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QUT aims to povide students with authentic leaning experiences which support the transition to their chosen
beld of employment, and der pathways to world-class esearch opportunities. In support of these objectives,
the professional development and capability of academic stéis recognised as a key stength in building O[E]
a dynamic community of scholarly teachersO at QUT (Objective 4&Ehing and Leaning Plan 2007-2011).

The QUT Academic Staff Development Pogram outlines workshops and events which have been informed by
the needs of distinct staf groups, including early caeer, sessional and mid-caeer academics, as well as stdf
involved in coodination and educational leadership positions.

Human Resouces, Teaching and Leaning Support Services, the Division of Reseah and Commercialisation,
the Division of Intenational and Development, the Libraryinformation Bchnology Services and the Equity
Section collectively povide academic development and training ppgrams to support academic staf in
building their capacity acoss key skill aeas and responsibilities, including:

¥ Career development, leadership and performance

¥ Teaching and learning development, and educational leadership

¥ Research development

¥ Engagement and international development

¥ Information retrieval skills

¥ |T literacies

¥ Safety and risk management

¥ Equity

In addition to continuing pofessional development opportunities, academic stdfcan also anticipate

opportunities to be involved in strategic aspects of academic scholarship in 2008, such as:
¥ enhancing the brst-year experience of students

¥ strengthening the real-world learning of students

¥ supporting studentsCtransition to professional practice

¥ closing the loop on teaching, course and unit evaluations

¥ curriculum development and enhancement, including graduate attributes, criterion-referenced

assessment, Indigenous and international perspectives.

As QUT continues to foster the elationship between excellent learing outcomes and quality teaching,
the emphasis on poviding lifelong leaning and development opportunities for academic stdfwill emain a
University priority in 2008.

On behalf of the Universitg(staff Development Network (SDN), | am pleased to gsent this comprehensive
program for 2008.

| commend these programs to you and encourage you to take advantage of these opportunities to enhance
your professional development.

/@ é’ D piil ot

Professor David Gar diner
Deputy Mice-Chancellor (Academic)
Queensland University of &hnology
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Career development, leadership and performance

Organisational Development, Human Resources

The following pograms aim to provide staf with information on managing their cager, as well as poviding
development opportunities to help them meet their own goals in alignment with the expectations of the

University

For more information:www .hrd.qut.edu.au/development

Registration: https://qutvirtual.qut.edu.au (Login to Staf

1. Orientation and induction
for commencing staff

The aim of orientation is to facilitate a stdimember®
integration into the organisation by raising an awaness
of the University©goals and the staf member&role with
respect to these goals (MOPP Chapter B/12.2).

1.1 Welcome to QUT

This program is jointly pesented by the Human Resouces
Department and Baching and Leaning Support Services
(TALSS) in oder to ensure new staf receive a well-punded
induction to QUT The session is supplemented by online
resources and specibc workplace induction. For further
information, please contact the Pogram Manager Sandra
Taylor (phone 3138 8095 | emaikt.taylor@qut.edu.au ).

Target group: all staf new to QUT

Topics cover ed:

¥ QUT structure, HR services, benekts and facilities

¥ Support and services for teaching and learning

¥ Address by the Vice-Chancellor (or representative)

¥ Morning tea attended by key University staff members

¥ Expo providing key information and linkages to sources
of information (featuring various organisational units
across QUT)

Dates: February April, June, August and November

Duration: 2hrs 30mins

1.2 Online induction program

www .hrd.qut.edu.au/development/induction/
gutinduction

Although specibc workplace induction is planned and
monitored by the new staf member®supervisor HR
provides a suite of online esources for new staf and
their supervisors to ensue a comprehensive induction
to the University

fConnect)

2. Enhancing our performance
culture

Workshops to increase understanding of a number of QUT
policies and how to implement elated procedures are
offered by Human Resouces. In addition to face-to-face
sessions elating to the performance, planning andeview
process, online training modules on Code of Conduct and
Recruitment and Selection policy a& also available:

www .hrd.qut.edu.au/development/pr ograms/modules

2.1 Performance, Planning and Review for
Academic Staff (PPR-AS)

Awareness of the PPR-AS pocess is critical for both staf
and their supervisors in oder to successfully manage and
improve QUT&®performance cultue. An understanding of
the processes and policies povides positive outcomes
for both individuals and for the UniversityFor further
information, please contact the Pogram Manager Sandra
Taylor (phone 3138 8095 | emaikt.taylor@qut.edu.au ).

Target group: all academic staf

Topics cover ed:

¥ Performance management at QUT
¥ Goal setting

¥ Using data in the PPR-AS process
¥ Performance planning proposal

¥ Performance planning discussion
¥ Performance review

¥ Support and resources

Dates: staff will be notibed appoximately four weeks prior
to the event via email

Duration: Half day



2.2 Performance Planning and Review for
Academic Staff Supervisors (PPR-AS)

In accordance with University policy (MOPP Chapter
B/9.8.9), all supervisors involved in the PPR-AS press
with staff must attend training. These workshops a&
conducted in small goup sessions of between two and
six participants and povide essential information for new
academic supervisors and efresher training for curent
academic supervisors. For further information, please
contact the Program Manager Sandra Taylor

(phone 3138 8095 | emailst.taylor@qut.edu.au ).

Please note: if a supervisor has mfessional staf reporting
to them, then the PPR-PS pocedure must be followed.

Target group: academic staff members in a supervisoryrole

Topics cover ed:

¥ Guidelines and suggestions for conducting PPR-AS
meetings with staff

¥ Examples of PPR-AS activity statements

¥ Examples of how to initiate the cycle and discussion
¥ Giving feedback

¥ Other relevant information and materials

Dates: staff will be notibPed appoximately four weeks prior
to the event via email

Duration: 2hrs

2.3 Performance Planning and Review for
Senior Staff (PPR-SS)

One-on-one information sessions ag offered to senior
academic and professional staf to discuss the process
and how to manage their own performance. For further
information, contact the Pogram Manager Deborah \erner
(phone 3138 4162 | emaild.verner@qut.edu.au).

