Professional Development Checklist
	Responsibility
	Action
	Tick (() when Completed



	Manager
	The Manager is responsible for the coordination of professional development activities for direct reports within allocated budget. 

This should be incorporated in a staff member’s annual workplan.


	

	I & D procedures
	Staff are required to discuss professional development with their supervisor and prepare a development plan as part of the work planning process at the beginning of the calendar year.
A  Professional Development Activity Form must be completed for all activities and submitted to the portfolio office for approval and processing.

Total cost must be clearly identified
All forms must be supported by the manager and recommended by the Director.
Only the Pro Vice-Chancellor can approve professional development

The Professional Development Activity form must be approved by the Pro Vice Chancellor prior to commencement of any development activity.
Open Program:  A Professional Development Activity form is not required for Open Program workshops.  However, Managers must approve attendance and notify the Portfolio Office so this may be recorded centrally. 

Further development opportunities are organised by the Portfolio Office for Staff.

 
	

	RMIT procedures


	Professional Development guidelines are available at:  

http://www.rmit.edu.au/browse;ID=34xjrcznra6i 


	

	Document Storage


	Copies of all paperwork will be retained in the Portfolio Office


	

	Relevant RMIT web pages


	Professional Development Activity Form can be downloaded at: 

http://mams.rmit.edu.au/k4hh4zlc2jtxz.doc 


	


	
	
	



