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UNIVERSITY OF MINNESOTA DULUTH

ADMINISTRATIVE PROCEDURES FOR PROFESSIONAL

AND ADMINISTRATIVE STAFF DEVELOPMENT LEAVES
This document is to be used as a supplement to, and in conjunction with, the University of Minnesota Board of Regents Policy for Employee Development, Education, and Training, adopted March 10, 2006, and the Administrative Guidelines for Staff Development Leaves.  The guidelines and criteria outlined herein relate to administration of this policy on the UMD campus.  

PURPOSE
Professional development leaves are designed to encourage academic professional and administrative staff to develop and enhance their performance and contributions to the unit granting the leave and UMD.

DEFINITION

Unit – means a UMD college or administrative unit (i.e., NRRI, Library, Athletics). 
ELIGIBILITY
Professional development leaves are available to professional and administrative staff members with appointments covering a minimum of nine months at 100%-time (B-term appointments), or twelve months at 75%-time (A-term appointments).

Three types of leaves are available depending upon years of eligible service:

1. Up to 100% leave with full salary and full benefits for up to six weeks.  A mini-leave ranging in length up to six weeks may be awarded at full salary and benefits after one year of eligible service.

2. Up to 100% leave with one-half to full salary and full benefits for seven to twenty weeks.  A leave ranging in length from seven to twenty consecutive weeks may be awarded at one-half to full salary (at unit discretion) and full benefits after four years of service.  Staff may apply for a leave during the fourth year of eligible service for a leave to be taken during the fifth year of service.

3. Up to 100% leave with one-half salary and full benefits for twenty-one to forty-eighty weeks.  An extended leave ranging in length from twenty-one to forty-eight consecutive weeks at one-half salary and full benefits may be awarded after six years of eligible service.  Staff may apply for a leave during the sixth year of eligible service for a leave to be taken during seventh year of service.

APPLICATION AND SELECTION PROCESS

Application Form

Applicants are required to complete the campus-wide UMD Professional and Administrative Staff Application for Professional Development Leave and the supplements as described on the application form.  
Application Process

1. Applicant submits an application and attachments to the department head for review and approval.  

2. Department head reviews the application based on the selection criteria, and recommends approval or denial of the leave, providing written justification for recommended denials.

3. Department head forwards the application to the Dean/Director for review.  The Dean/Director assesses the application utilizing the selection criteria outlined below and completes the appropriate section of the application, providing written justification for recommended denial. 

4. Dean/Director forwards application to the appropriate Vice Chancellor for review.

5. The four Vice Chancellors meet to discuss and review the applications.  Reviews will be based upon the selection criteria.

6. Following the review process, the appropriate Vice Chancellor makes the decision and notifies the department and applicant of approval or denial.

7. Each Vice Chancellor will maintain a file of the approved or denied applications. 

Application Submission Timelines

Applications are due in the Department Head’s office no later than February 1st and deadline for submission of applications to the Vice Chancellor is March 1st each academic year for leaves the following academic year.  Final awards will be announced no later than April 1st each academic year.

Selection Criteria

Departments will evaluate applications for merit based upon the following selection criteria:

1. Applicant meets eligibility requirements as set forth in the Regent’s policy.

2. Feasibility of unit to provide interim coverage of employee’s unit responsibilities.  

3. Applicability of selected leave activity to the betterment of UMD, betterment of the employee’s unit/department, and the improvement of the employee’s professional competence.

4. Appropriateness of selected activity.

RETURN TO SERVICE

If the employee does not fulfill the obligation of returning to the unit granting the leave for a period at least equal to the period of the leave, the employee must reimburse the University the prorated amount of the salary, retirement contributions, and all other fringe benefits received during the leave.

REPORTING

Recipient Reporting

Leave recipients must submit a comprehensive written report to the department head/director, with copies to the Dean and Vice Chancellor, within one month of returning from leave.  The report will contain a response to all of the items listed below:

1. a detailed description of the professional activity undertaken during the leave;

2. a statement of the purpose and goals of the leave;

3. a description of how the goals were met or not met;

4. a statement of the benefit to UMD, the unit/department and to the leave recipient;

5. a proposal plan for implementing or applying the new knowledge to recipients job, department, and UMD;

6. suggestions for future applicants.
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