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Staff Development Application
	

	
	Instructions & Guidelines
	

	
	This form must be completed in order to apply for professional staff development. Questions may be directed to humanresources@csp.edu or 651-641-8846.  Please see our available courses here: 
https://www.coursera.org/programs/learning-program-for-staff-faculty-sfa7f?authProvider=csp
· The University reserves the right to deny the application due to limited seats available.
· Supervisor must approve the staff development course(s) prior to HR enrolling the employee into their chosen course(s).
· The staff development course(s) must relate to the roles & responsibilities of the employees’ current position in order to be eligible to receive enrollment into the course(s).
· The supervisor’s signature indicates acknowledgement that the course(s) do relate to the employees’ current roles and responsibilities.
· The staff development course(s) may be rescinded should the employee fail to complete the course(s) in the 90-day timeframe that is set by Coursera. In addition, failure to comply with the timeframe may prevent the employee from taking further courses. 
· You will be notified by HR upon approval or denial of the application. HR will enroll the employee into the course(s).

· HR will track successful completion of the course(s) and document in the employee’s HR file. 

	

	
	General Information
	

	
	Employee Name:
	     
	L#:
	     
	

	
	Job Title:
	     
	Title of Course(s) Requested:
	     

	
	Signatures & Approvals
	Human Resources
	

	
	By signing below, we agree to the requirements listed above. 
	HR Office Use Only
	

	
	
	Course(s)
	
	

	
	
	Enrolled on: 
	
	

	
	
	Course end date:
	
	

	
	
	
	
	

	
	Supervisor Signature                                       Date
	
	

	
	Employee Signature                                         Date
	Human Resources Signature                  Date
	

	


