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Use of Human or Animal Subjects 
Awards for projects involving human subjects are contingent upon approval from the UW Oshkosh 
Institutional Review Board (IRB). For projects using animals, an award is contingent upon approval from 
the UW Oshkosh Animal Use and Care Committee (IAUCC). Contact the Faculty Development 
administrator for further information. 

IRB or IAUCC approval must be granted prior to the start of the project. The notice of the Provost and 
Vice Chancellor’s award decision will indicate the deadline for obtaining approval for each project 
requiring IRB or IAUCC consideration. The status of the project will be changed to “withdrawn” if the 
deadline is not met. 

Consultation/Prereading Services 
Consultation and prereading services are available and, given the individualized nature of the 
IPP component, are strongly advised. To request a consultation, contact the Faculty Development 
administrator at ext. 1410. To request a prereading, submit one electronic copy of the proposal 
draft (typed, single-spaced) to the Faculty Development administrator (maasc@uwosh.edu). An 
experienced reviewer will critique the draft. While this does not guarantee subsequent approval, 
reviewer comments may help improve the final version. 

Criteria 
Proposals in this option are expected to vary in form and content to allow flexibility in the specific project 
to be pursued by the faculty/academic staff member. It is essential that the proposal clearly explain in 
detail the value, rigor, validity, and importance of the proposed program. At a minimum, the proposal 
should effectively address the following evaluation criteria: 

1. Integration with professional program. The program must be an integral part of a larger program
of professional study. 

2. Prior work. There should be evidence that substantive prior work has already been completed,
such as bibliographies, prior papers, shows or exhibits, or other evidence of concentrated
planning serving to focus the proposed IPP tasks.

3. Relation of activities to professional development. The specific activities which will be undertaken
during the proposed IPP must be clearly stated, and related to the professional abilities which will
be enhanced or developed. These should be related to activities which have occurred prior to the
IPP, and which will occur following the completion of the IPP. Explain how the IPP fits into the
total professional objectives of the proposer.

4. Professional development environment. Explain, in detail, why the specific professional
development environment was chosen, and, if applicable, what other environments were
considered.

5. Tangible outcome(s). The proposal should explain what the expected product(s) of the IPP will
be and how that product(s) will be communicated to others, both for evaluation of project
completion and for potential benefit and learning from the experience of the proposer.

6. Time line. A clear time line for performing the IPP must be included.
7. Budget. Is the CAS amount requested commensurate with the scope of work described? If

auxiliary funds are requested, are those funds essential to achieving the stated IPP goals?

The proposal must indicate the proposed basis upon which the Faculty Development Board should 
assess the relative success of the IPP project upon completion. While a final report must be submitted 
which allows the experience to be evaluated (see Final Report, below), it is insufficient to simply assert 
that the project was performed. The final report should explain and illustrate what was performed in 
sufficient detail so that the quality of the project outcomes (criterion #5, above) can be assessed. 

mailto:grants@uwosh.edu
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Proposals 
Submit one copy of the proposal, including a signed cover sheet, to the department/unit head and 
Dean for signature. The Dean’s Office will forward it electronically to maasc@uwosh.edu. The cover 
sheet is available in Appendix B at the Faculty Development website.

1. Cover sheet. See the Faculty Development Program Handbook for a downloadable version of
the cover sheet.

2. An abstract (not to exceed one page; page 1 of the proposal) summarizing the project activities,
timeline, budget and tangible outcomes.

3. A proposal narrative. (single-spaced, not to exceed 8 pages; pages 2 through 9 of the proposal).
The narrative must clearly describe the planned program of study and how it relates to the
faculty/academic staff member's ongoing professional development program. Each of the seven
evaluation criteria listed above must be addressed in the narrative. Detailed explanations of the
proposed activities and the anticipated outcomes are essential for the Faculty Development Board
to evaluate the fundability of the project.

4. Appendices are allowed and there is no page limit. However, appendices should include
supportive material only; none of the content of the appendices can be used to directly address
the evaluation criteria. All evaluation criteria must be directly and completely addressed in the
proposal narrative section.

Budget Guidelines 
The following are general guidelines; the Individually Planned Program application may contain other 
specifics. 

1. CAS/Reassigned Time and Budget Requests and Justification. Faculty and teaching
academic staff may request CAS, reassigned time, and/or auxiliary funds in support of a project.
The proposal must state the level of CAS and/or reassigned time requested.
CAS support up to 15 percent may be awarded where a clear and convincing case has been
made to justify that level of CAS support. CAS can only be earned for work conducted during
Summer I (payable August 1) or Summer II (payable September 1).
Auxiliary funds may be requested for student assistance, equipment, books, computer software
or other items for which the use-life extends beyond the project period as long as no single item
exceeds $500.

