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Purpose

The Professional Development Experience (PDE) will be a vehicle for staff members in each of the units that report to the Office of the Dean of Students to acquire new skills by creating a professional development experience in a unit of their choosing within the Office of the Dean of Students.  The experience is designed to be a short term; mutually beneficial to the individual employee and the unit they wish to work with; and mutually agreed upon by the employee, the employee’s supervisor, and unit head where the proposed internship will take place.

Guidelines

· The employee will ask their supervisor if the professional development experience would have a negative impact on the employees’ current job duties or the operation of the employees’ unit. 

· If immediate supervisor of the applicant agrees there will not be a negative impact on their unit then the applicant will initiate contact with the proposed unit head. 

· If the proposed unit head approves s/he will work with the individual employee to create a PDE that defines learning outcomes, evaluation of the outcomes, and timeline.

· When all three parties are in agreement the employee will complete the Professional Development Experience Application and submit it to the Dean for his approval. 

· The internship will be awarded based upon criteria approved by the Dean of Students.

· Employee must be employed with the unit at least 10 months prior to proposed experience to be eligible for participation.

Proposed Criteria for Internship Approval

· The PDE will add to or refine the employees’ current skill set. 

· The PDE’s learning outcomes and evaluation of the outcomes are well defined.

· The impact on the employees’ unit will be negligible.  The employees’ unit will not take on an extra burden so that the employee may be released (e.g., hire extra help, extend work day for other employees, etc.).

· The PDE will help the internship unit with a particular issue, goal, or routine operation.

· The PDE will be short-term (i.e., no more than two consecutive semesters).

· Innovation and creativity of the PDE.

· The PDE may test or establish a best practice. 

· Upon completion of the employee must agree to share a presentation to describe the experience during a departmental meeting.
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Bullet format is recommended for all the following questions.

Please describe your proposed professional development experience.
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What skills will be acquired or refined?
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What is the proposed timeline?
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What will be your learning outcomes and metrics for evaluating these outcomes?
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How will your time commitment to this experience affect your home unit?
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If you would like additional guidance before submitting your application to the Dean please forward your draft to one of the Professional Development Committee Co-Chairs (blarosa@illinois.edu or m-hege@illinois.edu). 
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