EXTENSION ASSOCIATE EDUCATIONAL PLAN
Extension Associates are responsible for developing an educational plan that outlines their intention to earn an appropriate Master’s Degree related to their position and work responsibilities.  Development of the plan should be done in consultation with the Program Area (director, associate director, or liaison who will take the lead), the Regional Director, and Academic Department Chair.  The completed plan should be submitted to the Program Area, Regional Office, and Academic Department by the end of the first six months of employment.  The form below specifies important information needed, along with required signatures of those individuals who will be monitoring progress of the plan.  
[bookmark: _GoBack]Extension Associate Name and Work Location: __________________________________________________________ 
Date of Hire:_______________________________           Percent of Appointment: ______________________________
Date of Five-Year Deadline for Completion:______________________________________________________________
Current Degree(s) Held (official transcript should be on file):________________________________________________
Graduate Work Already Completed (unofficial transcript copy should be on file): ____________________________________________________________________________________________________________________________________________________________________________________________________
Title and Description of Courses in Proposed Graduate Program (materials attached):
____________________________________________________________________________________________________________________________________________________________________________________________________
Rationale for Choice of Program:_______________________________________________________________________
__________________________________________________________________________________________________
Signatures and Dates of Approval
	
	Extension Associate
	District Director
	Program Area Representative
	Academic Department Chair

	Year 1
	
	
	
	

	Year 2
	
	
	
	

	Year 3
	
	
	
	

	Year 4
	
	
	
	

	Year 5
	
	
	
	


Notes on Progress towards Degree
It is advisable to have annual conversations that include all signatories listed above in order to provide guidance and encouragement to the Extension Associate
	Proposed
	Proposed
	Completed

	(Spring 2011)
	(Apply for Admittance to Program)
	

	(Summer 2011)
	On-line course in ______ 3 cr
On-line course in ______ 3 cr
	

	(Fall 2011)
	No Course Work
	

	(Spring 2012)
	____________Campus-based Course 2 cr
	

	(Summer 2012)
	Etc.
	

	(Fall 2012)
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


 Masters Education Plan for ___________________________________________________________(sample)





























Monitoring the Plan

The goal of all parties is to help the Extension Associate achieve probationary faculty status and begin work on the tenure track. Sensitivity to life-work balance is important!  Paying attention to excessive work load is just as essential as documentation of performance. Assuming additional duties such as Department Head are discouraged to allow more focus on degree completion. 

The Regional Office takes a lead role in monitoring the educational plan by reviewing annual performance reports. The Regional Office also processes requests for EA professional development funds provided through the Dean’s Office.  Program liaisons also provide monitoring of the educational plan through the Year 1,2 and 3 Program Reviews, as it relates to the program area.  The Regional Director will take the lead on providing an annual status report to the program area, academic department, human resource development and other interested parties.  

Considerations for Extending the Five-Year Timeline

Consideration will be given on a case-by-case basis for Extension Associates needing a greater amount of time than five years for the completion of their Master’s Degree.  Typically timeline extensions are not more than one year in length.  For example, consideration may be given to extending the five year timeline for part-time employees, for individuals who are on an approved medical leave of absence, or for employees whose position duties have changed.  

A request for a timeline extension should be made in writing to the Regional Director, with copies of the request sent to the Program Director and Academic Department Chair. The request should explain the reason and the specific amount of time necessary for degree completion.  A request for timeline extension should be received no later than midway through the fifth year of employment as an Extension Associate. Granting a time extension does not mean that the individual will necessarily continue to receive tuition support through UW-Extension. 

Consequences for Inadequate Progress and/or Performance While Appointed as Extension Associate

Progress on obtaining a Master’s degree must be made each year while serving in an Extension Associate position.  Insufficient progress may result in a decision to not renew the appointment, or to place the individual on a performance improvement plan.  

Extension Associate Educational Plan- page 2
rev. May 15, 2013