Target group: senior staf group including professors,
executive deans, heads of school/portfolio diectors,
institute directors, heads of divisions and departments
Topics cover ed:

¥ Performance agreements

¥ Development plans

¥ Performance review

¥ Recommendations by the supervisor
Dates: to be arranged with the HR Pogram Manager

Duration: 1b2hrs, as equired

2.4 Promotion information session

The University povides an information overview for
academic staf seeking pomotion to outline QUTErelated
policy and processes.

Target group: all academic staf and Faculty Pomotion
Panel members

Topics cover ed:

¥ How does promotion work at QUT?

¥ What is required and desired for an appropriate
application?

¥ Am | ready to apply?

¥ Timelines

Dates: staff will be notibPed appoximately four weeks prior
to the event via email

Duration: 3hrs 30mins

2.5 Promotion writing-to-criteria workshop

This generic workshop is aimed at stafwishing to take
responsibility for writing their ppmotion case, and for
managing their caeer path.

Target group: all academic staf

Topics cover ed:
¥ Logical frameworks for presenting a case
¥ Addressing and responding to selection criteria in a

generic structure

Dates: staff will be notibed appoximately four weeks prior
to the event via email

Duration: 3hrs 30mins



2.6 QUT privacy training

This session is designed to povide staf with an
understanding of information collection at QUT and the
responsibilities of QUT to operate within the guidelines of
privacy laws. For further information, please contact the
Policy and Compliance ManagerSally Whitehead

(phone 3138 2902 | emails.whitehead@qut.edu.au ).

Target group: all QUT staf

Topics cover ed:

¥ How QUT collects information
¥ What information QUT collects
¥ Responsibilities for privacy

¥ Freedom of information
Dates: 11 February 3 July

Duration: 1hr

3. Early Career Academic
Recruitment and Development
(ECARD) Program

This program is designed to assist in the pofessional
development of lecently recruited early caeer academics.
The ECARD pogram aims to provide these academics
with a comprehensive suite of skills, knowledge and
abilities to ensue a successful academic caeer, as well
as offer opportunities to develop stong networking and
collaborative elationships. Content is collaboratively
designed and facilitated by Human Resowes, Teaching
and Leaming Support Services (ARLSS) and the Ofbce of
Research and Reseach Training (R&R).

Invitation-only workshop-style sessions will be held
throughout the year concluding with an intensive two-day
residential etreat. The core program will be supported by
e-Leaming resources, projects, mentoring opportunities,
elective sessions and social/networking events. For further
information, please contact the Pogram Manager Helen
Sherrell (phone 3138 4078 | emaih.sherrell@qut.edu.au).

Target group: new academic staff (Level A or B), with
less than three years experience in an academic role.
Participation in the program is determined in the annual
ECARD recruitment drive.

Topics cover ed:

¥ Orientation to QUT and strategic alignment

¥ Teaching and learning development opportunities
¥ Research development opportunities

¥ Career planning and development

¥ Networking and collaboration

Dates: invited staf will be notibed of pogram details
in 2008

Duration: 50hrs (appiox) over one year

4. Mid-Career Academic
Development (MCAD) Program

Guided by the imperatives for strategicenewal at QUT
this program provides participants with opportunities to
enhance their individual performance in cuent and future
changing envionments. MCAD challenges participants to
reinvent their curent academic practices though individual
self-reRection and strategic planning.

Executive deans and heads of school/portfolio déctors
are asked to identify academics who have the pppensity
to leam and grow quickly, lead self and others to better
performance, and who ae responsive to engaging in new
strategic initiatives. These stdfwill be those most likely to
move to senior academic levels such as associate pfessor
and professor, wish to focus on planning esearch and/or
teaching goals, and be eady to work on identibed barriers
and facilitators. For further information, please contact the
Program Manager Cheryl Kerr

(phone 3138 4210 | emailc.kerr@qut.edu.au).

Target group: academic staf (Levels B and C) will be
invited to participate

Topics cover ed:

¥ QOrientation to self-managed career planning

¥ Academic portfolio development

¥ Self-leadership

¥ Cooperation and negotiation

¥ Collaborative research development N horizontal
relationships

¥ Revisiting university teaching
Dates: commences in March and ends September

Duration: 47hrs (appiox) over one year



5. Leadership and supervision

In 2008, three tiers of leadership and supervision frgrams
are offered.

5.1 Transition to supervision

This workshop is aimed at assisting new supervisors to
achieve a higher level of people skills and to acquaint
them with modem approaches to supervision. For further
information, contact the Pogram Manager Cathy Cameion
(phone 3138 4126 | emailcj.camer on@qut.edu.au).

Target group: professional and academic staffwho are
new to supervision, acting in a supervisory capacity or
aspiring to be a supervisor and who have little/no mvious
supervisory training

Topics cover ed:

¥ The challenges of moving from staff member to
supervisor role

¥ What it takes to be an effective supervisor
¥ |Leading and understanding your team
¥ Training and development of staff

¥ Meeting management
Dates: staff will be notibed prior to the event via email

Duration: to be advised

5.2 Team Leadership Program

This program has been designed to provide supervisors who
are relatively new to the role of supervision/management
with the skills, information and strategies required to more
effectively fuld their role. For further information, please
contact the Program Manager, Cathy Cameron

(phone 3138 4126 | email cj.cameron@qut.edu.au).

Target group: professional (HEWA 4D7) and academic stdf
who have staf supervision esponsibilities

Topics cover ed:

¥ Best practice supervision

¥ Self-awareness and leadership

¥ Team development

¥ Supervisor as communicator

Dates: sessions held monthly commencing March/April
and ending November

Duration: approximately 50hrs over seven months

5.3 Strategic Leadership Program

This program has been developed to assist supervisors and
managers to build on their existing skills and knowledge and
explore the challenging issues and responsibilities of strategic
alignment, leadership, delegation, conf3ct resolution and
performance management. For further information, please
contact the Program Manager, Cathy Cameron

(phone 3138 4126 | email cj.cameron@qut.edu.au).

Target group: professional (HEWA 8D10) staff academic
staff (Level C and above) andesearch leaders who have
staff supervision esponsibilities

Topics cover ed:

¥ Leading change

¥ Developing strategic alliances and partnerships

¥ Self-awareness

¥ Managing for high performance outcomes

¥ Strategic HR

Dates: sessions held monthly commencing March/April
and ending November

Duration: approximately 50hrs over seven months

6. Senior Management
Development Program
(SMDP)

This program offers a suite of activities aligned with the
strategic objectives outlined in the QUT Blueprint and

Top Level Plans and is designed to povide leadership
development and support for senior staf. SMDP is
comprised of approximately 6D8 events each year:
Vice-ChancellorForum breakfasts, case study presentations
and workshops and a confeence. For further information,
please contact the Pogram Manager Deborah \erner
(phone 3138 4162 | emaild.verner@qut.edu.au).

