Criteria for Staff Development

Effective date:  9/13/2000

Updated:  March 3, 2010

Purpose:  To provide consistency in support of professional development across CGE sites.
Scope: For all CGE program, administrative, and support staff

Definition:  Professional development is anything that enhances the employee’s current position or future job aspirations as supported by his/her supervisor.  It may include training sessions or courses (virtual or in person), books, or other activities deemed as professional development as approved by his/her supervisor.
Policy:

1. A set amount is budgeted per employee per year for professional development.  Funds can be used with a supervisor’s approval.  Current funds for program/administrative staff are US$225/year.  Funds will be budgeted per site in the local currency for support staff of approximately US$100-125 per person, depending on costs at the local site.

2. An employee may be approved for professional development outside of the office for up to one week per year by his/her supervisor if the professional development relates to the person's job with CGE. No comp time may be accrued for any professional development, familiarization trips or related travel done over week-ends or other normal non-work times.

3. Any professional development which will take an employee out of the office for more than one week in a one year period needs to be approved by the site director (or the LC in the event that it applies to the site director).  Employees wishing to be considered for professional development opportunities beyond one week must submit a written request to their supervisor outlining how that opportunity will enhance his/her job skills (using the Application for Professional Development form).  Some criteria which should be addressed include:

· percentage of FTE to which the training relates,

· specific skills which may be enhanced through the travel,

· overall benefit to the employee’s professional development,

· the number of participants going to that country (if it includes participating on a CGE or affiliated trip).

In the case of a disagreement with a supervisor, then the employee may appeal the decision it to the supervisor’s supervisor.

4. Staff may apply their annual professional development fund towards travel or fees.  Any other expenses must be covered personally or stating so in the application for Professional Development Funds.

5. As the budget allows, money will be budgeted yearly for a pool of funds that any employee can apply to for larger funding requests that exceed their annual allocation.  The LC makes the decision on those requests. Application forms are available on the CGE intranet.
NOTE:  This policy does not apply to trip leadership, trip leader training, recruitment visits/conferences or other duties identified as a part of the employee’s regular job description or expectations.

Responsible for policy updates:  leadership council

Review schedule:  reviewed as needed
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