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Q ’ SAN JOSE/EVERGREEN COMMUNITY COLLEGE DISTRICT

v San Jose City College/Evergreen Valley College

Office of Human Resources Vice Chancellor, Human Resources
4750 San Felipe Rd
San Jose, CA 95135-1599
Phone: 408-270-6404
Fax: 408-274-7924

SABBATICAL LEAVE APPLICATION COVERSHEET*
REVIEW CONTRACT ARTICLE 14

Name:

Department: College:

Semester or Year for Sabbatical Leave:

DEADLINE: RECEIPT BY HUMAN RESOURCES NO LATER THAN
5:00P.M.. NOVEMBER 1

(If November 1 falls on a weekend, the deadline is extended to the next school day.)
Submit to the Office of Human Resources, Attention: Director, Human Resources.

The functions of the Professional Recognition Committee (PRC) are to assist sabbatical applicants to prepare an
application that follows the required format and to facilitate the PRC's recommendation to the Chancellor and
Board of Trustees. Applicants are encouraged to meet with the PRC or to contact individual PRC members
during preparation of the application. After PRC members have had an opportunity to read the applications, each
applicant will be invited to a PRC meeting for the purpose of reviewing the application for mutual understanding
and clarification.

The attached Abstract and Plan constitutes my Sabbatical application.

Signature Date

Received by: (Please sign) Date Time
Dean:
President:

Human Resources:

Action Date
PRC

Chancellor

Board of Trustees

*Remove and staple this sheet to Sabbatical Plan.
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SABBATICAL APPLICATION FORMAT

The Sabbatical application must contain an Abstract with four topic headings (explained in Part I) and a Sabbatical
Plan with seven topic headings (explained in Part I1).

Part I. Abstract: Sabbatical Abstracts are sent to the Board of Trustees for approval. Applicants must prepare a

written, abstract addressing their overall plan for a sabbatical. The Abstract must be presented in a
professional format, style, and content. The Abstract may not exceed two pages. Applicants should be
clear, concise, and avoid generalities. Applicants should use the following list of topic headings in
preparing the Abstract:

A.

Need for Sabbatical Growth

Describe how the sabbatical will lead to professional growth, the nature of the professional growth,
and how the professional growth will enhance current strengths and/or address weaknesses and
improve the ability to serve students.

Sabbatical Activities

Describe the planned sabbatical activities and how the activities will be carried out.

Anticipated Outcomes

Describe the expected benefits the sabbatical will have on students, instructors, and the District.

Means of Measurement

Specify the documentation necessary to show that the sabbatical activities have been successfully
completed. Means to measure completion must be stated explicitly.

Part I1. Sabbatical Plan Applicants should start a new page and use these specific topic headings in their plan:

A

Rev 9/11/2007

Description of Overall Proposal

Define the project clearly. Explain the intent of the project, state how the project relates to your
assignment, indicate how the project correlates with the goals of the District/College, and
substantiate the need for a one-or two-semester leave.

Objectives

1. Number the objectives.

2. Draft objectives clearly so the completion of each objective can be documented.

3. Relate the objectives to your assignment and the goals of the District/College.

Evidence of Completion

This section is critically important and should be carefully thought out.

The sabbatical is a contract, and in this section the applicant is indicating how he/she will provide
documentation of completion of the objectives.
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Rev 9/11/2007

The applicant should be as specific as possible and avoid generalities. If the sabbatical consists of
taking certain courses at an accredited college, then transcripts of grades are usually sufficient.
Documentation of creative projects and/or travel may be more complex; however, the PRC
encourages such proposals.

Relationship to Current Assignment and Improvement of Student Learning

Indicate how the project will foster significant professional/personal growth. Specify the anticipated
improvements to student learning. Document any District, College, or academic discipline support
for the project and its implementation.

Calendar

1. Provide sufficient detail to justify the sabbatical time requested.

2. Indicate any preplanning activities, such as completion of a course that is a prerequisite to a
sabbatical course, admission approval, travel arrangements, etc.

3. Give details when each segment of the activities will take place.
4. Include when reports are due to the PRC.
Funding

If funding other than sabbatical rate salary is required, indicate the source of such funds (e.g.,
Grants, District) and any agreements made.

