	Professional development planning tool


	Alignment
	
Notes

	How does the professional development program align with:

· the organisation’s professional development program

· goals and targets in school, TAFE institutes and work-unit plans
· other regulatory requirements (e.g. Queensland College of Teachers Continuing Professional Development Framework and Australian Quality Training Framework requirements)
· plans for the capability growth of individuals?
	

	Evidence base
	

	Does the professional development program have an evidence base linked to:

· current local school, TAFE institutes, or work-unit needs, including an ongoing, comprehensive evaluation of the program
· effective current practice and contemporary research

· a futures focus?
	

	Flexible learning environments
	

	(See check list on page)

Does the professional development program offer a variety of delivery modes (e.g. face-to-face, online and blended learning environments) to extend learning opportunities, meet diverse needs, and overcome challenges of time and place? 
	

	Has reasonable adjustment been made to ensure all employees, including those from non-English speaking backgrounds and those who have a disability (temporary or permanent) are able to participate in the professional development program? 
	

	Context of the content
	

	Is the professional development designed to extend participants’ knowledge and skills, and cater for individual needs? 

Is the course material inclusive in its language, tone and presentation, and appropriate to its audience?
	

	Active learning processes
	

	Do the professional development facilitators use a variety of active learning strategies that may include: 

· self-reflection and collaborative discussion

· a balance between facilitation, coaching and presentation?
	

	Communicating opportunities
	

	 (See checklist on page 6)
Does the advertising material include information on alignment, expected outcomes, availability and access to resources, ongoing support and catering for diverse needs, including those of people with a disability?
	

	Does the booking material include a privacy statement* that clearly indicates the department’s obligations under the
 Information Privacy Act 2009
	

	Evaluating outcomes (for school, TAFE institute or work-unit team leaders)
	

	How will the benefits of participation be evaluated to inform future planning and alignment to school, TAFE institute or work unit plans? Consider:

· participants’ initial reactions at the end of the professional development program

· participants’ application of learning in the workplace.
	


Checklist for making reasonable adjustment to professional development programs for people with a disability 
	Flexible learning environments
	Notes

	· Does the venue have access for people in wheel chairs?

· Does the route for wheel chairs remain unobstructed throughout the day?

· Does the layout of the corridors into the training rooms allow enough room for a wheelchair to manoeuvre?

· Are the lifts wide enough to take full-size electric wheelchairs?

· Is the toilet for people with a disability located near the training room and on the same level?

· Does the venue have specific parking available for anyone with a disability or temporary impairment?

· Is there an induction loop for people with hearing disabilities?

	

	Facilitation
	

	· Is there a need to employ Auslan interpreters to meet the needs of people with a hearing disability?

· Is there a need to prepare special print materials with an enlarged font size to cater for participants with a visual impairment or provide electronic versions of print materials to allow other adaptive aids to be used?


	

	Communication
	

	· Does booking material include questions about any special or dietary requirements?
· Does booking material include information about wheel chair access and parking spaces for people with a disability?
· Has the booking material been prepared far enough in advance to allow for Auslan interpreters to be employed if needed? 
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