Sabbatical Application Workflow Procedures


Starting in 2019, sabbatical applications will be processed through the workflow in FAD.  By September 15, 2019, faculty who wish to have a sabbatical during the 2020-21 academic year, must notify their department chairperson of their intent to apply. The dean’s office of each college will give those names to Academic Affairs by end of business on September 16 and the workflow will be launched for everyone by the end of the week.

Once your workflow is launched, you will receive an invitation email from the Faculty Activity Database (@watermarkinsights.com) that will have a link for you to access your workflow and the due date. All due dates can also be reviewed in the Key Activities Calendar available at:  https://www.indstate.edu/academic-affairs/faculty-resources/deans-and-chairs
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You can click on the link in the email to and log into FAD. Alternatively, you can go into FAD, click on the Workflow Tab, and you will see your task in your Inbox. 
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Click on the task, and you will see a task in the inbox (please note that these are sample screens and the names of the task and dates may be different):
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If you then click on the task, you will see the following (or similar):
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You need to select the period you are requesting for your sabbatical, provide a brief abstract, upload your previously sabbatical report if applicable, and upload your leave proposal. Templates for the leave proposal are available at:  https://www.indstate.edu/academic-affairs/faculty-resources/sabbatical-leaves

By the due date, click on the Route button and choose submit.
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Congratulations!  You have now submitted your materials for your sabbatical! Your task will now show in the History header of Workflow. You will be able to track the progress of your workflow through the different stages of review.
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After the department has completed its review, you will receive another task email. This step is for you to be able to respond, if applicable, to the departmental review. You have 7 calendar days to complete that task or your materials will be autoforwarded to the Dean’s office. At this step, you can also choose to withdraw from the process. That option will be available under the Route Button.

That process will be repeated again after the College review before going to Academic Affairs.

Following Academic Affairs review, you will receive the Provost’s recommendation in workflow. If your sabbatical request is denied, you will have 15 calendar days to appeal to the University Leaves Oversight Committee (10 working days) within the workflow. If you do not complete the appeal within that timeframe, your application will be withdrawn.
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Invitation to Complete Submission for Sabbatical Leave

O Digital Measures by Watermark <dmworkflow@watermarkinsights.com>
O Susan Powers

Friday, June 14, 2019 at 2:53 PM

Show Details

Dear Susan Powers,
We are reaching out on behalf of Indiana State University, as it's time to
submit your sabbatical leave materials, due on Tuesday, November 5,
2019 11:59 PM EST.

To proceed, select the button below, sign in using your Digital Measures
credentials, and complete your task.

Digital Measures

by Watermark

Your university uses Digital Measures by Watermark to manage ths proces.
Leam more sbout Watermark on our websit,
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Sample Faculty Me November 5, 2019 @ 11:59 PM
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* Lhereby apply for sabbatical leave for the period: -

If my leave is approved, 1 am expected to return to Indi

ina State University at the compl

ion of the leave.

Ifthe leave is with salary, by submitting this application, I agree that I will not accept additional salaried employment during the leave unless I secure advance written approval from ISU. In addition, upon my return I
agree to submit to my dean a written report of my activities and accomplishments while on leave.

If the leave is with 60% salary, my submission of this application demonstrates that I understand that my TIAA-CREF retirement contribution with be calculated based on 60% of my salary during the leave period only.

Please fill out the boxes below as relevant to your proposal. Use the sabbatical

tion template for your proposal.

* Provide an abstract of your sabbatical Project (10,000 character
limit)
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Attach your submitted report from your most recent sabbatical (if |
applicable)

* Upload Sabbatical Leave Proposal





