Faculty and Staff Global Immersion Application 2009
For which trip are you applying? (choose one)


East Africa (Jan. 2-11, 2009)

India (Jan. 2-11, 2009)
PLEASE NOTE:

Each of these trips goes to destinations where climate and elevation could pose some health related challenges to persons who are not in good health.  Prudence suggests that each participant consult with their own physician to determine the likelihood that these conditions will not pose any undue stress. 

In preparation for each immersion, you will be invited to participate in several preparatory sessions.  We expect all participants to join these sessions as important and specific information about each trip and its purpose will be offered.   
Full Name (as it appears on your passport):







Loyola Phone:




Home Phone:





Email:





Years at Loyola: 




Department/Position:










Supervisor’s name:





 Tel:




Loyola Address:









 

Home Address: 










City:





State:


Zip:



Emergency Contact (with phone number):

On a separate page, please write a two-page letter discussing your interest in a particular trip and how it will enrich your life and development as a Loyola University Chicago employee. The deadline is Wednesday, October 8, 2008.  Please send your completed application, supervisor endorsement, and letter to: 
Diana Sanderson
Dsanderson1@luc.edu
Office for International Programs
Sullivan Center, Room 206

Faculty and Staff Global Immersion Application
Supervisor Endorsement

Loyola University Chicago views employee participation in University supported immersion experiences as an effective form of employee development and thus regards normal working hours spent during immersions as part of an employee’s work assignment. If given supervisor approval to participate in an immersion, an employee does not have to use personal or vacation days to participate in a University sponsored immersion. Supervisors are encouraged to support staff participation in employee immersion projects. 

Participation in the program is considered regular work time, as a temporary change in assignment.  Supervisors should code the employee’s involvement in the program as regular work time in the payroll time and attendance system.  The time keeping record should reflect the time that the employee was normally scheduled to work for each day of program participation and should not exceed the hours they were scheduled for their regular work assignment.

Employees should meet with their supervisors to explain the nature of the project and the extent to which it will remove them from their normal work responsibilities.  In order to participate in the service or immersion program, employees must obtain their supervisor’s written sign-off.  To verify a supervisor’s agreement with these arrangements, the supervisor will sign the form below.

In deciding whether or not to invest the employee’s time in the service or immersion program, supervisors should consider:  

a.) The operational needs of the department, 
b.) The accommodations necessary to ensure that University needs are met while the employee is away,
c.) The personal and professional development of the employee,
d.) The recent performance and corrective action history of the employee,
e.) Whether the experience would be more beneficial for someone else in the department, and
f.) The return on investment to the University.  
Applicant Name:  











Supervisor Name: 











Supervisor Email: 




Supervisor Phone: 



I support the mission-oriented development opportunity provided through the employee service immersion, and I approve the absence of the applicant listed above from normal working hours while participating in the employee immersion to be held January 2-11, 2009.  I understand that the employee will confirm with me if he or she is accepted to participate in this program.
____________________________________________________

Supervisor Signature 





Date
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