Board for approval.

 

9. Inform candidates about the final decision on his request for sabbatical leave.

10. When sabbatical leave is approved consult with applicant on starting date and forward the agreed date to the College Dean to seek the approval of HE the Rector.
	 

Faculty Manual 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


	Faculty member
	11.  Submit to the Department Chairman the

       sabbatical report no later than two months

        after the end of sabbatical leave


	