Need for Sabbatical

Explain why the activities of the sabbatical cannot be accomplished during the regular assignment.
IMPORTANT INFORMATION

Review Article 14 for all sabbatical requirements.

Eligibility--Apply in the sixth year of consecutive full-time service for the next year. Leaves of
absence granted by the Board of Trustees shall not be deemed a break in service

Compensation--(1) One year with a grant of equal to 70% of the basic annual salary or (1) one
semester with a grant of 90% of one half year's salary.
Faculty may use banked leave to make up the percentage difference.

Process and Approval—Application shall be submitted to the dean for comments and then
routed as follows: - College President - Human Resources > Professional Recognition
Committee = Chancellor-> Board of Trustees.

Service Obligation--Faculty member shall contract to serve the District for two (2) years after
completion of sabbaticals.

Sabbatical Documentation--
e Interim Reports--Midpoint of each semester.
o Final Written Report--Due by the end of the first returning semester. Reports sent to
PRC.
o Oral Report--Presented to college group during the first semester back from
sabbatical.
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SAN JOSE/EVERGREEN COMMUNITY COLLEGE DISTRICT

J/
Q ’ San Jose City College/Evergreen Valley College

Office of Human Resources Vice Chancellor, Human Resources
4750 San Felipe Rd
San Jose, CA 95135-1599
Phone: 408-270-6404
Fax: 408-274-7924

TO: SABBATICAL LEAVE APPLICANTS

FROM: Director, Office of Human Resources

SUBJECT: SABBATICAL PAY, STRS CONTRIBUTIONS, & SERVICE CREDIT FOR
SABBATICAL LEAVE

While on sabbatical leave, an employee is paid a percentage of his/her full annual salary. The
employee's State Teachers' Retirement System ("STRS") contributions will also proportionately reflect
a percentage of his/her full year service credit. For example, a one-year sabbatical leave recipient will
receive 70% of the annual salary which will reflect .700 STRS service credit for that year; a one-
semester sabbatical leave recipient will be paid 95% of annual salary for that semester (95% of annual
salary if the employee works full-time for the remainder of the year) which will reflect .950 STRS
service credit for the year. Consistent with Article 15.4.3 of the collective bargaining agreement, an
employee also may use banked overload to increase salary and corresponding STRS contributions
during the sabbatical leave. Otherwise, additional contributions cannot be made toward STRS service
credit before or during the leave.

A sabbatical is one of the few leaves under which STRS will allow a supplemental or “pay back” of
contributions for service credit. This “pay back” of contributions can be done only after the employee
on leave returns to service.

a.  After returning to service, the STRS member employee should request from STRS
information on the cost of the additional service credit. The STRS Public Service
telephone number is (800) 228-5453. An employee request for information will not
obligate the employee in any way.

b. STRS will send a bill to the employee showing the total amount required to pay back
contributions, interest, and the additional service credit. The employee must decide
whether to pay the amount and make arrangements with STRS for payment of additional
contributions. Several factors are involved in calculating the costs to the employee and,
in some instances, it may be too costly to pay back the additional service credit.

c. If the employee elects to make the additional contribution, the employee's first year
upon _return_to service is the earliest and the least expensive year to make the
contribution because the calculations used to determine the amount of the
contribution is based on the employee's salary at the time of request.
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For example, if a request for billing is made after the first year of return and the

employee is earning a higher salary at that time, the required contributions will also be
higher.

d. Payments must be made by the employee directly to STRS and the payments cannot be
set up as a District payroll deduction.

Please Note: Communications in this matter can be made between STRS and the employee only.
STRS will not respond to anyone other than the STRS member employee.
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SAN JOSE/EVERGREEN COMMUNITY COLLEGE DISTRICT
San Jose City College/Evergreen Valley College
Office of Human Resources

REQUEST FOR FACULTY REDUCED WORKLOAD RETIREMENT PLAN

Article 18.2
Name Assignment Location (College)
| request a total workload of (%) F.T.E. for the Fall Semester.
(Year)
| request a total workload of (%) F.T.E. for the Spring Semester.
(Year)
Faculty Signature Date
Dean’s Signature Date
President’s Signature Date

This form must be submitted to Human Resources by April 1, of the preceding
academic year. (See Article 18.2)

Any change to the above schedule must be submitted to Human Resources by April
1%, after it has been approved by the faculty member and department Dean.

