SLAQ Professional Learning Policy, 2011
Under the SLAQ Professional Learning Policy, funds are available to current financial SLAQ members and subcommittees for professional development activities. The fund is being maintained through the return of profits from subsidised activities and state conferences.

Policy

· As a professional association, SLAQ operates as an active network of professionals through the state association and its subcommittees.

· The subcommittees provide a source of expertise, support and development on a local level. They are able to fulfil the specific needs of its members in ways that the larger body cannot do.

· The role of the state council is to initiate and support projects and/or activities which will enable the subcommittees to enhance and develop professional knowledge and skills.

· State Council is responsible for fostering professional learning that is deliverable to all sectors of the teacher-librarian community, with emphasis on providing funds for the benefit of all members.
Within this professional development policy, SLAQ Council will subsidise proposals that address the current priorities: 

1. Subsidisation

Subcommittees or, where there is no subcommittee, groups of members may apply for funds to subsidise a significant local professional development activity. The support through subsidisation would be reimbursed to SLAQ council if the activity makes a profit for the subcommittee or group. 

2. Extension

Subcommittees or groups may apply for funds to develop and implement programs/activities that extend skills and expertise to educators working in areas of the state not immediately supported by a SLAQ subcommittee. Individual members are invited to approach subcommittees or council with suggestions of professional development activities to meet their specific needs.

3. Publications

Subcommittees, groups or individuals may submit proposals for publications or projects that meet the policy and guidelines. The resulting publication will be sold by the School Library Association of Queensland Inc. 
 Procedures

· All proposals should be presented to council according to the Proposal guidelines as outlined in Appendix 1. Forward proposals to the Executive Officer. 

· On completion, a financial statement relating to the proposal must be submitted to council through the treasurer. Please refer to the examples in Appendix 2. 
· In addition, a report must be submitted for publication in the Newsletter. Please refer to the outline in Appendix 3. 
· Applications must be made before the event. A lead time of at least two months is preferable.

· At any professional learning activity for which SLAQ has provided funding, the organising committee should acknowledge the contribution of the association in the welcome to participants, the concluding remarks, and any printed handouts and in subsequent reports.

Appendix 1: Proposal guidelines

A. Background – provide a brief description of how this activity/project came to be, and the reason for its initiation (ie. needs assessment).

B. Description of activity or project – briefly describe the activity/project, including who will benefit, and how.

C. Outcomes – identify outcomes and explain how they meet SLAQ professional development policy and current priorities.

D. Design - describe the steps necessary to design, implement and maintain or extend the activity/project. Identify necessary actions to establish the activity/project, who is responsible and the planning timeline (this could be presented clearly and easily as a table).

E. Financial Plan – provide a detailed costing of the activity/project, including monies to be outlaid and potential income from participation or sales. Please indicate the date on which subsidisation funds are required. The plan should also indicate the anticipated refund to SLAQ. If travel costs are involved, provision should be made for travel insurance cover for prepaid fares. Participants who are not financial members of SLAQ should be charged at least 50% more than members.
F. Contacts – include contact details for the person able to answer questions that may arise during the approval process. 
Contact the Executive Officer for further help.

Appendix 2: Examples for funding accountability

	Applications for SLAQ Professional Learning Funding 

The Appendixes show examples of income and expenses.  While this will be listed in the budget report once the PL is completed, similar details should be included in the application.  This just gives more details and indicates what the extent of the PL could be.  



	
[image: image1]
This is the area which should be detailed, so that it is evident how the income was generated, so that those running the PL have a clear idea of what is already available and what is required from SLAQ.

In the business plan listed below, there is a plan for generating some return by estimating what the income would be if certain numbers of people attend the sessions, e.g.
Income -  Cost $22 per SLAQ  member and $33 for non-member (covers promotion, administration, morning tea, afternoon tea and lunch, photocopying

20 participants will generate $440
25 participants will generate $550
30 participants will generate $660



In this area, all the expenses should be named, so that it is evident what was needed for the sessions to be run, rather than just listing amounts, e.g.
Expenses  - Total for 20 SLAQ members =  $1250
Venue is cost free 
Administration (fax, phone) $20
Mail out to all schools $100
Photocopying (promotional) $10
Photocopying (for workshop sessions) $20
Catering $12.00 per head (20 - $240 minimum)
Airfares $430 x 2
Travel insurance $33
Ground transport - SLAQ committee members
Accommodation - billets


Detail as for example 1.


Detail as for example 1.

Detail as for example 1.

Detail as for example 1.


