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POLICY: 

405.1 Professional Development.  Professional development for staff members 
occurs through participation in training activities, seminars, conferences, 
courses, workshops and professional associations. IFPRI includes 
professional development in the budgeting process and provides funds for 
four different categories of professional development activities: professional 
membership, staff development, RA development and coursework. These 
funds may be used by staff members every calendar year and do not carry 
over to the next year. 

The professional development practices are designed to assist the largest 
number of staff members in the most cost-effective manner. Division Directors 
should contact Human Resources to obtain information about available 
training and development opportunities. 

405.2       Procedure. Once a desired professional development activity is identified, and 
prior to the staff member registering for an activity, staff members must 
submit a written request for development funds to their Manager and copy  
Human Resources on this request. The request should describe the activity, 
summarize the 
activity and the value of the experience to the staff member's professional 
development, identify total cost of the activity, define the amount being 
requested from the appropriate development fund, and include all supporting 
documentation.  
Upon the  approval, Human Resources will advise the employee of 
final approval. Once the professional development activity has been 
approved, staff may register for the learning activity.  

Reimbursement will be made upon submission of an expense report with 
itemized receipts/proof of payment and/or invoices. Learning activities shall 
correspond to the calendar year in which the reimbursement is being 
requested. 
 

Note: Use of Staff Development, University Coursework and RA Development 
funds may not be combined. 

405.3 Eligibility.  In order to be eligible to apply for professional development 
benefits, staff members must have completed a minimum of one year of 
employment and be working at least 25 hours per week; with the exception of 
the Professional Membership Fund, which requires an anticipated 
appointment of one or more years and working a minimum of 25 hours per 
week.  Additionally, employees must be in good standing, and must be under 
appointment with IFPRI at the time they will attend a professional 
development activity. 
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405.4 Requirements.  An eligible staff member may request the use of professional 
development funds to take a course or attend to a seminar, conference, 
workshop, professional association meeting, or join a professional association 
if it is determined that: 

 the activity content is beneficial to IFPRI,   
 the benefits arising from the completion of the activity will be directly cost 

effective to IFPRI,  
 the activity will significantly add to the staff member's productivity and 

effectiveness, and  
 the activity relates to the overall development of the staff member within 

the context of IFPRI's work.   
 

405.5 Professional Development Funds. IFPRI offers a variety of professional 
development activities to its staff.  In addition to training programs and 
opportunities that may be developed and/or implemented internally, there are 
additional types of training and development opportunities that IFPRI will help 
fund through the staff development, university coursework, professional 
association and RA development funds.  

 

405.5.1 Staff Development Fund:  IFPRI provides $500 per employee, per 
year to participate in a variety of learning activities. Any remaining 
balance may be covered by the division or employee. Covered 
learning activities include the following: 

 

 Enrollment/registration fees for workshops, seminars or 
conferences. 
 

 Enrollment/registration fees for training courses, e-learnings or 
certificates offered by an accredited educational institution. 
 

 Fees of preparatory courses for school admission, such as GMAT, 
TOEFL, and GRE (once a year). IFPRI will reimburse preparatory 
courses exams after the staff member provides a copy of the exam 
test scores at the time of reimbursement.  

 

 Professional exams and enrollment/registration fees for exam 
preparation courses of certification programs. IFPRI will reimburse 
examination fees of professional exams after the staff member has 
passed the exam and provides supporting documentation at the 
time of reimbursement.  

 

Upon the Manager approval, HR will provide the final approval for 
the staff member to enroll in the learning activity.  
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Note: Travel expenses such as transportation, hotel or meals are 
not covered by this fund.  

 

405.5.2 University Coursework Fund.  IFPRI will determine whether and 
how much to pay for coursework based upon the availability of 
funds and the extent to which the coursework is beneficial to IFPRI.     

 if approved  is up to 
50% of the cost of the  and books for one course per 
academic semester; the remaining balance may be covered by the 
Division or employee. The specific benefit amount will be 
determined by how important IFPRI deems the course content to 
be to the work of the staff member. Coursework towards a degree 
will be considered on a course-by-course basis.   

 

Upon the Manager approval, the Director of Human Resources will 
review the coursework request and provide final approval. IFPRI 
payment for the cost of approved coursework may be made as 
direct payment to the institution or as reimbursement to the staff 
member. Staff members will be required to sign an agreement to 
reimburse IFPRI for covered coursework costs if the staff member 
fails or discontinues the course. At the conclusion of the course, the 
staff member must forward evidence of successful completion to 
Human Resources for inclusion in the personnel file.  
 

Note: ndividual class or course unit. 
 

405.5.3 Professional Association Membership Fund.  Professional 
development also includes the benefits gained through participation 
in professional associations. IFPRI provides funds for staff 
members up to a maximum of $400 for annual membership dues in 
professional and/or technical associations, where membership 
relates to the work performed at IFPRI.  

 

Upon the Manager approval, HR will provide the final approval for 
the staff member to join the professional association.   

 
405.5.4 RA Development Fund.  Funds are available for staff in the 

following positions: Research Assistant, Research Analyst, Sr. 
Research Analyst and Field Research Officer to participate in 
conferences where the staff member is presenting, workshops, 
trainings and/or seminars. These funds are administered out of a 
central HR pool, with decision making authority on allocation lodged 
in a Committee composed of two senior researchers, one Research 
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Analyst, or Sr. Research Analyst and the Director of Human 
Resources (chairperson).   

 

 if approved  is up 
to 70% of the cost of the learning activity and travel expenses (if 
applicable), capped at $1,750 maximum benefit per application; the 
remaining balance may be covered by the Division or employee.   
The RA Development Committee will take into account previously 
approved requests during the current year.  

 
Upon the Manager approval, HR will forward the request to the RA 
Development Fund Committee for review and final approval.  

 
405.6 Approval Considerations.  In reviewing any application for professional 

development, IFPRI will generally consider: 
 the mutual goals of management and the staff member,  
  
  
 organizational needs, and  
 budget availability. 

405.7 Responsibility for Professional Development. 
 
405.6.1 Human Resources.  Human Resources has primary responsibility 

for developing and coordinating a professional development 
program that benefits the greatest possible number of IFPRI staff 
members and is based on their needs and aspirations and IFPRI's 
financial resources. 

 
405.6.2 Staff Members.  Each staff member has primary responsibility for 

identifying personal career development goals. The staff member's 
manager, Division Director and Human Resources share 
responsibility with the staff member for effectively implementing job-
related professional development opportunities in response to 
those goals.  

 

405.8 Sabbatical Leave.  IFPRI offers a paid sabbatical leave program under which 
eligible senior research staff members can take time off to pursue academic 
studies. The maximum period of an approved sabbatical leave is nine 
months. See policy 711 on sabbatical leave for full details and consult with 
Human Resources to assess impact on continuation of other IFPRI benefits.  


