UCSF
Lab Managers’
Professional Development Program


Lab Managers’ Group Mission Statement

The UCSF Lab Managers’ Group is comprised of persons responsible for safety, regulatory compliance, procurement, and organizational or operational duties directly related to the laboratory research environment and exists to foster researcher participation in the development and implementation of policies, operations, and regulations pertaining to laboratory research. The Lab Managers’ Group Meeting provides a forum for communication, dissemination of information and problem resolution between laboratory personnel and administrative departments. 
The Lab Managers’ (LM) Professional Development Program provides scholarships to eligible UCSF employees. Post docs and non-lab manager PhD’s are not eligible for this program. Employees may apply for a scholarship in the following activities: 

· UC courses and programs 

· UC Extension courses 

· Non UC college/university courses 

· On-the-job training 

· Cross training 

· Coaching 

· Internships 

· Workshops 

· Seminars 

· Conferences  (Registration fees only)
· Institutes 

· Lectures 

· Meetings 

· Continuing Education Courses Participation in professional and technical associations
· Other career related training. 

The goal of the Professional Development Program is to support employees in developing, broadening, and enhancing their skills and knowledge in performing their current position and/or future career growth within UCSF or another UC Campus. 

LM supports paid release time for courses that cannot be scheduled outside of work hours. In approving a professional development leave, the applicant’s Unit Director must consider the proposed duration of the leave, scheduling, staffing, and budget considerations.  Release time during work hours may not always be feasible; therefore, leave is determined by the Unit Director. 

Eligibility 

· LM Career Employee, who works 50% or more time, and is on pay status 

· Completed his/her probationary period 

· Performance is satisfactory or better 

· I year of employment at UCSF as a lab manager

Application Process 
The Employee must submit a professional development application and a proposed plan to the Lab Director or PI for approval. Together they develop a mutually agreed upon, written plan describing the proposed activity. 

A description of the activity or activities to be undertaken by the employee during the leave period must contain the following information: 

· The requested period of time for the activity (provide dates or the range of time). 

· The relation of the activity to the employee's current job responsibilities. 

· How the activity may assist the employee's transition into future UC career-related positions. 

· The quality of the particular training activity, as compared to similar activities available to the employee, and/or an assessment of the reputation and reliability of the institution, organization, or other sponsor who will provide this activity. 

· The relation of the activity to the department's mission and goals. 

· A statement on the relative importance of this activity to the overall needs of the department and available resources. 

· The impact, if any, on employee workload and other employees in the department. 

· Resume or description of your duties as a lab manager.  

Selection Process 

•
The completed and approved packet is submitted to Lab Managers’ Selection Committee for review and selection of successful candidates. 

How many courses may I apply for? 

· 1 course per year
· Conferences, workshops, seminars, etc. –To be determined and approved by  Director or PI
Qualified Expenses 

· The LM Professional Development Program will provide one award up to $1000 and four awards up to $500 per fiscal year for each employee participant to cover expenses for meeting registration, tuition and books. One can apply for funding for a course completed in the previous four months or to be completed in the next calendar year.
Reimbursement Procedures   
For University or Non-University/College courses: Submit reimbursement form within 30 days of completing your course. Note: Due to the voluntary nature of attending university/college courses, only tuition and books are reimbursable. 

For Conferences, Seminars, Workshops, etc.: Reimbursement form must be submitted within 30 days of completion of conference, seminar, or other training.  
Submit reimbursement form with the following attachments: 

· Proof of course enrollment and course payment made directly by applicant (tuition receipt, paid invoice). 

· Proof of successful course completion, B or better, if applicable (grade report, certificate of completion). 

· A brief statement describing what you have learned from the course and how you will apply what you have learned to your current and future positions at the UCSF. 

· You must still be a UCSF/LM employee at the time of reimbursement. 
Send completed form to LM Professional Development Program Coordinator, Sandy DeVries, Sandy.DeVries@ucsf.edu The application deadline is May 15, 2018.  These awards will be made once a year. 
Professional Development Policies & Procedures 

	Program 
	Hours Allotted per Calendar Year 

	Professional Staff (PSS) 
	80 hours for non-exempt 10 days for exempt 

	The amount of leave to be granted depends upon the specific requirements within the individual professional development plan. http://atyourservice.ucop.edu/employees/policies_employee_labor_relations/personnel_policies/s pp50.pdf 


	Bargaining Unit 
	Hours Allotted per Calendar Year 

	Technical (TX) 
	40 hours 

	A non-probationary employee is eligible for up to 40 hours of paid release time for job-related training per calendar year, prorated based on appointment rate. No later than November 1 of any year, an employee may submit a written request in accordance with campus procedures to carry over up to 16 unused hours of paid release time for job-related and/or University career-related training.  Such requests shall not be unreasonably denied.  Any hours approved for carry over must be used by the end of the following calendar year and will not carry over to the subsequent year.  http://atyourservice.ucop.edu/employees/policies_employee_labor_relations/collective_bargaining_ units/technical_tx/contract_articles/development.pdf 


	Academic Personnel 
	Hours Allotted per Calendar Year 

	Specialist 
	40 hours

	Academic Coordinator
	40 hours
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