If CAS or auxiliary support is approved at an amount less than requested because the level of
support was not adequately justified, the proposer may accept or decline completing the project
at the approved amount. The grant recipient cannot negotiate for lesser project outcomes
because the Board has approved a lesser amount.

If auxiliary funds are requested, the proposal narrative must contain an “Auxiliary Funds
Justification” section. For more information, see Appendix J.

2. Travel. Support for out-of-state or out-of-country travel must be justified.

3. Student Support. If requested, justify the number of student hours (hourly wages that exceed
the minimum wage must also be justified). Student job descriptions and hourly wages are subject
to approval by the Student Financial Aid Office.
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Final Report 
A project is assigned an evaluation date when approved for funding. A final project report is due on or 
before this evaluation date and should include: 

1. an abstract of not more than 250 words on the final report abstract form provided by the Faculty 
Development administrator (also available on-line)

2. a narrative that includes:
• a summary of project objectives, activities and how the institutional need was met,
• a copy (where practical) of tangible product(s) produced. This might take the form, for 

example, of a monograph created, or photographs of a show or exhibit performed, or an 
extensive annotated bibliography, or similar tangible illustration of the subject and goals of the 
IPP activities.

• a comparison of reported outcomes with the objectives of the approved proposal, or
• an explanation of why proposed outcomes were not achieved (the project may be deferred or 

declared past due). 



36 

UW Oshkosh 
 Faculty Development Program 

SECTION X: Institutional Needs 

Description 
The Institutional Needs Program seeks to support faculty and academic staff, working as individuals, in 
teams or in collaboration with students, to analyze clearly defined institutional problems and propose 
solutions. Institutional Needs projects must improve decision-making in the University community and 
align with the University mission statement and strategic plan. 

Approved proposals may receive a maximum of 15% CAS salary (or the equivalent in released-time, with 
7.5% being equal to one 3 credit course and auxiliary funding to support faculty/academic staff members 
who are engaged in a self-planned program of professional study. Proposals will not be accepted which 
request less than 3.75% CAS (2 weeks) of support. 

Support via the Institutional Needs Program cannot be used to substitute for other FDP components. For 
example, requests for standard research, creative or teaching projects should be submitted to the 
Research or Teaching components and support for the preparation of an external grant application should 
be submitted to the Release Time for Grant Writing component. Projects that have been denied funding 
from any of the existing components are not eligible for support via the INP. 

Procedures 
1. There is no set application deadline – requests for funding may be submitted at any time during 

the year. However, potential applicants should note that a maximum of 15% CAS can be under
review for FDP support at any given time. 

2a. There are two ways to initiate an Institutional Needs Program proposal. First, the Faculty 
Development Board may identify an Institutional Need and issue a call for proposals once that 

need has been identified and evaluation criteria have been developed. 
2b. Alternatively, individuals may contact the Faculty Development administrator and work with them

to develop a brief preliminary statement of the institutional need to be addressed and 
appropriate timeline. 

3. Applicants will submit one electronic version of a proposal directly to the Faculty 
Development administrator. The Faculty Development administrator will obtain signatures 
from the applicant's respective department/unit Chair and Dean.

4. The FDB Institutional Needs Program subcommittee will review proposals and forward its 
recommendation to the Faculty Development Board. After its deliberation, the Faculty 
Development Board will forward a funding recommendation to the Provost and Vice Chancellor.

5. Proposers will be notified of the PVC's decision in a timely manner. The notice may include special 
conditions of award. 

Eligibility 
All continuing UW Oshkosh faculty and academic staff holding full- or at least half-time academic year 
appointments are eligible. Faculty or academic staff on annual (12-month) appointments are not eligible 
for CAS support. Recipients of Faculty Development Program support must forgo or return the previously 
approved support if they will not be continuing for one regular semester following the completion of the 
supported project. 

Individuals, groups, or a department or several departments (to address an issue of common concern) 
may submit proposals. 
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Proposers whose final reports have not yet been evaluated by the Faculty Development Board or whose 
projects have been deferred are eligible for future CAS and/or auxiliary funding. Anyone with a past-due 
project is not eligible to apply for or receive additional support from the Faculty Development Program 
until the past-due status is removed. Refer to General Information (Section II) for details. Call ext. 1410 
with questions regarding a project’s status. 

Use of Human or Animal Subjects 
Awards for projects involving human subjects are contingent upon approval from the UW Oshkosh 
Institutional Review Board (IRB). For projects using animals, an award is contingent upon approval from 
the UW Oshkosh Animal Use and Care Committee (IAUCC). Contact the Faculty Development 
administrator for further information. 

IRB or IAUCC approval must be granted prior to the start of the project. The notice of the Provost and 
Vice Chancellor’s award decision will indicate the deadline for obtaining approval for each project 
requiring IRB or IAUCC consideration. The status of the project will be changed to “withdrawn” if the 
deadline is not met. 

