(ORGANIZATION) Policy 002.05.03
Professional Development
Subsections: None
	Area:
	Approved By:
	Most Recent Approval Date:

	· Corporate Governance Policy
	Board of Directors
	3/22/2011

	· Corporate Functions Guideline
	CEO
	

	· Financial Functions Guideline
	CFO
	

	· Clinical Functions Guideline
	CMO
	


	First Approval Date: 2006, 
	
	Next Review Due: 2013

	Dates Reviewed: 2006, 2007, 2011
	
	Dates Revised: 2009

	Dates Revisions Announced to Staff: June 21, 2009



	Purpose:
	To provide employees with funds for Professional Development and continuing education.

	Mandated by:
	n/a

	Applies to:
	Permanent (ORGANIZATION) employees working over 25% time on a prorated basis according to their average annual FTE.

	Definitions:
	· “(ORGANIZATION) employees” are defined as all part-time, full-time, hourly, and salaried employees of the organization.  This definition does not include staffing agency employees or contractors.

	For more information:
	


Text of Policy:

(ORGANIZATION) provides employee benefits beyond those mandated by state and federal laws.  Some of these benefits are managed directly by (ORGANIZATION) including staff development funds.
Professional Development:
(ORGANIZATION) is committed to the development and nurturing of staff as the most valuable and important asset of the organization.  Evidence of the value of staff can be seen in different forms.  From the Strategic Plan to the employee benefits, (ORGANIZATION) demonstrates its commitment to employees.  (ORGANIZATION) strives to be a gold standard among not-for-profit organizations and within the primary care arena for how to develop and retain staff.

The goals of professional development at (ORGANIZATION) are to:
· Provide continuing education opportunities for all employees within their area of job responsibility in order to stay up-to-date and respond to the employee’s professional interests. 

· Create well-rounded employees. Enhance present skills and nurture the development of new expertise among current staff
· Help employees to do their present job more effectively

All eligible employees are encouraged to take advantage of professional development opportunities after six months of employment.  Any employee planning to attend an activity financed by (ORGANIZATION) must fill out the Activity Request Form and submit it to his/her direct supervisor for review. The supervisor will check all the information and may ask for additional information if necessary. All supervisors will:  

a. Check date(s) for possible conflict with other activities.

b. Confirm with CFO that (ORGANIZATION) has to the ability to finance the activity if approved.
c. Check to see whether there is any other source of funds to finance the activity (in case (ORGANIZATION) does not have available funds).
d. Check to see whether there are different options that could provide the same benefits to the employee and (ORGANIZATION) at lower costs, and if so, estimate those costs.
e. Check to see whether other employees are interested in the same activity in order to share costs.
The supervisor will send the form with her/his recommendations to the CEO for consideration. CEO will approve or reject the request and will inform the supervisor of the decision.  The supervisor will notify the employee in writing about the decision made on the request.
After attending a professional development seminar or workshop, the employee must fill out the Evaluation of Activity portion of the Travel Report and provide a copy of the Travel Report to the CFO and financial assistant.  (Even if no “travel” was involved, the Travel Report form is still used to document the costs of the seminar or workshop and the evaluation of the activity.)  The financial assistant will enter cost and evaluation data for the activity into the catalog of professional development activities and this information will be available to all (ORGANIZATION) staff to aid in planning for future staff development opportunities.
Hourly Employee Professional Development 

	After three months 
	Up to $ 300

	After Year One
	Up to $ 350

	After Year Two
	Up to $ 400

	After  Year Three 
	Up to $ 500

	After Years Five +
	Up to $ 600 per year


Salaried and Clinical Employee Professional Development

	After three months 
	Up to $   750

	After Year One
	Up to $ 1,000

	After Year Two
	Up to $ 1,500

	After  Year Three 
	Up to $ 2,000

	After Years Five +
	Up to $ 2,500 per year


Professional Development fund may have a two-year carry-over period. 

Exceptions to these funding guidelines may be made at the discretion of the CEO based on the availability of funds and the value to the corporation.

Unused funds remain the property of (ORGANIZATION) should you not use the funds for any reason, including leaving the company. 













