University of the Pacific Staff Advisory Council Staff Scholarship

	Scholarship Purpose
	Scholarships are available to assist benefit-eligible exempt and non-exempt staff employees in furthering their professional development.



	Description
	To support staff in their professional development endeavors, Staff Advisory Council (SAC) scholarships are available to assist in funding a variety of opportunities including but not limited to:
Training
Academic Courses 
Conference Attendance



	Questions
	Questions regarding this scholarship application or about the SAC Scholarship committee can be addressed to the SAC Scholarship Committee Chair:

Wendy Cornwall
wcornwall@pacific.edu or SAC@pacific.edu
Phone: 209.946. 2934




	Award
	Scholarships will be awarded to staff employees on a quarterly basis adhering to the schedule as described in the “Application Deadline” section below.  

The number of scholarships and the specific amount of the award will vary dependent upon the number of applications received, the quality of the applications, and the potential benefits of the proposed professional development activity.  

Any unused scholarship funds will be rolled over to the next application cycle.



	Eligibility
	An applicant must:

Be a benefit-eligible exempt or non-exempt staff employee
Have successfully completed his/her introductory period, and
Not have been a SAC Scholarship recipient within the past 24 months


Continued on next page

University of the Pacific Staff Advisory Council Staff Scholarship, Continued

	Application Deadlines
	Completed scholarship applications must be received no later than 5:00 PM on the deadline date (if the published date falls on a weekend or an officially observed University holiday, it will be due on the next business day).  No exceptions.  

Incomplete applications will result in disqualification.  

Only one application per staff employee will be considered in an application cycle. 

Scholarship Awards Schedule

	Application 
Deadlines
	Notification Date
	Effective Date
	Confirmation of Completion

	November 30
	December 15
	1st Quarter 
January – March
	Within three (3) weeks of completion

	February 28
	March 15
	2nd Quarter 
April – June
	Within three (3) weeks of completion

	May 30
	June 15
	3rd Quarter 
July – September 
	Within three (3) weeks of completion

	August 30
	September 15
	4th Quarter 
October - December
	Within three (3) weeks of completion


 
Note: Deadline dates are the same every year.  If the dates fall on a weekend or holiday the first business day immediately following will serve as the due date.  



	Application Procedure and Instructions
	The table below outlines the application procedure and provides instructions for the SAC Scholarship application form.

	Step
	Action

	1
	Staff members should complete the SAC Scholarship Application.

Use the table below to understand the fields on the application form: :

	Field
	Description

	Applicant Information
	Fill in your information such as, University ID#,  Name, Department, etc.
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	Application Procedure and Instructions (continued)
	
	Step
	Action

	[bookmark: FSRowHeader2] 1 
(cont.) 
	
	Field
	Description

	Purpose of professional development activity 
What developmental goals or objectives are you seeking?
	Briefly describe the proposed activity or state the title and purpose of educational courses, training sessions or conference/meetings.

	Benefit to you and its ability to improve your quality of work and/or support Pacific’s mission
How will this training/conference enhance your contribution to the University community?
	Explain or outline the anticipated benefits of participating in the proposed activity.  Will this scholarship assist you in fulfilling personal and/or professional goals?  Are there any potential benefits to your department or the University community? Be specific and concise.

	Cost of activity or justification for the amount of scholarship funds requested
Funds Requested & How will the funds be used?
	Indicate a specific dollar amount being requested and outline how the cost supports the activity. Funds can be used towards tuition, books, travel, etc.  Applications must include supporting documentation; it is required as a part of the application.
Please indicate if you will accept partial funding or if you will seek other funds to help support your activity.

Examples of Supporting Documentation: 
Travel Approval Form
Links/Webpage Prints of Conference/Hotel/Travel charges
Itemized Spreadsheet of costs
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	Application Procedure and Instructions (continued)
	
	Step
	Action

	1 
(cont.)
	
	Field
	Description

	Approval from direct supervisor
Supervisor’s Signature
	The signature of your direct supervisor is required to ensure both support for and knowledge of your application.  It is recommended that prior to submitting the application; the applicant should discuss the details of the proposed professional development with their supervisor and obtain approval for activities that may occur during working hours.  

Note: Receipt of a scholarship does not obligate a supervisor to permit the staff employee to attend activities that interfere with the applicant’s normal work schedule.