Target group: SSG 1D6, pofessors (Level E) and institute
directors (other senior staf are invited to events elevant to
their roles)

Topics cover ed:

¥ Qrientation and support

¥ Performance, planning and review

¥ Being businesslike

¥ Quality leadership proHe

¥ Leading in the new era



Dates: staff will be notibPed appoximately 2D4 weeks prior
to the event via email; the Senior St&fConference is usually
held in May

Duration: workshops are 2b3hrs, and the confegnce is
one and a half to two days

7. Women in leadership
activities

Several pograms and activities ae offered to enhance the
development of academic and pofessional staf women at
nearsenior and senior levels at QUT

7.1 Quality Women in Leadership (QWIL)
Program

This 12 month program assists women to gain an insight into
the current priorities and strategic issues within the University
and higher education sector, enhance leadership and career
development capabilities and build strategic linkages. For
further information, please contact Kym Mayers

(phone 3138 4174 | email k. mayers@qut.edu.au).

Target group: women academic staf (Level B and above)
and women professional staf (HEWA 9 and above)

Topics cover ed:

¥ Approaches to leadership

¥ QUT governance and strategic priorities

¥ Current issues within the higher education sector

¥ Career development and self-ref3ection

¥ Committee observations

¥ Rel¥ctive practice
Dates: commencing March and ending November

Duration: 12 months

7.2 Other leadership development
opportunities for women

ATN Women@® Executive Development Pr ogram
(ATN-WEXDEV)is a career development pogram for
nearsenior and senior women of bve AN (Australian
Technology Network) universities.

The Clare Burton memorial lectur e commemorates the
leading researcher, bureaucrat and academic Dr Clae
Burton, a pioneering Australianesearcher, activist and
practitioner in the Peld of gender equity who died in 1998.
The lecture focus is on her specialist Peld of gender equity
and is open to all women staf across QUT

The ATN Capability Building Leadership workshop was
developed by the AAN WEXDEYV national management
committee with the ATN Human Resouces directors and

is directly supported by the bve vice-chancellors. Each™N
university selects two women academics with potential to
be heads of academic units to attend this annual workshop,
which will be next held in February 2008, immediately
before the ATN Confelence at Curtin University in Perth.

The Women in Research Program consists of a series

of activities to support women at diferent stages of their
research career. For further information, please contact Kym
Mayers (phone 3138 4174 | emaik.mayers@qut.edu.au).

8. External development
opportunities

Calls to participate in these events a regularly advertised
through the qut.staf fdev@qut.edu.au email inteest group.

8.1 Universities Australia Limited staff
development training programs

www .universitiesaustralia.edu.au/content.asp?page=/
policies_pr ograms/staf f_dev/index.htm

Universities Australia Limited offers staff development and
training programs, workshops and conferences throughout
the year. Each event targets a speciic theme or staftng

group of relevance to the higher education sector. Funding

has been provided by the Vice-Chancellor® oftce to send

one delegate to each Universities Australia Limited event and
additional places are often available for divisional/faculty funded
nominees. For further information, please contact Sandra
Taylor (phone 3138 8095 | email st.taylor@qut.edu.au).

8.2 Association for Tertiary Education
Management (Qld)

www .atem.org.au

ATEM Queensland ofers topical and high-quality
professional development activities complementary to
other development courses such as those conducted
in-house by individual institutions. For further information
on membership and branch activities, please contact the
Membership Coodinator, Antonia Medhurst

(phone 3735 5474 | emaila.medhurst@grifbth.edu.au)



Teaching and learning development

Teaching and Learning Support Services

TALSS supports academic staf in their teaching esponsibilities by poviding specialised development
programs that assist in ppmoting teaching quality and scholarship.

Academic colleagues ae invited to access the opportunities detailed belowwhich comprise a series of
integrated and collaborative pograms that develop a boad spectrum of teaching and leaning capabilities.

Specibcally tailor ed events can also be deliver ed at discipline, faculty or school level on any of the
topics listed her e, or others designed to meet particular needs. Heads of school, assistant deans
(teaching & lear ning) and others with a leadership r ole in lear ning and teaching ar e encouraged to
request such events. Please contact us at teach@qut.edu.au.

For more informationwww .talss.qut.edu.au/staf f/staf fdev

Registrationhttps://qutvirtual.qut.edu.au (login to Staf

1. Developing teaching

These programs/workshops provide staf with essential
information about teaching in the tertiary setting, and
introduce them to the principles and practices of efective
university teaching at QUTThese sessions ae particularly
recommended for early caeer academics with little or no
tertiary teaching experience.

1.1 Early Career: Foundations of University
Teaching Program

This program covers essential teaching and learning skills
and explores strategies to develop effective teaching
practices. The program consists of a two-day core workshop
with follow-up practical group tasks throughout two
semesters linked to investigations of teaching and learning.

Target group: academic staf with less than two years
experience in teaching in a tertiary envdnment. In most
cases staf will be invited to attend by their head of school.
Topics cover ed:

¥ Learning and learners in the university context

¥ Strategies for student centred teaching

¥ Curriculum design: generic attributes, Indigenous and
international perspectives

¥ Criterion referenced assessment

¥ Evaluation of and refection on teaching
Dates: 6D7 February (GP), 26D27 June (KG)

Duration: Two days

fConnect)

1.2 Sessional Academic Program
conferences

These two, one-day confeences give sessional academics
opportunities to develop their teaching practice and
scholarship. Each confeence offers two strands:

(i) essential skills of teaching for new sessional sfaf

(i) workshops for moe experienced staf to extend their
repertoire of teaching skills. The confegnces also piovide
time to network with key QUT staf in the faculties and
other sessional academics.

