September 8, 2008

TO: Executive Officers, Associate and Assistant Officers, Council of Deans, Legal
Counsel, Department Chairs, Superintendents, Other Academic Heads,
Directors and Supervisors

FROM: Steven L. Hoch
Provost and Executive Vice President

SUBJECT: Professional Leave and Retraining Leave Regulations: 2009-10

Attached are guidelines governing Washington State University's professional and
retraining leave programs for 2009-10. Please announce to faculty, administrative and
professional staff that these guidelines have been issued and make copies available to
interested parties. Extra copies are available at: http://provost.wsu.edu/manuals-forms. All
applications are to be approved by chairs and deans and forwarded to the Provost's Office.
Each of the applications from your unit should be rated on the following scale: 171 top
priority for a leave, 2 1 moderate priority for a leave, 3 i low priority for a leave. Please
note that we have included an application form to be filled out by each applicant.
Electronic versions of the forms are available at http://provost.wsu.edu/manuals-forms.
Applications must be received by January 12, 2009.

Leave proposals must be structured according to part 3 of these guidelines. Careful
attention to the guidelines will ensure a complete proposal and aid administrative officers
in an expeditious review of the proposals. This year, these instructions have been
modified to provide a more detailed description of the required application and the
required report on activities undertaken during the leave. A signature must now be
obtained from the appropriate administrator at the regional campus for those faculty
located at regional campuses. Applicants must now provide a curriculum vitae that, at a
minimum, contains information about progress since the last professional leave, if any. In
addition, all requests for leaves must now be accompanied by an effort to secure external
funding. Therefore, applicants must provide a list of external agencies from which
funding will be sought.

Occasionally, professional leave applications are submitted outside the normal schedule.
This kind of application may occur because of an unexpected opportunity, but out-of-
phase applications create two significant problems: 1) they cannot be considered in the
context of the total pool of applications, so their priority is difficult to evaluate; and 2)
they undermine university-level planning for an appropriate number of professional
leaves. You are reminded that out-of-phase applications for professional leave will only be
considered in extraordinary circumstances. Such an application must be of unusual merit,
based on a genuinely unique opportunity that can not be postponed, and have the strong
and unqualified endorsement of the dean; even then, it is likely to be disapproved unless
another, previously approved leave has been canceled.

Two additions have been made to the guidelines in response to problems encountered.
The following wording has been added to 2.3., regarding the timing of the leave:
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fiRequests for leaves that span two academic or fiscal years will not ordinarily be granted.
Such leaves must be counted against the University® limited number in both of the years
in which they occur. As a result, a person requesting such a leave is requesting two leaves
and potentially denying a leave to another person.0 The following wording has been
added to 3.1.4., regarding the two supporting letters: fiEach of these letters must indicate
support for the project that will be undertaken during the leave. A letter that indicates
only that the applicant is welcome to visit a laboratory, or that the applicant will be
provided with certain amenities during a visit, is not acceptable as one of these letters.
Such letters will be considered to apply to 3.1.30

You are reminded that all accruals arising from professional or retraining leave are retained
at the college level. If we can be of assistance in providing additional information, please
call 335-5581.
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PROFESSIONAL LEAVE 2009-10
All applicants must fill out this form in its entirety.

Full Name

Department and Address (Complete address for regional campus faculty)

Official title

Basis of present employment Academic Annual

Full time Part time State Extramural Funding

Date of initial appointment to permanent position

Dates of previous leaves and leaves without pay. Include a summary of
where such leaves were spent and the academic accomplishments from these
leaves.

Period of leave covered by application

Please remember that professional leaves are competitive The quality of your
proposal will be evaluated against the following criteria: value of the
project, including its originality and potential contribution; adequacy and
feasibility of the project in relation to the length of the leave period; clarity
and completeness of the proposal, including readability by a layperson and
references to relevant scholarship; project's potential for contributing to the
faculty member's professional development; and potential for disseminating
and/or applying anticipated development of curricular and instructional
activities.

Abstract of project not to exceed 50 words. Summarize the proposed
activities in clear, concise language understandable to a scholar outside your
discipline. Project locations must be indicated.

Prospectus: Detailed statement of leave plans (maximum of 5 pages plus
bibliography with standard margins and font).

Purpose and Significance: Describe the nature and significance of
the project N