	EXAMPLE 1:

(Where there is an excess less than the subsidisation amount – return the excess)

Subsidisation received  
           860.00

Other monies collected, 

eg Participants fees, sale of
 merchandise                                 320.00                  

Total monies received                 1180.00        

Less: Expenses
127.19



131.37



507.28



137.45
        903.29

Excess                                       $276.71

Amount to be returned to the PL fund   $276.71

EXAMPLE 2: (Where there is an excess greater than the subsidisation amount – return the full subsidisation amount)

Subsidisation received 
            860.00

Other monies collected, 

          eg Participants fees            1280.00

Total monies received                  2140.00

Less: Expenses
127.19



131.37



507.28



137.45
             903.29

Excess

   
         $1236.71

Amount to be returned to the PL fund   $860.00

EXAMPLE 3: (Where the expenses are greater than the amounts received for subsidisation and for participants fees – no return necessary)

Subsidisation received
           860.00

Other monies collected, 

eg Participants fees
          150.00                  
Total monies received
        1010.00         

Less: Expenses
127.19



131.37



820.00  



137.45
         1216.01

Cost overrun

        $  206.01
       
Amount to be returned to the PL fund $ 0.00


	Possible income:

Registration fees

Catering

Sale of promotional materials (books, posters, bookmarks, CDs, photos…)

Advertising


	Possible expenses:

Venue hire

Catering

Hire of equipment

Photocopying(workshop materials, promotion, registration forms)

Printing(promotional material)

Telephone/fax/postage

Transport costs for speakers

Accommodation  costs for speakers

Hire car

Travel insurance


Appendix 3: Outline for reporting funded activity

Please use this list as a basis for developing your report for the SLAQ newsletter that, if possible, should include 1-3 photos in jpeg format as separate attachments
· Name of the activity and the group organising it.

· Person submitting the report with phone, fax and email

· Venue, date and attendance 

· Presenters (or others) involved

· Details of the issues presented or discussed through the activity

· Audience reaction, outcomes and/or planned follow up activities

· Details of planning/organisation and advice to other groups planning a similar event
Appendix 4  

Subsidisation for state-wide professional learning activities

A Definition

A state-wide professional learning activity is one that is proposed to be held in more than one area/site in consultation and with the approval and support of SLAQ Council. 

· The event may be proposed by an individual, group or subcommittee.  

· The groups involved may or may not be a subcommittee of the association.  

· The activity may or may not be held within the area of a subcommittee of the association.
If approved by the SLAQ Council, the individual, group or subcommittee will retain the majority of the responsibility for organizing the activity. 

The organisation of state-wide professional learning is within the role of the Vice-president (State-wide Professional Learning) assisted by the Executive Officer and the Treasurer
The role will include:

· developing and presenting for approval to SLAQ Council, a detailed plan and budget for the activity.  This will include:
all arrangements for the presenter/s, with a detailed itinerary/timetable

details of travel expenses and cancellation insurance
all projected income and costs for the activity including registration fees and arrangements that are common al sites. (See Appendixes 1 and 2 for guidelines)

· working in consultation with the Professional Development Officer of SLAQ, Executive Officer and the SLAQ Treasurer, to set registration fees for the activity;
· working in consultation with the Executive Officer, produce a detailed itinerary/timetable, flyers, registration forms and payment procedures; [These will be identical for each site and have the facility to indicate which location the participant will attend. A sample advertising flyer and registration form is attached] 

· maintaining contact with a local person in each centre (the coordinator) regarding presenter details, final arrangements, transport needs, etc.              

B The individual centre coordinator

A local person in each centre will be the co-ordinator for that area. 

The coordinator’s role will include:

· arranging a venue, catering and equipment required

· sending out flyers supplied by the Executive Officer

· coordinating registration on the day of activity

· sending accounts for payment to Executive Officer

· arranging for a report to be sent for publication in the first SLAQ newsletter after the event. 

C The Executive Officer of SLAQ

The Executive Officer’s role will include:

· accepting and processing all registrations and monies
· acknowledging registrations with a confirmation letter

· providing each individual centre coordinator, on request, with any information relating to their centre and update that information as required.

· consulting with the organizing person/committee to produce flyers and advertising material to be distributed to each centre 

· arranging for payment of all accounts relating to the activity.

D Registration discounts
The following discounts are available:
· if the activity is to be hosted by a school, then that school will be entitled to a free registration for one of its staff, in lieu of payment for the venue. Any other staff attending will be expected to pay the registration fee at either membership or non-membership rates, whichever is applicable.

· the coordinator at each site will be entitled to a free  registration, if no other discount has already been accessed, i.e. host school registration in lieu of payment for the venue.
E Cancellation policy
The cancellation policy is the same as that applied to conferences, except that the date is usually a week before the event rather than two weeks and the amount deducted would be in relation to the fee charged. For example, Workshop to be held on 13 September; closing date 6 September; fee for workshop $77. Cancellations before 6 September will be refunded less $22 administration fee. Cancellations received after 6 September will not be refunded.
We have been in the habit of waiving the no refund policy in case of illness or natural disasters.
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