SABBATICAL LEAVE APPLICATION 

FOR ACADEMIC YEAR 2013-14

From:  
______________________________ 

Date: _____________________

To: 
Dean of Faculty
In accordance with the statement on sabbatical leaves as described in the Faculty Handbook, I hereby make application for sabbatical leave and supply the necessary documents in support of this application.  The proposed leave would occur during the 2013-14 academic year and would be for:




_____(a)
the __________ semester at full pay;*




_____(b)
the full academic year at 80% of salary;**




_____(c)
the full academic year at 50% of salary.

Sabbatical project(s) and activities are described on the attached pages.  

I understand that offices of faculty on sabbatical are subject to reassignment and that a request for retaining an office, or for alternative space, must accompany this application.

I _____ do /  _____ do not request office space for 2013-14. Offices are assigned on a space-available basis.

I _____ do /  _____ do not request a phantom telephone line for 2013-14.

Pre-tenure faculty only:  I _____ will /  _____ will not count the sabbatical year toward my probationary period.



_________________________________




 
 (signature of applicant)

* According to the 6 March l986 proposal from EPC passed by the 19 April 1986 faculty meeting, under the five-course teaching load, a one-semester sabbatical counts as two of the five courses for the academic year.

** Extra Course: The 80% salary option requires teaching one additional course prior to the sabbatical. NOTE: Faculty taking their initial Colby sabbatical do not have to teach an additional course. 
Please specify when you taught this extra course; specify the course number and title








From:
Chair of Applicant's Department or Director of Applicant's Program:

I support this request for a sabbatical leave and attach, or will forward separately to the Committee, a statement of the method by which the work will be handled should the applicant's request be granted.

These arrangements ______(a) would/______(b) would not necessitate engagement of additional staff in replacement.


_________________________________ 




(signature)

Please note the new sabbatical leave tax guidelines on the reverse side of this document. 

APPLICATION SUBMISSION DEADLINE: Wednesday, May 16, 2012

The reimbursement of sabbatical travel expenses may be taxable. This document outlines the requirements surrounding reimbursement of these expenses.

1. Sabbaticals of less than 1 year - Expenses for meals, lodging, transportation and other living expenses, while away from Colby, may be reimbursed tax free. The tax code defines the one year period as beginning when the individual has physically left the city or general area of their regular place of business to commence the temporary assignment. The period will end when they have physically returned to that same locale. 

2. Sabbaticals of 1 year or more - If an individual's sabbatical is expected to last longer than 12 months or does in fact last longer than 12 months, reimbursement of meals, lodging and other living expenses will be considered additional compensation to the individual and included on their W-2. This is true for expenses incurred during the entire period, not just those incurred after the 12 month period. Transportation expenses (such as airfare, local transportation, etc.) may be reimbursed tax free if the expenses have a bona fide business purpose (i.e. not of a personal nature). It is extremely important that the sabbatical agreements clearly indicate the specific time period covered. General statements such as "1 year sabbatical" will cause the entire sabbatical to be considered one that is expected to last 1 year or more and result in reimbursements being taxable. This is true whether or not the sabbatical actually lasts 1 year or more. 
3. Reimbursement of travel expenses while in Waterville area - In order for reimbursement of travel expenses to be considered nontaxable, they must incurred for travel away from the tax home. The tax code defines the tax home as the regular place of business and includes the entire city or general area in which the business is located. As such, any meals, lodging, personal commuting and other living expenses reimbursed while still in the tax home will be considered personal expenses and treated as additional compensation.

4. Foreign travel - If the sabbatical will involve travel outside the United States in excess of 1 week, the tax free nature of any travel expense reimbursements may be affected by the degree of personal activities. In general, if personal activities will exceed 25% of the total time, the trip will not be considered entirely for business and some proportion of any reimbursement will be taxable. If foreign travel is anticipated, the College's Controller should be contacted to discuss the tax implications.

The information included above will likely not cover all possible circumstances. Please contact me directly with any questions. 

Revised 1/13/2012