	[bookmark: FSRowHeader1]Confirmation of completion
Employee’s Signature
	By signing the application you agree to provide the SAC Scholarship Subcommittee with a brief statement indicating that the funds were utilized as intended as well as certificate of completion and/or receipt from the institution/organization offering the professional development opportunity. This confirmation should be submitted no later than 3 weeks after completing the proposed activity.  Failure to submit a confirmation or an explanation of extenuating circumstances that may delay your participation in the proposed activity may disqualify the recipient from receiving scholarship funds in the future.  Please note that a receipt is required in order to be reimbursed for funds that were paid by the participant.

	Check Box for Committee Use only – HR Confirmation of Eligibility
	Human Resources must confirm that you are eligible by checking the appropriate box on the application form
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	Application Procedure and Instructions (continued)
	
	Step
	Action

	2
	Submit the Scholarship Application to Wendy Cornwall, SAC Scholarship Committee Chair. 

For campus mails please indicate ATTN: Wendy Cornwall at Athletics. For questions, call 209.946.2934 or email SAC@pacific.edu .

Results: All completed scholarship applications received:
 by the deadline will be acknowledged by e-mail.  
 after the deadline will be returned.  

	3
	The selection committee will review scholarship applications and select recipients based solely upon information that is provided in the application and will not entertain communications from applicants after the deadline date. 

Those staff employees who are selected to receive a scholarship will be notified in email/writing.  Those applicants who are not selected may request feedback and are eligible to apply again during the next application cycle.

	4
	Applicants who receive scholarships – have three (3) weeks from the date on their acceptance letter to submit reimbursement with accompanying receipts to the SAC Scholarship Committee Chair.

	5
	The SAC Scholarship Subcommittee will provide a report to SAC indicating the total number of completed applications received by the deadline date, identifying each scholarship recipient, the amount of each award and any remaining funding to be rolled over at the end of each award cycle.


 



	Application Review
	Applications will be reviewed and ranked based upon stated purpose, nature of the professional development activity as well as potential developmental benefit to the staff and/or the university.  

Scholarships will be considered using a peer review process including members of the SAC Staff Scholarship Committee and may include representative(s) from the Office of Human Resources.

Note: Priority will be given to staff whose applications demonstrate that the professional development opportunity will improve the applicant’s quality of work and/or enhance their ability to fulfill the institutional mission.


 

UNIVERSITY OF THE PACIFIC
STAFF ADVISORY COUNCIL
STAFF SCHOLARSHIP APPLICATION

	APPLICANT INFORMATION:
	
	University ID#:
	

	Last Name:
	
	
	First Name:
	

	Title:
	
	
	Department:
	

	Email:
	
	
	Campus Phone:
	

	Supervisor’s Name:
	
	
	Supervisor’s Phone:
	



	Course/Conference Title and Date(s)
	Funds Requested
	How will the funds be used? (Registration or course fee, transportation, materials, etc. Itemize how funds will be used.)

	



	$ 
	

 I would be willing to accept partial funding of the above requested amount.

	What developmental goals or objectives are you seeking? (Provide general outline and attach additional sheets, if necessary)







	How will this training/conference enhance your contribution to the University community?










	Employee’s Signature:  
	
	
	Date:  
	

	Supervisor’s Signature:  
	
	
	Date:  
	


		
	For SAC Scholarship Committee Use Only

	    Date:
	The Office of Human Resources has confirmed applicant’s eligibility to apply for this scholarship

	
	


	

 UNIVERSITY OF THE PACIFIC
STAFF ADVISORY COUNCIL
STAFF SCHOLARSHIP APPLICATION 

SCORE SHEET

	ELEMENTS

	Numerical Score
1     2    3    4    5  
 Least		            Most

	COMMENTS


	1. Purpose is clearly defined.
	




	

	2. Developmental benefit for employee is clearly stated.

	





	

	3. Description of how it improves quality of work and/or supports mission of Pacific is clearly stated.

	




	



	Directions for completion of score sheet:

	Place Applicant’s number below.  Total numerical score and record in box below. Sign and date score sheet.

	Applicant number:
	
	Total numerical score:
	

	  Funding Approved:
	$
	
	

	  Partial Funding Approved:
	$
	
	

	  Funding Not Approved:
	
	
	

	
	

	Signature of Committee Member
	Date
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