Carleton College

Application for Professional Leave

Please complete the following application and submit it to your immediate supervisor.  Your supervisor and division head will need to approve your application and submit letters in support of your application prior to review by the President.  Proposals are due in the President’s Office by November 15, 2010 for the 2011-2012 fiscal year. 

To be considered for the upcoming fiscal year of ___ 2011-2012 or ___ 2012-2013. 

Name _______________________________________  Date ________________________

Position Title _________________________________  Department __________________

# of Years Employed by the College _______________ Date of Last Leave __​​__________


Approvals

Supervisor ________________________________________  Date: _________________

(Send signed application and letter of support to Division Head.)

Division Head _____________________________________  Date: _________________

(Send signed application, supervisor’s letter of support and 
your letter of support to President’s Office.)

Reviewed by President Steven Poskanzer:

Signature ___________________________________  Date: _________________



     ____ Approved          ____ Denied


Employee Proposal

Please describe in detail the purpose of the proposed leave.  Be sure to include:
· a full description of the activities
· the timetable requested

· the budget requested

· how the leave will benefit the College

· how the leave fits your short term and long term professional goals

Supervisor’s Response

Please describe in detail your plans for covering the employee’s responsibilities while on leave along with your letter of support.
11/5/2010