Target group: sessional academic staff

Topics cover ed:

¥ Engaging learners in the tertiary setting
¥ Designing effective learning experiences
¥ Facilitating team work

¥ Assessing, marking and giving feedback
¥ Using media in teaching and learning
Dates: 15 March (GP), 9 August (KG)

Duration: One day

1.3 Sessional Academic Program workshop
series

This series of four workshops provides those new to tertiary
teaching with a set of basic skills and information appropriate
for effective small group teaching. This is a linked series but
colleagues can attend individual workshops. [NB. Elements
overlap with the @ssential skillsCaddressed in the Sessional
Academic Program conferences above.]

Target group: all academic staf, especially sessional stéf



Topics cover ed:

¥ Learners and successful learning (25 March, GP)

¥ Small group teaching (9 April, KG)

¥ Planning tutorials (24 April, GP)

¥ Assessment, feedback and improving teaching
(8 May, KG)

Duration: 2hrs each

1.4 Building your teaching portfolio

This workshop provides opportunities for academic staff
to build a teaching portfolio of professional development
and scholarly teaching activities as part of a career-long

commitment to improving teaching and learning.

Target group: all academic staf, especially those new to
university teaching
Topics cover ed:

¥ The purposes of a teaching portfolio N improving
teaching quality, preparing for professional
development and promotion

¥ Structuring a portfolio

¥ Framing/reviewing your teaching philosophy

¥ Gathering evidence for a portfolio and ref¥ecting on
the evidence

Date: 3 April (GP)

Duration: 2hrs

1.5 Engaging learners: embedding academic
skills

This workshop helps participants to understand the
importance and place of embedded academic skills in the
curriculum, and to begin to examine course/unit documents
to identify and plan how embedded academic skills will
support students® learing.

Target group: all academic staf, especially those teaching
brst-year students
Topics cover ed:

¥ |dentikcation of the academic skills required by students
to respond to the assessment tasks set for their units

¥ Discussion of strategies to scaffold the development of
these skills

Date: 13 March (GP)

Duration: 2hrs

1.6 Engaging learners: helping students
to learn

The workshop provides resources and strategies fom the
TALSS Academic Skills Kit that support the development
of studentsO academic skills. Thesources can be easily
adapted to embed skills in existing units.

Target group: all academic staf, especially those teaching
prst-year students

Topics cover ed:

¥ Assignment writing strategies

¥ Time and study management strategies

¥ Reading and note-making skills and strategies
Date: 15 April (KG)

Duration: 2hrs

1.7 Engaging learners: effective lecturing
strategies

This workshop invites participants to consider the
management of large goups and the development of
strategies to actively engage students in lectugs.

Target group: academic staf who lecture to
large gioups

Topics cover ed:

¥ 10 things students hate about lectures

¥ A framework for managing large classes and small
groups

¥ Strategies to keep students engaged (and still cover
the content!)

Date: 2 April (KG)

Duration: 2hrs

1.8 Engaging learners: effective small group
strategies

This workshop invites participants to consider the
management of small goups and the development
of strategies to actively engage students in small
group settings.

Target group: academic staf who teach small goups



Topics cover ed:

¥ Strategies that foster authentic and deep learning
experiences

¥ Using questions effectively

¥ Creating a positive learning environment
Date: 21 April (GP)

Duration: 2hrs

1.9 Designing learning: making connections

This workshop provides opportunities to consider
unit design, and will draw out connections between
what is intended to be achieved, how leaning is to be
accomplished and how it is measued or assessed.

Target group: unit coordinators and all staf involved in
designing or edeveloping units
Topics cover ed:

¥ Making connections N aligning outcomes, activities
and assessment

¥ Examples and characteristics of unit design

¥ |mplementing alignment strategies
Date: 15 April (KG)

Duration: 2hrs

1.10 Assessing learners: assessment,
alignment and feedback

This workshop provides a basic understanding of the

place of assessment in curriculum design and deliveryand
introduces the specibc principles, policies and practices that
inform assessment at QUT

Target group: academic staf involved in devising or
marking student assessment

Topics cover ed:

¥ General principles of assessment

¥ QUT assessment policies and practices, including
criterion referenced assessment (CRA)

¥ Linking learning objectives, teaching and assessment in
practice

¥ Basic elements of assessment design
¥ Arange of assessment methods
¥ Giving effective feedback to students

Date: 20 August (GP)

Duration: 2hrs

1.11 Blended learning environments and
resources

QUT supports a blended leaning approach that utilises

a combination of technology-based and face-to-face
envionments. This workshop exploes how certain
envionments, resources and leaming activitiescan combine
to create powerful leaning experiences for students and
enhance curent teaching practices.

Target group: all academic staf with a teaching ole

Topics cover ed:
¥ Engaging learners with rich media

¥ Making connections between lectures, tutorials and
online learning activities

¥ Monitoring, evaluating and communicating with learners

¥ QUT Learning Design Framework
Date: 25 February (KG)

Duration: 2hrs

1.12 Using QUT® online learning environment:
introduction to QUT Blackboard

This workshop intioduces participants to the basic
components of the Blackboad Leaming Management
System

Target group: academic staf who will teach or assist in
teaching a unit using QUT Blackboatt and who have no
prior experience in using this system

Topics cover ed:

¥ Logging on and navigating the Blackboard system

¥ Accessing your unit websites, student view vs
coordinator view

¥ Adding an announcement (notice)
¥ Managing your content (basic features)

¥ Using basic collaboration tools (email, discussion
forum)

¥ Online assignment submission
Dates: 26 February (GP), 5 Mazh (KG), 13 Mach (GP)

Duration: 2hrs



1.13 Using QUT® online learning environment:
QUT Blackboard assessment tools

This workshop intioduces participants to a range of
assessment tools (e.g. quizzes) available in QUT Blackboard.
The focus will be on the ceation and management of
assessment using Blackboad.

Target group: all academic staff who use Blackboard

in their teaching (those entirely new to QUT Blackboard
will beneR from prior attendance at the introductory
workshop)

Topics cover ed:

¥ Creating a test and test questions

¥ Making a test available to students and setting options
¥ Viewing and managing test results in the gradebook

¥ Creating an assignment page

¥ Viewing and managing assignments in the gradebook

¥ Other gradebook options
Dates: 7 April (KG), 15 April (GP)

Duration: 2hrs

1.14 Using PowerPoint to enhance your
teaching

Well-designed, appopriate visual aids geatly enhance
impact and effectiveness of a teaching session. This
workshop illustrates the use of PowerPoint as a supplement
to presentational elements in the teaching setting.

