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Standard Operating Procedure
for

Educational Leave or 
Extended Professional Development Opportunity
Educational Leave or an Extended Professional Development Opportunity is a privilege approved at the discretion of Extension Administration, and is designed to enhance the capacity of an employee to better serve the educational mission of the organization. This will be referred to as Educational Leave throughout the remainder of this SOP.

1. Trips or educational events approved for Educational Leave are for time "only”. 

2. Applicants must submit a learning plan that shows how the Educational Leave opportunity contributes to the employee's knowledge, skills, and ability along with the impact on the educational capacity and programs of Cooperative Extension.  An action plan showing how the knowledge gained will be used upon returning to the job is also required. 
3. A proposed agenda/itinerary is required with specific notation to the components contributing to actual "educational" times. Travel time, meals, site-seeing and other activities not directly related to the educational objectives cannot be considered for Educational Leave.  An employee must use Annual Leave to cover these time periods if they occur during normal business hours.
4. Educational Leave does not replace current organizational and university policies, rules and regulations for taking courses for graduate credit.

