STAFF TRAVEL AND DEVELOPMENT PROGRAM
Proposed by the Staff Advisory Council

Approved June 6, 2005 by the Executive Committee

University of Kentucky Libraries

NOTE:  This document does not include the staff of the Law Library.  However, the Law Library does fund and support staff travel and development for their staff in a similar manner.
Staff Travel and Development Budget for FY06:  $5,000.00
General Guidelines:
1. Job Relevancy

2. No Duplication

3. Approval From Supervisor

4. Timeframe
5. Funding Priority

6. Sharing Knowledge

Specifics for Guidelines:

1. Job Relevancy
Support Mission/Strategic Plan

As the major research library in the Commonwealth, we provide comprehensive access to information essential to teaching, research, and service at the University of Kentucky, through our human resources and maximum use of technology. As library staff meets these needs for the University community, we extend information services to the Commonwealth and make unique holdings available to the world.

Goal IV. Staff 

Foster a supportive and respectful work environment that utilizes and develops the best talents of the Libraries' faculty and staff.

Goal VI. Infrastructure 

Strengthen the development and stewardship of human, fiscal, physical and IT resources; evaluate the organizational structure and align resources and structure to reflect the Libraries' programmatic goals. 

Continuing/New/Enhancing Development - Any class, workshop, or conference that would further develop/enhance existing or new skills needed for meeting job requirements.  Consideration will be given to workshops for expanding general professional development knowledge.
2.  No Duplication

If a workshop is offered free of charge on the University of Kentucky campus the applicant must justify attending a similar workshop off campus.

On campus workshops are available at the following links:

HR Workshops www.uky.edu/HR/HRD/
Library Workshops www.uky.edu/Libraries/ or relevant personnel
IT Workshops www.uky.edu/IS/Training/
TASC Workshops www.uky.edu/TASC/facultydev/seminars.html 
3.  Approval from Supervisor

1. Signed approval from your immediate supervisor must be obtained eight weeks in advance (when possible) of the event’s application deadline. One copy must then be forwarded by the supervisor through the appropriate administrative channels and another copy given to the employee following approval.

2. If denied, the employee will be provided with the reason for the denial.
3. Work release time must be considered and negotiated according to HR policies.

4.  Timeframe

Applicant must submit required forms to Library Administration eight weeks in advance (when possible) of the event’s application deadline.

For prepayment, paperwork must be submitted sixty days in advance of the registration deadline or travel date.

5.   Funding Priority
Factors to be considered in awarding travel/development funding:
1. Attendee’s role in the event e.g. presenter, attendee, committee member

2. Job relevancy

3. Staff status e.g. permanent staff and STEPS

4. Workshop openings

5. Previous attendance

6. Available funds
6.  Sharing Knowledge

If relevant, attendees may be asked to share the information obtained from a workshop, conference, etc. by:

1. Article for library newsletter, Off The Shelf

2. Presentation at an ALL STAFF Meeting

3. Written summary or presentation for division or department