Consultation/Prereading Services 
Consultation and prereading services are available and, given the individualized nature of the INP 
component, are strongly advised. To request a consultation, contact the Faculty Development 
administrator at ext. 1410. To request a prereading, submit one electronic copy of the proposal 
draft (typed, single-spaced) to the Faculty Development administrator (maasc@uwosh.edu) at least 
three weeks prior to the preferred submission deadline. An experienced reviewer will critique the 
draft. While this does not guarantee subsequent approval, reviewer comments may help improve the 
final version. 

Criteria 
Proposals in this option are expected to vary in form and content to allow flexibility in the specific 
institutional need to be pursued by the faculty/academic staff member or team. It is essential that the 
proposal clearly explain in detail the value, rigor, validity, and importance of the proposed institutional 
need.  At a minimum, the proposal should effectively address the following points: 

1. Objectives.  Objectives must be consistent with identified institutional needs.
2. Feasibility. Projects must be feasible in terms of required auxiliary support, methodology,

timeframes, and experience and competence of participants. One person must be identified as
the project lead, through whom all communication will be directed.

3. Tangible outcomes. The proposal should explain how the expected product of the Institutional
Needs award will be communicated to others, both for evaluation and for potential benefit and
learning from the experience of the proposer. The inclusion of students as active, learning
participants in the proposed activities will be viewed favorably.

4. Implementation. The proposal must indicate how the tangible outcomes of the project will be
implemented and disseminated.

5. Sustainability. If the tangible outcome requires an institutional change or new program, the
proposal must address how that change/program will be sustained beyond the funding period.

6. Time line. A clear time line for performing the Institutional Needs study must be included.
7. Budget. Is the CAS amount requested commensurate with the scope of work described? If

auxiliary funds are requested, are those funds essential to achieving the stated INP goals?

mailto:grants@uwosh.edu
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The proposal must indicate the proposed basis upon which the Faculty Development Board should 
assess the relative success of the INP project upon completion. While a final report must be submitted 
which allows the experience to be evaluated (see Final Report, below), it is insufficient to simply assert 
that the project was performed. The final report should explain and illustrate what was performed in 
sufficient detail so that the quality of the project outcomes (criterion #3, above) can be assessed. 

Proposals 
Submit one copy of the proposal, including a signed cover sheet, to the department/unit head and 
Dean for signature. The Dean’s Office will forward it electronically to maasc@uwosh.edu. The cover 
sheet is available in Appendix B at the Faculty Development website.

1. Cover sheet. See the Faculty Development Program Handbook for a downloadable version of
the cover sheet.

2. An abstract (not to exceed one page; page 1 of the proposal) summarizing the project activities,
timeline, budget and tangible outcomes.

3. A proposal narrative. (single-spaced, not to exceed 8 pages; pages 2 through 9 of the proposal).
The narrative must clearly describe the institutional need being addressed and how that need will
be met. Each of the seven evaluation criteria listed above must be addressed in the narrative.
Detailed explanations of the proposed activities and the anticipated outcomes are essential for
the Faculty Development Board to evaluate the fundability of the project.

4. Appendices are allowed and there is no page limit. However, appendices should include
supportive material only; none of the content of the appendices can be used to directly address
the evaluation criteria. All evaluation criteria must be directly and completely addressed in the
proposal narrative section.

Budget Guidelines 
The following are general guidelines; an Institutional Need Program Call for Proposals may contain other 
specifics. 

1. CAS/Reassigned Time and Budget Requests and Justification.
Faculty and instructional academic staff may request CAS, reassigned time, and/or auxiliary funds
in support of a project. The proposal must state the level of CAS and/or reassigned time for each
individual. CAS can only be earned for work conducted during Summer I (payable August 1) or
Summer II (payable September 1).

CAS support up to 15 percent per proposer may be awarded where a clear and convincing case
has been made to justify that level of CAS support. CAS requests for several proposers must
justify multiple participants, and must identify activities for each proposer.

If CAS or auxiliary support is approved at an amount less than requested because the level of
support was not adequately justified, the proposer may accept or decline completing the project
at the approved amount. The grant recipient cannot negotiate for lesser project outcomes
because the Board has approved a lesser amount.

If auxiliary funds are requested, the proposal narrative must contain an “Auxiliary Funds
Justification” section.

2. Travel. Support for out-of-state or out-of-country travel must be justified.
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3. Student Support. If requested, justify the number of student hours (hourly wages that exceed
the minimum wage must also be justified). Student job descriptions and hourly wages are subject
to approval by the Student Financial Aid Office.