Please forward this approved copy to Human Resources for Board of Trustee
approval by April 1.
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Nz
v San Jose/Evergreen Community College District

EMPLOYEE CLASS ENROLLMENT FEE WAIVER

Name: Employee #
Department: Location: []JEVC []SJCC [] D.O.
Semester/Year request is for: Classification:

The Employee Class Enrolilment Fee Waiver provides the opportunity to attend classes within the San
Jose/Evergreen Community College District. Courses must be taken outside of the employee’s normal work
schedule. This is not a guarantee of enroliment in a class(es); employees who wish to enroll in a course must
submit to normal District processes regarding admission and enroliment.

Human Resources will verify your employee status as a regular employee. When completed forward this form
to the Office of Admissions and Records. Please note: A new form is required for each semester.

Please check the appropriate box listed below:

[ ] 1am afull time, Faculty Association Bargaining Unit Member: Effective spring 2003, the SJECCD wiill
pay all fees for Faculty who choose to take classes at SJECCD. (See Article 4.11)

[] 1am an active Adjunct Faculty Member: Effective spring 2003, the SJECCD will pay all fees for Faculty
who choose to take classes at SJECCD. (See Article 4.11)

[ ] 1 am Retired Faculty Member: Effective spring 2003, the SJECCD will pay all fees for Faculty who
choose to take classes at SJECCD. (See Article 4.10)

[l Iam a Classified, CSEA Bargaining Unit Member: Effective spring 1998, the SJECCD will pay the unit
fee only for CSEA members who choose to take classes at SJECCD. Such courses may also be eligible
for Professional Growth payments if classes were taken after the employee has completed the (1) one
year probationary period.

Please note: All other fees associated with the employee registration, as a student, are the responsibility
of the employee/student.

Effective spring 2003, the SJECCD will pay all fees for Managers, Supervisors and Confidential
employees of the District who choose to take classes at SJECCD.

[ ] 1am aManager [] 1am aConfidential Employee

[ ] 1am aSupervisor

I have read the information above and understand the conditions of the Employee Class Enrollment Fee
Waiver which applies to me.

Employee Signature: Date:

Human Resources Only: Admissions & Records Only:

This is to verify that the employee whose name appears above,
is eligible as a regular employee of the San Jose/Evergreen

Community College District for the Employee Class Enroliment Fee Waiver. Date:
CRTd
Total Units:
The above named employee is:
Amt Waived:
CJELIGIBLE [ NOT ELIGIBLE
Amt Paid:

Human Resources representative signature:

Revised: 5-2007 M.R.
APPENDIX M
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San Jose/Evergreen Community College District
ADMINISTRATOR’S EVALUATION OF FACULTY

FACULTY MEMBER’S NAME:

Evaluator: Date:

RATING SCALE:
1. Distinguished 2. Proficient 3. Needs Improvement 4. Unsatisfactory 5. Not observed/Not applicable

JOB PERFORMANCE:
Professional Qualities
A. Organizational
RATING COMMENTS

1. Demonstrates cooperation and sensitivity in working
with colleagues and staff.

2. Accepts constructive criticism.

3. Submits required departmental reports/information,
including census, and/or positive attendance and grade
sheets on time.

4. * Attends required meetings.

5. Maintains adequate and appropriate records.

6. ** Maintains office hours (Adjunct faculty per Article
9.11).

7. Contributes positively to the overall effectiveness of the
discipline or department.

8. ** Provides students with a written course syllabus that
explains the evaluation process, expectations,
requirements, assignments, course content, important
dates, and instructor contact information, etc.

(o8]

. Professional Contributions

1. * Participates in faculty responsibilities such as:
course/curriculum development, program review,
projects, committees, research and special projects as
needed in the discipline, department, college and/or
district.