Target group: all academic staf

Topics cover ed:

¥ Best practice in constructing PowerPoint materials

¥ Avoiding pitfalls in the use of PowerPoint

¥ Tips and tricks to maximise the effectiveness of
PowerPoint

Dates: refer to website for upcoming session details

Duration: 2hrs

2. Extending and enhancing
teaching

These programs/workshops provide experienced academics
with opportunities to enhance their scholarship of teaching
through a deeper exploration of teaching and learning issues.
Participants will be encouraged to join @ommunities of
practiceQwithin and across disciplines to improve teaching,
and to develop leadership roles in teaching and learning.

2.1 Mid-Career: Revisiting University
Teaching Program

This two-day program provides opportunities for
experienced academic staf to review their curent teaching
practices, explore ways to enhance student leaning, and
further develop their own scholarship of teaching.

Target group: academic staf with more than two years
experience in teaching in a tertiary emanment, with
potential for assuming futue leadership ples. In most cases
staff will be invited by their head of school

Topics cover ed:

¥ Threshold concepts in teaching and learning

¥ |nnovations in teaching

¥ Criterion referenced assessment (CRA)

¥ Generic attributes, Indigenous and international
perspectives in teaching

¥ Evaluation and refiecting on teaching
¥ Peer partnerships and communities of practice

¥ Developing an action learning framework
Dates: 12D13 June (KG), 30b31 October (GP)

Duration: Two days

2.2 Engaging learners: effective teamwork

This workshop exploes strategies for embedding efective
student teamwork into units and leaning activities. By
focusing on the challenges and issues that caneasult

from student engagement in teams, participants ag able
to develop practical strategies for engaging learers in
developing as team participants and leaders.

Target group: all academic staf, especially unit and course
coordinators

Topics cover ed:

¥ Why teamwork?

¥ Designing and assessing team-based tasks

¥ Scaffolding and guiding students in team-based
activities and assessment

¥ Using the QUT Teamwork Protocol
Date: 15 May (KG)

Duration: 2hrs
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2.3 Designing learning: inclusive teaching

The QUT student population is a diverse grup. This
workshop explores ways that teachers can extend and
enhance their epertoire of design and delivery strategies to
maximise the leaning achievements of all students.

Target group: all academic staf, especially unit and course

coordinators

Topics cover ed:

¥ Student diversity at QUT

¥ Principles of inclusive curriculum design and teaching

¥ Practical strategies for creating inclusive learning
experiences

Date: 4 June (GP)

Duration: 2hrs

2.4 Designing learning: the theory and
practice of unit design

This workshop intioduces and discusses a range of
approaches to unit design and illustrates how these might
be implemented.

Target group: unit coordinators and academic staf with a
role in designing and/or edeveloping units

Topics cover ed:
¥ Principles of design
¥ Pedagogical models

¥ Models in practice
Date: 30 July (KG)

Duration: 3hrs

2.5 Designing learning: designing blended
learning environments

This workshop identibes ways of enriching unit leaing
experiences though the use of rich media, information
communication technologies and other QUT supported
envionments. It provides opportunities to map these
envionments and resources to specibc pedagogical
approaches (e.g. poblem-based leaming), and in the light
of the specibc QUT teaching and leaning priorities of work
integrated leaning, transitions and brst year experiences.

Target group: unit coordinators and academic staf with a
role in designing and/or edeveloping units

Topics cover ed:

¥ Principles of authentic learning activities

¥ Learning activities, outcomes and technologies

¥ Creating and aligning learning environments and assets
in a blended model of delivery

Date: 18 September (GP)

Duration: 2hrs

2.6 Assessing learners: implementing
criterion referenced assessment

This workshop builds on the material discussed in the
previous assessment workshop and examines in-depth
the policy, principles and practices of criterion eferenced
assessment (CRA) at QUT

Target group: all academic staf

Topics cover ed:
¥ Implementing criterion referenced assessment
¥ Building a CRA model

¥ Examples of criterion referenced assessment
Date: 9 October (KG)

Duration: 2hrs

2.7 Assessing learners: aligning authentic
assessment and criterion referenced
assessment

This workshop discusses the principles, policies and
practices of authentic assessment in the QUT context and
examines ways to design such assessments and support
leamers.

Target group: all academic staf involved in designing and/
or delivering assessment
Topics cover ed:

¥ Authentic assessment in the QUT context, speciFcally
CRA

¥ Aligning authentic assessment with learning objectives
and teaching strategies

¥ Types of authentic assessment and implementation
methods

¥ Giving effective feedback to students
Date: 11 March (GP)

Duration: 2hrs



2.8 Assessing learners: assessment design
at a unit and course level

This workshop addesses the challenges of designing
criterion referenced assessment at unit and course levels,
and associated issues of alignment, coheence and
progression. Strategies for including graduate capabilities in
the assessment design ae also a cor consideration.

Target group: academic staf involved in designing or
redeveloping units and/or courses

Topics cover ed:

¥ Designing CRA at unit and course levels

¥ Strategies for including graduate capabilities in
assessment design

¥ Mapping across units and courses to make visible
alignment, coherence and progression

Date: 20 August (GP)

Duration: 2hrs

2.9 Evaluating your teaching: LEX and
@losing the loopO

This workshop assists academic stafin devising
appropriate strategies to espond to the Leaming
Experience Survey (LEX) data. Specibc LEX itemsar
correlated with possible esponses, and techniques to
further analyse and eframe data ae offered.

Target group: all academic staf

Topics cover ed:
¥ Analysis of sample LEX reports
¥ Exploring resources to interrogate the data

¥ Analysing your own LEX data and taking appropriate
action

¥ Working at the unit/course level: interpreting LEX data
with colleagues

Date: 6 August (GP)

Duration: 2hrs

2.10 Evaluating your teaching: reRecting
on feedback

This workshop builds on OClosing the loopO (2.9); it
considers additional strategies for collecting data ém
students and peers and discusses the ole of critical
ref3ection in developing and informing a scholarly appach
to teaching.

