PROFESSIONAL DEVELOPMENT LEAVE PROGRAM REPORT GUIDELINES

You are required to submit ONE copy of your program report to the faculty/division committee secretary within three months of your return from professional development leave.

Your report should be brief and succinct; normally it should not exceed six pages.  Do not attach appendices.  Use the following report format:

1.
Presentation
Place your name, school, faculty, the program title and the dates of the leave on a front cover page. You do not need to bind the report: it can be stapled in the top left corner.  
2.
Overview of program

Provide a succinct overview of the program undertaken – up to 250 words.  If a major change was made to the program, indicate this with the reasons for the change.

3.
List the approved objectives for the program undertaken.
4.
Outcomes and benefits
*
Indicate how the objectives were met and detail any obstacles to meeting the objectives.

*
Detail progress towards achieving the expected outcomes, eg. publications (including internal school or faculty reports), submission of higher degree, specific skills acquired, etc.

*
Detail benefits of the program.

*
In the case of leave for higher degree study, include a letter advising completion date of thesis, or confirmation that it has been lodged for marking.  Include a supporting statement from your supervisor.

5.
Recommendations (optional)

If appropriate, provide recommendations for further study or research and any other information which may benefit the University.

6.
Dissemination of information
Indicate how the information gathered during the program was disseminated to staff members and interested bodies (see 4. above).  Include a statement from your Head of School/Portfolio noting and approving the dissemination of information.  Your Head of School/Portfolio should provide a comment on the quality of the program.
7.
Financial statement of external income received
This report must include a financial statement of all money you received in a professional capacity, during your leave, from sources other than the University.  This statement must be provided even if no external financial assistance was received.

8.
Signature


Sign and date the report.
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