Mohawk College of Applied Arts and Technology
Centre for Teaching and Learning

Speaker/Workshop Requests - Department Professional Development
Introduction

The Centre for Teaching & Learning is willing to support department speaker/workshop facilitator requests to meet the unique needs and availability of a department.  The Centre is prepared, within the limits of its resources and according to specific guidelines; to assist in supporting direct costs associated with department initiated speaker/workshop facilitator PD requests.
Direct costs have been identified as expenditures which are required to enable a department to arrange for an in-house workshop facilitator/speaker.  Such costs could include: facilitator costs including travel, material costs for workshop.  

The Centre will not provide subsidy for professional development workshops which have been submitted for approval after the commencement of the workshop, or for workshops which do not align with the strategic priorities of the department/college. 
Guidelines for Speaker/Workshop Facilitator Requests
1. Full or partial subsidy may be considered if funds are available and if the proposed educational/ workshop aligns with the department’s initiatives. 
2. Subsidy will be limited to one department educational workshop per year to a maximum of $2,000 per workshop.  For workshops with less than 20 participants, the subsidy available will be prorated ($100 per full-time employee). 
3. In order to maximize the funds, departments within a school are encouraged to collaborate on workshops offerings.  Where appropriate, departments are encouraged to invite other departments or the broader college community to participate. 
Procedure:
1. Department must submit the Speaker/Workshop Request - Department Professional Development Form (Appendix A) to the Centre for Teaching & Learning prior to the commencement of the workshop. Academic staff requests contact Roberta Burke; Support Staff/Admin requests contact Cate Walker-Hammond.
2. Request forms should provide specific details of the workshop with projected expenses, along with the average cost per participant (based on full-time staff).

3. Signature of support is obtained from the Department Supervisor.

4. The CTL Team will review the request for support and a response will be provided to the Department Supervisor.
5. Upon conclusion of the workshop, receipts must be submitted to the Centre for Teaching & Learning to complete the transfer of expenses.  All transfers must be completed prior to the end of the fiscal year.
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APPENDIX A
Speaker/Workshop Request - Department Professional Development 

Title of Workshop: 

Originator:




Phone:

Department:






List of staff participating: 
Details of the Workshop:
Open/Closed:

Target Date and Time:

Topic:
Purpose/Benefits: 
Resources Required
Speaker/Facilitator and Organization:
Location:

Refreshments: 

Total Cost:




Average Cost per Participant:
Additional Information 
Signature of Department Supervisor: _______________________________________
Please complete this form and forward it to your Department Supervisor for support.

Once support has been received, the form should be sent to the Centre for Teaching & Learning for approval in advance of the workshop.   Academic Staff requests to Roberta Burke; Admin and Support Staff requests to Cate Walker Hammond.
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