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Steps for Sabbatical 
Candidate in eFaculty 

LOGIN & ACCESS

Navigate to one.sjsu.edu and search for the eFaculty tile.

Use your standard SJSU Credentials for Single Sign-On access.

Pictorial guide: eFaculty QuickTips - Logging In

http://one.sjsu.edu
https://www.sjsu.edu/up/docs/efaculty-quicktips-logging-in.pdf
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Eligibility

Eligibility Requirements

● Full-time Work: Must have worked full-time 
at SJSU for 6 of the 7 years prior to leave.

● Service Interval: At least 6 years of service 
since previous sabbatical or DIP leave.

● Prior Credit: Probationary service credit may 
count toward eligibility.
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Notification

● Automatic: Faculty Services notifies all 
faculty members who may be eligible for a 
sabbatical in the academic year following the 
upcoming review cycle.

● Reach out if unsure: Anyone who was not 
notified, but who believes they would be 
eligible, should contact Faculty Services at 
up-facultyservices@sjsu.edu.

mailto:up-facultyservices@sjsu.edu


Initiating Your Case in eFaculty
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Step 1: Notification
Notify up-facultyservices@sjsu.edu of your intent to apply from your SJSU email address.
Deadline: Check the Sabbatical Review Calendar.

Step 2: Case Creation
After the case is created in eFaculty, you will receive 
a confirmation email.

Step 3: Access
Use the “VIEW CASE” link in the email or the 
eFaculty tile on one.SJSU.edu to access the 
application portal.

Step 4: Complete the Application
Follow the steps to upload and submit as described below.

mailto:up-facultyservices@sjsu.edu
https://www.sjsu.edu/up/docs/sabbatical-review-calendar.pdf


Your Sabbatical Packet

● If navigating from the eFaculty Home 
page, click Your Packets.

● Then, click Edit or Packet to go the 
Packet tab
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Sabbatical Application Components
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Four Required Items

● Complete Applicant Questionnaire

● Terms and Conditions agreement

● Sabbatical Proposal

● Current CV

Unlike faculty evaluations, the sabbatical 
application is contained within a single packet 
page.



Sabbatical Application & Past Reports

● SJSU conditions sabbatical 
awards on whether candidates 
have completed reports for 
prior sabbaticals and/or DIPs.

● If you have any unresolved 
sabbatical reports send them to 
up-facultyservices@sjsu.edu 
and your Dean. 

● Please reach out to us if you 
have questions about prior 
reports (which should be in 
your PAF).  
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mailto:up-facultyservices@sjsu.edu


Compensation and Choosing Leave Type

Compensation

AY Faculty

● One-semester: full salary.

● Two-semester: one-half of full salary.

12-Month Faculty (majority of appointment)

● 4 months: full salary

● 8 months: one-half of full salary

Chairs and Directors

● No chair stipend during leave.

● Majority 12-M chairs may choose AY or 12-M
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Proposal Requirements
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Upload Proposal and CV
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FYI . . . Reviewer Instructions
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This is how reviewers are 
prompted in eFaculty.

Meritorious? Worthy of 
funding under sabbatical 
criteria. 

Semester sabbaticals are 
competitively reviewed. Not 
all meritorious semester 
sabbaticals can be funded. 



Review Forms, Then Submit.
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

Review Guide

Instructions:

● Click each form directly and 
ensure accurate information.

● Note: The Preview button 
screen excludes forms, so their 
absence there is no issue.



Review Documents, Then Submit
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Complete submissions show both sections Locked.

eFaculty@sjsu.edu can unlock premature submissions.

mailto:eFaculty@sjsu.edu
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5:00PM
Not midnight.

Sabbatical Calendar

Faculty Services begins opening cases to 
Lock/Submit unsubmitted cases.

Cases are processed one by one, starting at 5:00 PM 
on the due date.

Somebody’s case will be first at 5pm. Somebody’s will be last 
an hour or less later.

You are welcome to keep working until we get to yours.