NOTE: *Not required for Adjunct Faculty ** For Instructional Faculty

TA’d 9/25/02
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San Jose/Evergreen Community College District
OBSERVATION FORM FOR CLASSROOM FACULTY

FACULTY MEMBER’S NAME:

Course:
Date of Observation:

RATING SCALE:
1. Distinguished 2. Proficient 3. Needs Improvement 4. Unsatisfactory 5. Not observed/Not applicable

JOB PERFORMANCE:

Classroom Faculty

RATING COMMENTS

1. Demonstrates current knowledge of the subject material.

2. Adheres to the course outline or content.

3. Employs effective teaching methodologies and
materials.

4. Teaches at an appropriate level for the course.

5.  Communicates ideas clearly, concisely, and effectively.

6. Maintains student-faculty relationship conducive to
learning.

7. Demonstrates sensitivity to different student learning

styles.

8. Stimulates student interest in the material presented.

9. Uses class time efficiently.

10. Demonstrates sensitivity in working with students of
diverse racial and ethnic backgrounds, sexual
orientation, and disabilities.

Evaluator: Date:

TA’d 9/25/02
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San Jose/Evergreen Community College District
OBSERVATION FORM FOR COUNSELING FACULTY

FACULTY MEMBER’S NAME:

Evaluator: Date:
RATING SCALE:
1. Distinguished 2. Proficient 3. Needs Improvement 4. Unsatisfactory 5. Not observed/Not applicable

JOB PERFORMANCE:
Counselors
RATING COMMENTS

1. Is receptive to students and creates an effective
counseling environment.

2. Listens well and provides opportunities for
students to express their concerns.

3. Helps students define and seek solutions to
problems.

4. Researches questions brought by students, or
directs students to appropriate sources of
information.

5. Demonstrates knowledge of course offerings,
programs, resources for students, general and
approved major requirements for graduation and
certificates.

6. Demonstrates knowledge of career inventory and
personality assessment tools.

7. Demonstrates knowledge of programs, policies
and requirements of institutions to which students
will transfer.

8. Demonstrates knowledge of District policies and
procedures affecting students.

9. Demonstrates effective communication with
classroom faculty, staff and administrator
regarding courses, programs and students.

10. Demonstrates sensitivity in working with students
of diverse racial and ethnic backgrounds, sexual
orientation, and disabilities.

TA’d 9/25/02
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San Jose/Evergreen Community College District
OBSERVATION FORM FOR LIBRARY FACULTY

FACULTY MEMBER’S NAME:

Evaluator: Date:

RATING SCALE:
1. Distinguished 2. Proficient 3. Needs Improvement 4. Unsatisfactory 5. Not observed/Not applicable

JOB PERFORMANCE:

Librarians

RATING COMMENTS

1. Promotes access to and use of library.

2. Communicates information clearly, concisely, and
effectively.

3. Assists students in locating appropriate materials.

4. Demonstrates sensitivity to differing students learning
styles.

5. Stimulates student interest in the material presented.

6. Assists in building, organizing, or maintaining library
collection.

7. Creates an environment responsive to the curricular and
learning needs of the college.

8. Keeps current on changes in the field of library
information science and technology.

9. Maintains student-faculty relationship conducive to
learning.

10. Demonstrates sensitivity in working with students of
diverse racial and ethnic backgrounds, sexual
orientation, and disabilities.

TA’d 9/25/02
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San Jose/Evergreen Community College District
OBSERVATION FORM FOR HEALTH SERVICES FACULTY

FACULTY MEMBER’S NAME:

Evaluator: Date:

RATING SCALE:
1. Distinguished 2. Proficient 3. Needs Improvement 4. Unsatisfactory 5. Not observed/Not applicable

JOB PERFORMANCE:
Health Services Faculty
RATING COMMENTS

1. Serves as the health resource professional on campus.

2. Develops and implements health services programs that
benefit the college community.

3. Develops and provides student resources that contribute
to health and educational success.

4. Demonstrates knowledge of legislation and public health
regulations that impact health services.

5. Provides leadership and runs assigned programs
effectively.

6. Serves students’ health needs within the parameters of
the College Health Services.

7. Communicates information clearly, concisely, and
effectively.

8. Coordinates health services with campus and district
programs.

9. Demonstrates sensitivity in working with students of
diverse racial and ethnic backgrounds, sexual
orientation, and disabilities.

