University of Minnesota, Morris

Professional and Administrative Staff 

Development Leave Application
The University of Minnesota, Morris offers Professional Development leaves as opportunities for academic professional and administrative staff to develop or enhance their performance and contributions to their unit and its mission.  Staff covered by this policy include those in the 93xx (Academic Administrative), 96xx (University of Minnesota Extension Service), or 97xx (Professional) series with an appointment of 9 months at 100% time or12 months at 75% or greater.  A copy of the U of M leave policy and procedure is available at http://www1.umn.edu/ohr/ohrpolicy/Leaves/development.htm.  The UMM procedure is available at http://www.mrs.umn.edu/services/hr/

Application for a professional and administrative staff development leave must be made to the designated administrative or collegiate unit administrator, according to the deadlines indicated within the UMM Professional and Administrative Staff Development Leave Procedure. 
Please complete the following:

Applicant Name:

Classification Number/Name:
Department:

Working Title:
UMM Hire Date:




Type of Leave (circle one):
Mini Leave / Short Term Leave / Extended Leave

Dates of Leave (must be consecutive):

List the years of service and rank held at the University of Minnesota, Morris for eligibility:

List dates of previous leave(s) and a copy of the summary report of the most recent leave:

Reason and plans for the leave including the place where the leave will be spent, an outline of the proposed work, and benefit to the University. 

Please indicate your suggestion for a departmental work plan in your absence.

Applicants to the P & A Staff Development Leave Program should familiarize themselves with the University's rules and regulations governing P&A staff development leaves.  Applicants for this leave are required to commit themselves to the following understanding and agreements:

a) Within one month of my return to UMM, I will file a Report of Leave to my department administrator detailing the work done while on leave.

b) In the event that I do not return to the University of Minnesota for a period of at least equal to the leave, I agree to reimburse UM for any salary paid during the leave and its share of the retirement contribution and all other fringe benefits received during the leave.  

Signature of Applicant

Date

Applicants Name (please print):

Attachments to this form will include: Resume or CV and letter(s) of recommendation.
For UMM Human Resource Information Only: Extended Leaves

Annual salary:
Term and  % time:


University of Minnesota, Morris

Professional and Administrative Staff Development Leave 

Department Recommendation
Candidates wishing to apply for Professional and Administrative Staff Development Leave will submit application materials to their Department Head by the dates indicated within the UMM Professional and Administrative Staff Development Leave procedure.  The Department Head has 3 weeks (21 calendar days) to review and complete their recommendation for this leave.  All material, plus this recommendation, will be forwarded to the Chancellor for final approval.  Department Heads are required to complete and submit this recommendation and application material to the Chancellor even if they do not support granting this leave. 

Assess the contribution of the proposed Development Leave to each of the following criteria:  

1. The applicant's professional development

2. The applicant's contribution to his/her department, and/or University of Minnesota.

Please indicate  the departmental work plan for the duration of the applicant's absence.

Department Head Signature


Date

Department Head Name (please print):

Umm.hr.policy.P&AApplicationForm

