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A. References

Personnel Policies for Staff Members

Policy 2, Definition of Terms
Policy 50, Professional Development
Policy 51, Reduced Fee Enrollment 



B. Authority and Responsibility

The investment that the University makes in partnership with staff members in their continuing career development allows it to achieve maximum flexibility in meeting its current and future skills requirements. Therefore, the University is committed to creating and fostering an environment that facilitates and enhances the skills training and career development of its staff. Staff may be provided with opportunities and time away from the job so that they may maintain and develop their skills, adapt to changing workplace needs and fulfill their employment potential within the University. 

Department Head and Supervisors:
The responsibility of the department is to create and foster an environment that facilitates and enhances the skills training and career development of staff by:
· Discussing with staff development needs in relation to the work of the unit. 

· Providing opportunities for the discussion of individual goals on at least an annual basis and for the development of a mutually agreed on plan for training and career development. 

· Recognizing developmental achievements during the year. 

· Based on the operational requirements of the unit, providing job-specific training to enable staff members to acquire skills and knowledge necessary to the work of the unit based on identified needs, for example by participating in training seminars, job network meetings and temporary assignments. 

· To the extent that operational requirements allow, providing staff members with appropriate opportunities to acquire skills or experience which would enhance the staff member's ability to make a continuing contribution to the work of the University, for example by participating in training seminars, job network meetings and secondments. 

Supervisory approval for time away from the job for purposes of training and career development will be based on the following criteria and shall not be unreasonably denied:
· Operational requirements of the work unit in relation to duration and timing of the development activity 

· Benefit of the development activity to the work of the University 

· Benefit of the development activity to the achievement of the staff member's career goals within the University. 

The supervisor and/or the department head, when appropriate, shall review the employee's proposal for professional development, discuss it with the employee, determine the feasibility of the request, and provide support and assistance to the employee in accordance with University policy and the following sections of this Procedure.
Staff Members:
The employee has the primary responsibility for managing his or her own professional and career development by:
· Examining current skills and identifying areas for further development. 

· Seeking opportunities for ongoing skills enhancement. 

· Taking advantage of relevant training. 

· Keeping skills and knowledge up to date to meet changing workplace needs. 

· Contributing to the department/division's annual planning process. 

To participate in a professional development program, the employee will make a development interest known to the supervisor, or based on discussions of professional development goals with the supervisor, will initiate the request to participate in a relevant program(s).  


C. Definitions

Professional Development programs shall be classified as either position/job related, career-related, or educational enrichment based on the judgment of the department head in consultation with the supervisor and, as necessary, Labor and Employee Relations.
1. Position-related: Directly related to the work assignments or conditions of the employee's current position. 

2. Career-related: Related to the development of skills, knowledge, and abilities which prepare an employee for additional assignments or positions which the employee can reasonably expect to attain within the University. Employees are responsible for communicating their interest in such development to their supervisors and/or department heads and for engaging them in consultation on development programs for achieving those career goals. 
3. Educational enrichment: Programs are related to an employee's avocation or career talents outside the University and are not related to University positions for which an employee might, in the judgment of the department head, be an effective competitor.



D. Guidelines

1. Professional development programs include on-the-job training, internships, courses, seminars, conferences, institutes, lectures, meetings, workshops, and participation in professional and technical associations.
2. The department head, in consultation with the supervisor shall determine whether, and the degree to which, an employee's participation in a professional development program shall be supported by the department. In making this determination, the department head shall consider the following: 
· Employee's need for development and the employee's career goals
· Needs and resources of the department
· Advantages one type of development program has over the other types available
· Professional development needs of other department employees;
· The effect of the determination on workload and other employees. 
When participation in a professional development program requires attendance during the employee's normal work schedule, prior approval by the department head is required.
Time Worked and Professional Development Leave: 
When an employee is required to attend a training or development program, the time spent in attendance shall be counted as time worked.  However, when an individual is hired with the understanding that specific additional training is to be obtained or completed, that individual may be required to participate in such training on off-duty time.
When time in attendance or participation in a training or development program is not approved as time worked and the program is unavailable outside normal working hours, the department head is encouraged to provide the employee the opportunity to participate by arranging an alternate work schedule to make up the time in attendance.

When particpation in a job or career related training or development opportunity is not required, a regular status employee whose performance is satisfactory or better is eligible in general for 80 hours (non-exempt) or 10 workdays (exempt) paid release time per calendar year for professional development.
An employee's participation in educational enrichment programs shall not be counted as time worked.


E. Procedures

1. The employee and supervisor are encouraged to jointly discuss professional development goals and review available opportunities.  Requests for professional development should be submitted in writing to the employee's supervisor as described under Policy 50, Professional Development, Section B.
2. Discussions about professional development goals may occur at any time during the performance review cycle and should occur as part of the annual performance appraisal.

The supervisor and employee may jointly formulate a performance development plan to work collaboratively to build on the employee's effectiveness in performing the current University position.



F. Applicability

This procedure applies to all staff members, except employees who are in a bargaining unit that have an exclusive representative (union) and whom are covered by the applicable provisions of the collective bargaining agreement. 