Target group: all academic staf

Topics cover ed:
¥ A model for gathering additional evidence on teaching
¥ Critical refRection and the scholarship of teaching

¥ Adding to your teaching portfolio
Date: 9 October (KG)

Duration: 2hrs

2.11 Evaluating your teaching: peer
observation of teaching

This workshop provides participants with the skills to
engage in peer observation with colleagues in ways that
allow both parties to eRRect on and impove their teaching
in a mutually benebcial way

Target group: all academic staf

Topics cover ed:

¥ A model of peer observation

¥ Strategies to build analysis and refection
¥ Practising observation and feedback skills

Date: 19 March (GP)

Duration: 1hr 30mins
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2.12 Using QUT® online learning environment:
QUT Blackboard communication and
collaboration tools

This workshop covers the moe advanced use of online
collaboration tools available in QUT Blackboa: It also
includes references to effective e-moderating strategies and
discusses a humber of ideas and strategies on how to use
these tools efectively in your teaching.

Target group: all academic staf who use Blackboard
in their teaching (those entily new to QUT Blackboad
may benept fom prior attendance at the intoductory
workshop, 1.12)

Topics cover ed:

¥ Creating and administering announcements

¥ Setting up and administering discussion forums

¥ Chat and whiteboard tools

¥ Email

¥ Groups

¥ Using blogs and wikis
Dates: 21 April (GP), 13 May (KG)

Duration: 2hrs

2.13 Using QUT® online learning environment:
QUT Blackboard advanced functionality

This workshop intioduces participants to more advanced
tools and functionality available within QUT Blackbodr It
also includes ideas and strategies for the é&éctive use of
these tools in your teaching.

Target group: all academic staf who use Blackboad in
their teaching (those entiely new to QUT Blackboad
will benebt fom prior attendance at the intoductory
workshop, 1.12).

Topics cover ed:

¥ Embedding multimedia

¥ Creating rich content

¥ Complex online assessment

¥ Using @daptive Release(to create learning paths

¥ Monitoring student performance
Dates: 22 April (KG), 21 May (GP)

Duration: 2hrs

3. Leading teaching

These workshops piovide opportunities for experienced
staff who already hold, or wish to undertake, leadership
roles in teaching and leaning to develop appopriate
knowledge and skills.

3.1 Educational leadership for senior
educational leaders (including heads
of school)

This workshop series is designed and delived in
collaboration with Human Resouces and focuses on
issues of leadership in leaning and teaching within an
organisational unit (school or faculty).

Target group: academic staf with a senior ole in
educational leadership, including heads of school;
attendees will be nominated by their executive dean
Topics cover ed:
¥ Leadership issues in learning and teaching
¥ Managing teaching performance
¥ Capacity building in the school/faculty
¥ Succession planning for key roles in learning

and teaching

Dates: refer to website for upcoming session details

3.2 Becoming a teaching coach or mentor

This workshop exploes the concept of teaching mentoring
and coaching, develops and practises a model for engaging
in peer observation, and encourages participants to
contribute to a mentoring community of practice.

Target group: all academic staf

Topics cover ed:

¥ Mentoring and coaching

¥ Conducting peer observation

¥ Developing a community of practice

Dates: 3 April (KG), 21 August (GP)

Duration: 2hrs



3.3 Becoming a peer reviewer of teaching

This workshop complements OBecoming a teaching coach
or mentor® (3.2). It brieRgviews the mentoring and
coaching principles that underpin the peereview process
and examines the developmental and supportale that peer
reviewers can undertake with colleagues seeking to impwe
their teaching in esponse to feedback and eRRection.

Target group: all academic staf

Topics cover ed:
¥ Peer review and peer partnerships
¥ Improving teaching through evaluation and reffection

¥ Strategies for peer partnerships including observation
of teaching

Dates: 1 May (KG), 4 September (GP)
Duration: 2hrs
3.4 Leading the teaching team: the role

of the unit coordinator

This workshop provides a venue for discussion of theale of

unit coordinators in forming, maintaining and leading a team

of teachers.
Target group: all unit coodinators

Topics cover ed:

¥ Role of unit coordinator

¥ Leadership and management qualities of the role
¥ Strategies for carrying out the role successfully

¥ Opportunities for future networking

Date: 12 March (KG)

Duration: 2hrs

3.5 Leading the teaching team: the role
of the course coordinator

This workshop provides a venue for discussion of theale

of course coordinator (or equivalent) in forming, maintaining

and leading a large teaching team. Colleagues argiven

opportunities to establish informal Ocommunities of practice®

within and across faculties.

Target group: all course coodinators (or equivalent)

Topics cover ed:
¥ Role of course coordinator (or equivalent)
¥ Leadership and management qualities of this role

¥ Strategies for carrying out the role successfully
Date: 19 March (KG)

Duration: 2hrs

3.6 Course coordinators: curriculum planning
for 2009

This workshop addresses issues of course cohesion and
strategies for efective planning/edesign of courses.

Target group: all course coodinators (or equivalent) and
staff involved in the development/edesign of courses

Topics cover ed:
¥ Course cohesion and mapping across units

¥ Addressing graduate capabilities in course design
Date: 20 May (GP)

Duration: 2hrs

3.7 Course coordinators: preparing for
course performance

This workshop addresses the elements of course
performance reports and discusses strategies for
course improvement.

Target group: all course coodinators (or equivalent)

Topics cover ed:

¥ Elements of course performance reports

¥ Who should be involved? N the stakeholders

¥ Comments from experienced course coordinators

¥ Taking heed of course feedback N what can be done
next?

Date: 9 September (KG)

Duration: 2hrs
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3.8 Course level communities and social
networking

This workshop explores how blended learning environments
at QUT can assist in the development of course level student
communities of practice. Online environments and resources
(which assist in incidental social networking and peer support
that occurs beyond prescriptive assessment expectation) are
mapped to discipline approaches and needs.

Target group: all course coodinators

Topics cover ed:

¥ Online communities of practice at QUT

¥ Web 2.0, student learning and QUT systems

¥ Course level communities of practice and work
integrated learning

Date: 1 October (GP)

Duration: 2hrs

4. Reward, recognition and
other external development
opportunities

This suite of sessions gives stdfessential information

about the opportunities ofered through the Carrick Institute
(awads, grants, fellowships and discipline-based initiatives)
and other national organisations committed to teaching and
leaming development.

4.1 Overview of Carrick Institute awards,
grants and fellowship opportunities

This session, ofered once each semester provides an
overview of the range of opportunities dered through the
Carrick Institute for staf seeking further information about
extemal funding, eward and recognition opportunities.

