THE CITY COLLEGE OF NEW YORK 
Application for Leave for Special Purposes

As per CUNY Bylaws Section 13.5.b, this form is to be completed by members of the Instructional Staff requesting an unpaid leave of absence for special purposes such as study, writing, research, the carrying out of a creative project, or public service of reasonable duration.
	Section A: Completed by employee requesting leave

	Employee Name (Print):
	

	Title:

(Check one)
	□ Professor
□ Assoc Professor
□ Asst Professor
□ Lecturer

□ Instructor
□ Chief CLT
□ Senior CLT
□ CLT

□ Research Assoc
□ Research Asst
□ HE Officer
□ HE Assoc
□ HE Asst

□ Asst to HEO

	Department:
	

	Requested leave dates:  From 
	
	through
	

	Reason for Leave (Attach additional sheets if necessary):

	
	
	

	
	
	

	
	
	

	
	
	

	
	Contact information while on leave:
	

	
	Address:
	

	
	Phone Number(s)
	
	E-Mail Address
	

	Attestation by Applicant:  The information I have provided on this form is accurate.  Should the stated purpose of my leave substantially change or become unable to be accomplished, even if I have commenced my leave, I shall immediately notify the President in writing.  Should the President determine that the purpose of the leave is no longer being served, he/she may terminate the leave, assign me appropriate duties at the College, or take other appropriate action.  I understand that this leave, if granted, is subject to the following rules and conditions:

· The leave is without pay, and, if for one year or more, will not be credited for the purpose of movement within the salary schedule, unless the President, in his/her discretion recommends such credit, subject to approval by the CUNY Board of Trustees, upon the President's determination that the leave is being taken for a project of such academic, scholarly, or public importance that it brings honor and recognition to the College.

· Retirement credit for the period of the leave is only available to members of the NYC Teachers' Retirement System (TRS) and NYC Employees' Retirement System (ERS) and only if the leave is taken for very specific purposes.  If the College wishes retirement credit to be given, it must make a recommendation to that effect.  The recommendation is only advisory and must be approved by TRS or ERS for retirement credit to be granted.  Members of TIAA who are on leaves of absence without pay are not eligible for retirement credit while on leave.

· In accordance with Article 14.1 of the PSC/CUNY collective bargaining agreement, faculty members who take a special leave of absence without pay for one semester and are in active service during the other semester of the academic year will receive one month's vacation pay, rather than two.

· A special leave of absence without pay causes a break in service towards tenure or a certificate of continuous employment.  A special leave of absence without pay may cause a break in service towards a 13.3.b appointment according to Article 13 of the PSC Contract.  During a special leave, an employee is subject to the usual review process to determine his/her appointment status for the next year.

	
	
	

	Employee Signature
	
	Date


	Section B1: Reviews and Approvals for Teaching, CLT and Research Staff (Go To B2 for Higher Education Staff)

	Department Executive Committee
	Proposed arrangement for covering professional duties during leave (completed by Department Chair):



	
	

	
	Leave request is:
	□ Recommended

	□ Not Recommended

	
	
	
	

	
	Signature of Department Chair
	
	Date

	Divisional Personnel and Budget Committee
	Leave request is:
	□ Recommended

	□ Not Recommended

	
	
	
	

	
	Signature of Chair of Divisional Personnel & Budget Committee
	
	Date

	College-Wide Review Committee
	Leave request is:
	□ Recommended

	□ Not Recommended

	
	
	
	

	
	Signature of  Chair of College-Wide Review Committee
	
	Date

	President
	Leave request is:
	□ Recommended

	□ Not Recommended

	
	With retirement credit*
□ 

With credit for movement within schedule**
□

Without retirement credit
□ 

Without credit for movement within schedule
□

	
	
	
	

	
	Signature of President (or Designee)
	
	Date


	Section B2: Reviews and Approvals for Higher Education Staff

	Immediate Supervisor
	Proposed arrangement for covering professional duties during leave (completed by Supervisor):



	
	

	
	Leave request is:
	□ Recommended

	□ Not Recommended

	
	
	
	

	
	Signature of Supervisor
	
	Date

	Vice President or Dean of Division
	Leave request is:
	□ Recommended

	□ Not Recommended

	
	
	
	

	
	Signature of VP or Dean
	
	Date

	President
	Leave request is:
	□ Recommended

	□ Not Recommended

	
	With retirement credit*
□ 

With credit for movement within schedule**
□

Without retirement credit
□ 

Without credit for movement within schedule
□

	
	
	
	

	
	Signature of President (or Designee)
	
	Date


*Retirement credit is available only for members in Tier 1 and Tier 2 of TRS and only if the leave is taken for specific purposes.
**Credit for movement within schedule may be given only if the project is of such academic, scholarly, or public importance that it brings honor and recognition to the College.

	CUNY Central Office
	CUNY Central Office approval is only required for a third consecutive year of special leave of absence without pay

	
	Leave request is:
	□ Recommended

	□ Not Recommended

	
	
	
	

	
	OFSR Signature
	
	Date


