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Appendix F
Executive Director’s Checklist 

Title of submission:


School/s:

Region:


This checklist is to be used by Executive Directors (Schools) to ensure that all submissions considered for a Showcase Regional Award include the required information and documentation.

To move forward to the regional selection process, each submission must satisfy all items on this checklist. 

	( 

WHEN INCLUDED
	Checklist item

	
	Completed submission cover sheet including key contact person’s details and a nominated Showcase category.

	
	A short, catchy title and summary of the project for media and publicity purposes.

	
	Cover sheet is signed by the principal.

	
	Maximum two pages for regional and five pages for state of submission information and 10 pages of appendixes (excludes A4 page cover sheet and project summary).

	
	Minimum font size of 11 points.

	
	Brief description of the program’s contribution to quality outcomes and continuous improvement for students.

	
	Statement describing the submission’s connection to Toward Q2: Tomorrow’s Queensland (State Award submission only).

	
	Description of the quality and continuously improved outcomes for students achieved by the project including processes.

	
	Evidence supporting the achievement of the claimed outcomes (see section 3.5 of the Showcase Guidelines for acceptable forms of evidence)

	
	Signed statement from the principal that supports the significance of the outcomes.

	
	Signed statement from School Council or P & C Association that supports the significance of the outcomes.

	
	List of names and roles of the people involved in the project.

	
	Evidence that the project is already operational and demonstrating the claimed outcomes.

	
	Intellectual property clearance (if required, otherwise enter N/A).

	
	Suitable optional multimedia item provided on one compact disc (State Award submission only).











This form can be downloaded from the Showcase website.