Target group: academic and professional staf involved in
teaching and/or supporting teaching and leaning

Topics cover ed:
¥ The purpose of the Carrick Institute
¥ The schemes offered through Carrick

¥ Internal processes and Carrick cycles
Dates: April, September

Duration: 1hr 30mins

4.2 Faculty-based sessions: overview of

Carrick initiatives and evidence gathering
information session

These sessions ae negotiated in consultation with the
assistant dean (teaching & learing) for each faculty and
provide an update on Carrick awad opportunities. The
sessions exploe a range of appoaches to gathering
evidence about teaching development and achievements.

Target group: academic and professional staf involved in
teaching and/or supporting teaching and leaning

Topics cover ed:

¥

¥

Overview of award opportunities offered through the
Carrick Institute

What constitutes evidence about achievement in
teaching and why is evidence important?

Strategies for evaluating your teaching

Dates: May

Duration: 1hr 30mins

4.3 Carrick grants: preparing an @xpression

of interest®or Qull proposalO

This session povides an intoductory overview of the
Carrick Grant Pngrams and the processes involved in
preparing an expession of inteest (EOI) or full ppposal
for the Competitive Grants Pogram, the Priority Pojects
Program and Leadership for Excellence in Leaing and
Teaching Piogram.

Target group: academic and professional staf involved in
teaching and/or supporting teaching and leaning

Topics cover ed:

¥

¥

¥

¥

¥

Overview of Carrick grant opportunities

Exploring project ideas

Exploring network opportunities

Critical factors in preparing an EOI or full proposal

Action planning

Dates: February November

Duration: 2hrs



4.4 Carrick grants: progressing your EOI or
full proposal

This suite of workshops follows on fom introductory
sessions ofered in late 2007. Thee workshops are offered
to applicants to all 2008 Carrick grant schemes.

Target group: academic and professional staf preparing an
EOI or full poposal for the 2008 Carrick grant ound

Topics cover ed:

¥ Critical factors in preparing an EOI or full proposal

¥ Evaluation strategies

¥ Tightening your budget

¥ Enhancing your evidence base

¥ Internal processes

¥ Feedback on draft submissions
Dates: February/Mach

Duration: 2hrs

4.5 Carrick grants: projects dissemination
sessions

These sessions povide an opportunity for poject leaders to
disseminate information to the QUT community about their
project® challenges and successes to date. Each session
focuses on a diferent grant project scheme.

Target group: all staf interested in Pnding out moe about
national teaching and leaning projects led by QUT
Topics cover ed:

¥ Purpose of projects

¥ Progress to date

¥ Challenges and successes to date

¥ Tips for new players
Dates: March

Duration: 2hrs

4.6 Carrick awards: progress workshops
for QUT nominees

This suite of six invitational workshops is oriented to QU0
2008 Carrick awad nominees. o progress sessions

are offered for each awad scheme: Citations, Baching
Excellence, and Pograms that Enhance Leaning. These
workshops follow on from the initial sessions dfered

late 2007.

Target group: 2008 Carrick awad nominees

Topics cover ed:

¥ Consolidating your case

¥ Feedback from peers

¥ Support materials: what do they look like?

¥ Conkrming your needs and working with support staff

¥ Action planning
Dates: February/May

Duration: 2hrs 30mins

4.7 Carrick awards: workshops for 2009
QUT nominees

This suite of thee invitational workshops is dered later in
the year for the next ound of Carrick awads. It explores the
factors that are critical to developing a successful Carrick
award application. One session will be dered

for each awaid scheme.

Target group: 2009 Carrick awad nominees

Topics cover ed:

¥ Making your case

¥ What constitutes evidence?

¥ Pitfalls and traps for new players
¥ Learning from past experience

¥ Action planning
Dates: August/September

Duration: 2hrs
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4.8 Carrick fellowships information session

This session povides an overview of the Carrick Fellowship
Scheme and ofers strategies for those considering
submitting an expiession of inteest for consideration by

the QUT selection panel.

Target group: academic staff considering a Carrick
fellowship application

Topics cover ed:

¥ The purpose of the Carrick Fellowship Scheme
¥ (Getting started on an expression of interest

¥ Insights from past Fellows

¥ Internal processes
Dates: April/May

Duration: 2hrs

4.9 Carrick fellowships dissemination session

This session provides an opportunity to hear brst hand from
QUT® Carrick Teaching Fellows on their leading-edge learning
and teaching initiatives. Carrick Fellows are outstanding
scholars in their Felds who have developed programs that
explore and address signikcant educational issues.

Target group: all staf who have an inteest in leaning
and teaching

Topics cover ed:
¥ Detaliled insight into fellowship projects

¥ Tips on preparing a fellowship application
Date: November

Duration: 2hrs
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4.10 HERDSA fellowships information session

This session ofers an overview of the HERDSA Fellowship
Scheme and outlines the elevant application equirements.

Target group: academic staf wishing to bnd out about
HERDSA fellowship opportunities

Topics cover ed:

¥ Overview of the HERDSA Fellowship Scheme
¥ Advantages of becoming a HERDSA Fellow

¥ Insights from a current HERDSA Fellow

¥ What you need to do

Dates: February/Mach

Duration: 1hr 30mins

411 ASCILITE awards information session

This session ofers an overview of the ASCILITE vard
Scheme and outlines the elevant application equirements.

Target group: academic staff with signibcant experience in
using electionic technologies in teaching

Topics cover ed:
¥ Overview of the ASCILITE Award Scheme
¥ Insights from an ASCILITE award recipient

¥ Critical factors in preparing an application
Date: May

Duration: 1hr 30mins

4.12 Teaching and learning conferences

The following events in 2008 povide staf with opportunities
to leam from and network with colleagues and leading
teaching and leaning scholars in higher education.