Final Report 
A project is assigned an evaluation date when approved for funding. A final project report is due on or 
before this evaluation date and should include: 

1. an abstract of not more than 250 words on the final report abstract form
2. a narrative that includes:

• a summary of project objectives, activities and how the institutional need was met,
• an analysis of the development achieved for the University,
• a copy (where applicable) of tangible product(s) produced,
• a comparison of reported outcomes with the objectives of the approved proposal, or
• an explanation of why proposed outcomes were not achieved (the project may be deferred or

declared past due).
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One of the purposes of the Faculty Development Program is to assist faculty in the pursuit of external 
funds. Towards that end, Faculty Development Program funds may be sought in the form of reassigned 
time (not CAS or auxiliary funding) for the preparation and writing of one or more substantive extramural 
grant proposals. The grant proposal(s) under development must be comparable to those submitted 
to and competitive at a federal agency for a major research or curricular development project. Release 
Time for Grant Writing awards are limited to a maximum of one course release (7.5% CAS) and 
Faculty or Academic Staff are eligible to receive only one Release Time for Grant Writing award in 
an academic year (approximately September 1 – June 7). Release Time for Grant Writing awards will 
apply towards the faculty/staff 15% CAS limit within a single fiscal year. 

Procedures 
Release Time for Grant Writing requests may be submitted to the Faculty Development 
administrator any time during the calendar year. Proposers are encouraged to discuss plans and 
consult with department/unit chairs, the Director of the Office of Sponsored Programs and Faculty 
Development , and other grant recipients. Before submitting, the proposal must be routed through the 
appropriate department(s)/unit(s) for signatures (see cover sheet). They will be co-evaluated by the 
Director of the Office of Sponsored Programs and Faculty Development  and the Faculty Development 
Board Chairperson. 

Eligibility 
All continuing UW Oshkosh faculty and teaching academic staff holding full- or half-time or greater 
academic year appointments are eligible. Recipients of Faculty Development Program support must forgo 
or return the previously approved support if they will not be continuing for one regular semester following 
the completion of the supported project. 

Proposers whose final reports on other projects have not yet been evaluated by 
the Faculty Development Board or whose projects have been deferred, are eligible to apply for 
funding from the Release Time for Grant Writing component. Anyone with a past-due project is not 
eligible to apply for or receive additional support from the Faculty Development Program until the past 
due status is removed. Call ext. 1410 if you have questions regarding a project’s status. 

Criteria 
The Faculty Development review of a Release Time for Grant Writing request does not evaluate the 
quality of the extramural proposal or activity: that is left to the outside granting authority. Rather, the 
Faculty Development review will evaluate the release time request in terms of: 

1. Has the applicant made the case that the release time requested is commensurate with the
time involved in preparing the external grant application?

2. The complexity and requirements of the external grant application process. Has the applicant
made the case that the release time requested is commensurate with the effort involved in
preparing the external grant application?

3. Timeline.

The Release Time for Grant Writing component cannot be used to support the generation of preliminary 
data, regardless of how important those data may be to the eventual success of the external funding 
request. 

SECTION XI: Release Time for Grant Writing

Description
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In the case of large matching grant requests for projects where the institution is primary beneficiary of 
the project (as opposed to individual research projects), the Faculty Development Board requires the 
proposer(s) department(s)/unit(s) to share in the matching expense above normal or customary 
departmental support for research. 

Proposals 
A proposal consists of the following elements; omission of any element will lead to the return of the 
request without review: 
A proposal consists of the following elements: 

1. Submit one copy of the proposal, including a signed cover sheet, to the department/unit head 
and Dean for signature. The Dean's Office will forward it electronically to maasc@uwosh.edu. The 
cover sheet is available in Appendix B at the Faculty Development website. 

2. A copy of the abstract of the proposal that will be submitted to the outside agency.
3. A proposal narrative (maximum of 3 pages) that briefly describes:

• the project
• the role(s) of the faculty/staff involved in the project
• a justification for the matching grant request. This section must directly address criterion 3, 

above.
4. A copy of the budget and budget justification that will be submitted to the outside agency.
5. An explanation of the Matching Grant budget being submitted to the FDB. Include 

CAS/reassigned time request and auxiliary support – supplies/materials, travel, student 
assistance, etc. Delineate the budget by Faculty Development vs. outside agency funding and, 
for multi-year projects, by year. CAS can only be earned for work conducted during Summer I 
(payable August 1) or Summer II (payable September 1).

6. For match requests that include release time, a letter from the department(s)/unit(s) chairperson 
defining and committing department/unit willingness and ability to accommodate the release time. 

Final Report 
A funded Extramural Matching Grant project is assigned a Final Report due date 30 days after the 
external grant’s closing date. The Final Report consists of evidence from the external granting agency 
that the project has been successfully closed. Proposers are ineligible for future FDP support if their 
Extramural Matching Grant project is assigned Past Due status. 
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