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Approval for Educational Leave OR 
Extended Professional Development Opportunity

Complete this form and send to your immediate supervisor for approval 60 days in advance of your departure date to allow sufficient time for approval. 

NOTE: 100% NC A&T funded employees need approval by both the CED and the RPC.  

Please attach the written learning plan as described in Section 2 of the SOP for Educational Leave for Educational Trips or Extended Professional Development Opportunities to this form, along with a detailed agenda or trip itinerary.
	Date Request is Submitted:
	

	Extension Employee’s Name:
	

	County or Department:
	

	Position Title:
	

	Trip Destination/Location:
	


Description of Educational Leave or Extended Professional Development Opportunity
_____________________________________________________________________________________________
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

Trip Dates:  __________________________________________________________________________________

Number of Work Days Requested for this Extended Leave: __________________________________________

Source(s) of Funding for Trip Expenses: _________________________________________________________

If NCSU funds are being used, please include account number(s) and amount(s). 
The use of Smith Lever funding requires special approval from the State Extension Director.  
Other Extension Personnel Participating: _________________________________________________________

How many days have you been involved in professional development activities in the past 12 months?

_____________________________________________________________________________________________

Describe Aspects of the Trip that Deliver Educational Programs to Others
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

Describe Aspects of the Trip that are Professional Development for the Extension Employee
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

Describe How and Why this Professional Development Experience will Enhance Extension Programs when you Return to the Job
_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

Has County Government been informed?      
_____ YES     

____ NO

How will your daily work responsibilities be covered in your absence? 

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

	County Director Approval:
	
	Date: _______________

	District Director Approval:
	
	Date: ______________

	Director of County Operations  Approval:
	
	Date: ______________
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