Candidate Submission Deadline

https://www.sjsu.edu/up/docs/sabbatical-review-calendar.pdf
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Submitting an Optional Response



Putting It All Together
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1. Eligibility & Initiation
● Confirm: 6 years of service 

since last sabbatical.

● Initiate: Email Faculty Services 
to start your case.

● Leave: Choose 1 semester (full 
pay) or 2 semesters (half pay).

2. Four Requirements
Complete these in eFaculty:

● Applicant Questionnaire

● Terms and Conditions

● Sabbatical Proposal

● Current CV

3. Verify & Submit
● Review documents in both 

sections.

● Submit both sections.

● Deadline: Submit by 5:00 PM 
on the deadline date.

4. Post-Sabbatical Obligations
● Submit your sabbatical report within six weeks of your return.
● Provide one term of return service for each term of leave taken.



Sabbatical Return, Resources, and Benefits

Returning to SJSU
Return Service: One term of service 
required for each term of leave taken.

Sabbatical Report: Submit within 6 
weeks of return.

Submission Path: Via Dean to AVP, 
Faculty Services.

Faculty encouraged to present results 
at University forums.

Resources
SJSU Sabbaticals Webpage

Consult Article 27 of the CBA.

Review University Policy F08-4.

Contact Faculty Services with 
questions.

Use the Change Request Form for 
awarded leave modifications.

Benefits
Applicable benefits continue.

Service credit continues to accrue.

Full-year sabbatical at half-pay 
reduces CalPERS contributions and 
retirement service credit 
proportionally.

Service Credit Purchase: CalPERS 
allows faculty to purchase service 
credit lost to sabbatical leave.

Contact a Benefits Representative 
post-sabbatical to arrange the 
purchase.
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https://www.sjsu.edu/up/mybenefits/leave-programs/sabbatical-leaves.php
https://www.calstate.edu/csu-system/faculty-staff/labor-and-employee-relations/Documents/unit3-cfa/article27.pdf
https://www.sjsu.edu/senate/docs/F08-4.pdf
mailto:efaculty@sjsu.edu


Additional or Outside Employment
Employment Guidelines

● Faculty on sabbatical cannot teach or provide service to the 
department, college, or University.

● Additional or outside employment requires prior approval.

○ To assist with a post-award assessment, Include 
expected outside employment or additional 
employment in an application appendix, stating how 
the employment is related to and advances the 
sabbatical project. 

○ Sabbatical Award is NOT approval for outside or 
additional employment in the appendix.

○ Later opportunities may be allowed if they support 
the sabbatical project.

Approval Process

● Submit approval requests to Faculty Services if awarded a 
sabbatical.

● Email AVP Faculty Services James Lee with project relevant 
details.
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mailto:james.lee@sjsu.edu


Center for Faculty Excellence and Teaching 
Innovation

CFETI offers expert consultation

● On sabbatical content quality

● On sabbatical content composition

● On faculty development and evaluation 
strategy, career-wide
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Contact CFETI for sabbaticals

● 1:1: Friederike Bruehoefener, Assistant Vice 
Provost of Faculty Excellence and Teaching 
Innovation, offers her calendar for faculty to 
schedule 1:1 consultations.

● Reach out by email: Dr. Bruehoefener may 
help with questions by email too.

https://www.sjsu.edu/cfeti/faculty-excellence/index.php
https://calendar.google.com/calendar/u/0/appointments/schedules/AcZssZ2dD_OVVyXq29LuWuKUIHqRbX4gfWHWTAqspZSdRDcHbyVdX5lTTA_NCoFLz3HSi75Lix2ibx_7
https://calendar.google.com/calendar/u/0/appointments/schedules/AcZssZ2dD_OVVyXq29LuWuKUIHqRbX4gfWHWTAqspZSdRDcHbyVdX5lTTA_NCoFLz3HSi75Lix2ibx_7
mailto:cfeti@sjsu.edu


Questions?

SJSU Faculty Services is here to help.
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efaculty@sjsu.edu

mailto:efaculty@sjsu.edu