TA’d 9/25/02
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San Jose/Evergreen Community College District
OBSERVATION FORM FOR COORDINATOR OF Disabled Students Program (DSPS)

FACULTY MEMBER’S NAME:

Evaluator: Date:

RATING SCALE:
1. Distinguished 2. Proficient 3. Needs Improvement 4. Unsatisfactory 5. Not observed/Not applicable

JOB PERFORMANCE:
DSPS Coordinator

RATING COMMENTS

1. Isreceptive to students, creates effective DSPS service
environment.

2. Provides leadership and coordinates program effectively.

3. Helps students define and seek solutions to problems.

4. s effective in administering DSPS program
development, budgets, services, external reporting and
accountability.

5. Researches questions brought by students, faculty, and
staff or directs students to appropriate sources of
information.

6. Demonstrates knowledge of course offerings, programs,
resources for students, general and approved major
requirements for graduation and certificates.

7. Is an advocate for accessibility on campus and in the
community.

8. Demonstrates knowledge of programs, policies and
requirements of area colleges and universities.

9. Demonstrates knowledge of District policies and
procedures affecting students.

10. Demonstrates effective communication with classroom
faculty, staff and administrators regarding issues
pertaining to students with disabilities.

11. Demonstrates sensitivity in working with students of
diverse racial and ethnic backgrounds, sexual
orientation, and disabilities.

TA’d 9/25/02
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San Jose/Evergreen Community College District
Student Evaluation Form for Teaching Faculty

About the Course:

orwdPE

©ooNo®

Course met its stated objectives.

Textbook and other reading material were useful in helping me succeed in this course.
Course objectives and grading policies were distributed and clearly explained.

For lab courses, lab policies and procedures were explained clearly.

For lab courses, equipment and materials were useful in helping me succeed in this
course.

Course content was presented in a well-organized manner.

Tests were clearly written.

Tests were related to subject matter.

Grading was fair and followed the course outline/syllabus.

About the Instructor:

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.

217.

Kept to the subject matter.

Made the class interesting for students.

Knew the subject matter for this course.

Was well prepared for class sessions.

Kept class for full session.

Encouraged students to ask questions and participate in class discussions.

Encouraged individual thinking and differences of opinion.

Used class time effectively.

Maintained classroom atmosphere which encourages learning.

Communicated information and directions clearly.

For full time faculty, was accessible for individual conferences during office hours.
Conducted class in a way that stimulated critical thinking.

Began class on time.

Generally, returned papers, tests, and other work within two weeks of collecting them.
Responded to questions about my overall progress.

Acknowledged student comments and questions and responded appropriately.
Conducted class fairly with respect to age, gender, disability, nationality, race, religion,
and sexual orientation.

I would recommend this instructor to someone who is going to take this course.

Comments:

28.
29.
30.
31.
32.

Section Number and Instructor’s Name

What did you like about this course?

Was the amount and type of assigned course work reasonable? Explain.

What specific changes could improve this course?

Please make any additional comments or suggestions about this course and/or this
instructor.
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220

TA’d 9/25/02



San Jose/Evergreen Community College District
English As A Second Language Student Evaluation Form For Teaching Faculty

Name of Teacher Date

Name of Class

Fall Spring 20

Please Do Not write your name on this paper.

Please check Yes, Sometimes, or No on this paper.
YES SOMETIMES NO

This teacher explains the purpose of this class.

This teacher explains each lesson clearly.

This teacher makes the class interesting for students.

This teacher knows the subject well.

This teacher respects students.

This teacher listens to the opinions of students.

This teacher helps me learn.

I can understand this teacher.

This teacher tells me how | am doing in the class.

©WooNe g~ WDd R

IF YOU WANT TO, PLEASE COMMENT:

What do you find helpful about this class?

What will make this class better?

TA’d 10-11-02

APPENDIX N
221



San Jose/Evergreen Community College District
Student Evaluation Form For Counselors
(Includes All Special Program Counselors)

About the Counselor:

© © N o gk~ wDdh -

N
[N =)

12.

Answered my questions.

