University of Minnesota, Morris

P & A Staff Development Leave Procedure
1. Types of Leave:

a)
Mini Leave


Eligibility:
P & A staff appointments of 9 months at 100% time or12 months at 75% or greater, after 1 year of service


Benefit:
up to 6 consecutive weeks, full salary and full benefits


Application Deadline:
Applications may be submitted at any time. Applicants must allow their department head 2 weeks (14 calendar days) to review the application, indicate their recommendation and forward the application materials and his/her recommendation to the Chancellor for final approval. The Chancellor has 2 weeks (14 calendar days) to review the application before rendering a decision. The Chancellor may make a final determination, or convene the committee to review and make a recommendation relative to the leave request.


b)
Short Term Leave

Eligibility:
P & A staff appointments of 9 months at 100% time or12 months at 75% or greater after, 4 years of service,


Benefit:
7 - 15 consecutive weeks, full salary and full benefits.


Application Deadline:
(see schedule below)

c)
Extended Leaves

Eligibility:
P & A staff appointments of 9 months at 100% time or12 months at 75% or greater, after 6 years of service


Benefit:
16 - 48 consecutive weeks, one-half salary and full benefits.


Application Deadline:
(see schedule below)
Application deadlines for Short Term and Extended Leaves
Fall Review
Spring Review





Applicant submits materials to Dept. Head:
Applicant submits materials to Dept. Head:

September, last Monday of the Month.
March, last Monday of the Month.

Dept. Head submits recommendation to Chancellor:
Dept. Head submits recommendation to Chancellor:



October, third Monday of the Month.
April, third Monday of the Month.

Chancellor sends final notice to applicant:
Chancellor sends final notice to applicant:

On or before December 15th.
On or before June 15th.

2. Frequency of Leaves: except for mini-leaves, an employee may be awarded a professional development leave no more than one every four years.

3. Final Approval Process for Short Term or Extended Leaves: The Chancellor has 4 weeks (28 calendar days) to review the application before rendering a decision. The Chancellor may make a final determination, or convene the committee to review and make a recommendation relative to the leave request.

4. Application Materials will consist of the following:

a) UMM Professional and Administrative Staff Development Leave Application;

b) Resume or Curriculum Vitae;

c) Letter(s) of recommendation/endorsement; and

d) A statement from the department head/director explaining the planned arrangements for covering the applicant's work during the leave and the funding source.
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5. Criteria

a) contribution of the development leave to the applicant's professional development

b) contribution to the applicant's department and/or University of Minnesota

6. Review Committee

a) Will consist of 3 members:

· HR Officer, also representing P & A "Administrative", 

· one member representing P & A "Professional", as appointed by the UMM CAPA representative

· one member representing P & A faculty, as appointed by the UMM CAPA representative

b) Each member will serve a three year term beginning July 1st 

7. Report of Leave - within one month of the return from leave the person granted the leave must submit a written, summary report of his/her leave activities to their supervisor.  Their supervisor will send one copy of this report to the Office of Human Resources.  This report should include:

a) Statement of purpose and goals;

b) A description of how the goals were met or not met;

c) Benefit to the recipient and to the administrative unit;

d) A proposal plan for implementing or applying the new knowledge; and

e) Suggestions for future applicants.