Made efforts to help me.

Showed respect for my point of view.

Displayed sensitivity to my concerns.

Communicated effectively

Assisted me in considering career and academic options and examining alternatives.
Clarified my career and educational plans.

Understood requirements for graduation, transfer, and/or certificate programs.

Referred me to other resources and services on campus.

. Referred me to other resources and services off-campus.

. Treated me fairly with respect to age, gender, disability, nationality, race, religion and

sexual orientation.

I would recommend this counselor to other students.

For students who are participating in the Disabled Student Program and Services:

13.
14.

Understood the range and degree of my disabilities.
Assisted me with the accommodation | needed.

Name of Counselor:

Date/Time of Appointment:

Comments:

15. What did this counselor do particularly well?

16. What specific improvements could this counselor make?

17.

TA’d 9/25/02

Please make any additional comments or suggestions about this counseling session.
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San Jose/Evergreen Community College District
Student Evaluation Form For Librarian

About the Librarian:

1. Taught the students how to find the appropriate materials and resources.

2. Demonstrated knowledge of resources available in the library.

3. Explained the library resources that were available to the students.

4. Made efforts to help students.

5. Referred students to other resources off campus.

6. Communicated information and directions clearly.

7. Acknowledged students’ comments and questions and responded appropriately.

8. Encouraged students to ask questions about the class or the library.

9. Treated students fairly with respect to age, gender, disability, nationality, race, religion and
sexual orientation.

10.1 would recommend this librarian to students who need assistance in doing research.

Name of Librarian

Date

Comments:
1. What did the librarian do particularly well?

2. What specific improvements could this librarian make?

TA’d 9/25/02
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San Jose/Evergreen Community College District
Student Evaluation Form For Health Services Faculty

About the Nurse:

1. Made efforts to help me.

2. Assisted me with my individual needs.

3. Was sensitive to my health situation.

4. Seemed attentive to me as an individual.

5. Assisted me in clarifying my questions and/or treatment.

6. Answered my guestions.

7. Helped me to identify the steps to reach my goals.

8. Provided me with information about my health related issues.

9. Referred me to other campus resources and/or provided education.
10. Referred me to other resources off campus.

11. Treated me fairly with respect to age, gender, disability, nationality, race, religion, and sexual orientation.

Name of Nurse

Date/Time of appointment

Comments:

1. What did the nurse do particularly well?

2. What could have made your visit more helpful?

TA’d 02/02
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San Jose/Evergreen Community College District
Student Evaluation Form for Faculty

Online Courses

About the Course:

orwdPE

o

~

Course met its stated objectives.

The materials were useful in helping me succeed in this course.

Course objectives and grading policies were distributed and clearly explained.

Amount and types of assigned course work were reasonable.

The organization of course materials placed online (content modules, lectures,
assignments, etc.) were presented in a well-organized manner.

Assignments and exams were related to the objectives/competencies stated in the course
syllabus.

The technology was accessible and easy to use.

Grading was fair and followed the course outline/syllabus.

About the Instructor:

9

10.
11.
12.
13.
14.
15.

16.
17.
18.
19.
20.
21.

22.

Kept to the subject matter.

Knew the subject matter for this course.

Encouraged students to ask questions and participate in online class discussions.
Encouraged individual thinking and differences of opinion.

Maintained atmosphere which encourages learning.

Responded to students in a timely manner.

The orientation for the online class effectively prepared me to use the technologies
involved in this course.

The handouts, lectures, or postings were appropriate, clear, and informative.
Conducted class in a way that stimulated critical thinking.

Generally, returned papers, tests, and other work within two weeks of collecting them.
Responded to questions about my overall progress.

Acknowledged student comments and questions and responded appropriately.
Conducted class fairly with respect to age, gender, disability, nationality, race, religion,
and sexual orientation.

I would recommend this instructor to someone who is going to take this online course.

Comments:

23.
24,
25.
26.
27.

Section Number and Instructor’s Name

What did you like about this course?

Was the amount and type of assigned course work reasonable? Explain.

What specific changes could improve this course?

Please make any additional comments or suggestions about this course and/or this
instructor.

TA’d 9/25/02
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