10th Annual ATN Conference | 5B7 February | Perth,
Australia

www.atn.edu.au/atnconfelence
QUT ePortfolio Event | 11 February | QUTGP 721064

EDUCAUSE Conference | 28D31 October | Orlando, USA
www.educause.edu/confeence

3rd European First Y ear Experience Confer ence |
7D9 May | Wblverhampton, United Kingdom

www.wlv.ac.uk/Default.aspx?page=14007



21st Inter national Confer ence on the First Y ear
Experience | 23D26 June | Dublin, #land

www.sc.edu/fye/events/upcoming.htm

11th Pacibc Rim First Y ear in Higher Education |
30 July B 2 June | Hobart, Australia

www.fyhe.qut.edu.au

Higher Education Resear ch and Development Society
Conference | 1D4 July | Rotorua, New Zealand

www.herdsa.org.au/conferences.php

Inter national Society for the Scholarship of Lear ning
and Teaching | 16D19 October | Edmonton, Canada

www.indiana.edu/~issotl08/

London SoTL 7th Inter national Confer ence | 15916 May |
London, United Kingdom
www.city.ac.uk/ceap/sotlconference

SASCE International Confer ence | 19922 May | Durban,
South Africa
Www.sasce.org.za

Asia Pacibc ACEN/WACE Conference |
29 September B 2 October | SydneyAustralia

www.swin.edu.au/acen/

5. Project management for
teaching and learning
projects

Drawing upon the tools and esources available though
QUT&Project Management Framework (PMF), this session
provides an overview of the key principles of managing
teaching and leaning projects.

Target group: staff managing and/or developing teaching
and leaming related project applications
Topics cover ed:

¥ Key principles in managing a teaching and learning
related project

¥ Project proposals and project management
¥ QUT resources and expertise

¥ Dissemination
Date: October

Duration: 2hrs
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Research development

Division of Research and Commercialisation

1. Ofbce of Research programs

The Ofpbce of Researh (OR) is poactively engaged

with the QUT esearch community and is lesponsible

for coordinating a range of information sessions and
workshops aimed at assisting academic stdfto develop
competitive track records, as well as sound esearch
practices based on integrity ethics and professionalism.
Sessions ae run throughout the year and may form
elective components of the ECARD and MCAD mgrams
coordinated by Human Resouces.

The ofbce works in collaboration with divisions, faculties and

institutes to deliver tailoed sessions acioss several boad
areas.
Topics cover ed:

¥ Preparation for major funding rounds (information
sessions and strategic workshops)

¥ Competitive grant writing

¥ Managing a successful grant

¥ Effective collaboration

¥ Research ethics and integrity

¥ Research data management

In addition, OR staf run one-to-one sessions with academic
staff focused on grant preparation, budget development

and engagement with industry partners asund leveraged
grant opportunities.

For more informationwww .research.qut.edu.au

2. Quality in Postgraduate
Supervision Program

The Reseach Students Centre (RSC) ofers programs

that aim to meet the needs of newly appointed academic
supervisors and to ofer support to experienced supervisors
of research students.

For mor e information:
www.rsc.qut.edu.au/studentstaf/supervisorstaf

Registration: please contact the RSC
(training.rsc@qut.edu.au) to attend

The Quality in Postgraduate Supervision (QIPS) &gram
supports research supervisors in leaning the policies and
processes of research supervision at QUT and assists
supervisors in achieving and/or maintaining their supervisor
accreditation.

Target group: research supervisors, administrative stéfor
other research staff

Topics cover ed:

¥ QIPS 1: Doing the paperwork

¥ QIPS 2: Project management

¥ QIPS 3: Building partnerships

¥ QIPS 4: Supervising international students

¥ QIPS 5: Supervising the writing process

¥ QIPS 6: Guest speaker

Dates: March, May, July, September, November and
December

Duration: 3hrs each

3. Online research training
programs

www .rsc.qut.edu.au/studentsstaf f/training/index_online.jsp

These online pograms provide academic staf with the
freedom to choose when and whee they engage in
supervisor training.

3.1 Supervisor solutions

This online program has been developed in response to the
need for professional development in research supervision,

as a result of the Commonwealth Government® Research
Training Scheme and Research Quality Framework. It is
underpinned by an assumption that good supervision practice
relies on continuing skill development and ref¥ective practice.

Target group: research supervisors or potential supervisors

Topics cover ed:

¥ What is good supervision?

¥ Matching students and supervisors

¥ Setting goals and achieving objectives
¥ Helping your students to write

¥ Supervisor etiquette

¥ Cross-cultural supervision

¥ Getting students motivated

¥ Ensuring an acceptable thesis

¥ Career support for students

¥ Higher education policy



Dates: moderated program offered in six-week blocks

10 March B 26 April

28 July B 5 September

6 October B 14 November
1 December B 9 January

3.2 fIRST

fIRST (for Impoving Reseach Supervision and Taining)
provides access to a range of esources including activities,
tools, case studies, a bibliography and links toelevant
websites.

Target group: Higher degiee research (HDR) students,
research supervisors or potential supervisors

Topics cover ed:

¥ Building productive working relationships

¥ Exploring different ways of supervising

¥ Examining theses

¥ Thesis writing: teaching and genre

Dates: accessible at any time

3.3 ATN LEAP

The Leaning Employment Aptitudes Pogram (LEAP) is

a suite of programs offered by the Australian €chnology
Network (ATN) of universities and can be completed as

a self-paced or moderated online training ppgram. It is
designed to improve a research student® employability after
bnishing a degee.

Target group: HDR students and supervisors

Topics cover ed:
¥ Project management
¥ Leadership and communication

¥ Research commercialisation

Dates: moderated program runs for 10 weeks

14 April B 20 June
1 September B 7 November

3.4 ATN MORE

ATN Modules Online for Researh Education (MORE)
provides resources and information to help students
improve the essential esearch skills required during
their candidatuse.

Target group: HDR students and supervisors
Topics cover ed:

¥ Risk assessment

¥ Ethics

¥ Critical writing

¥ Critical and creative thinking

¥ Practice led research in the Arts, media and design

Dates: accessible at any time
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Engagement and international development

Division of International and Development

1. Engagement programs

The QUT Development Ofpce works in partnership

with Human Resouces to develop a program of staff
development initiatives to shae knowledge and information
about engagement practice and to showcase and exploe
ideas for innovation in teaching, learing and research.
These pograms assist staf to:

¥ share knowledge and information about engagement
practices

¥ showcase and explore ideas for innovation in teaching,
learning and research

¥ deliver quality teaching and research through an
engagement strategy.

For more information
http://www .qut.edu.au/commun/combusgov

1.1 Visiting scholars program

This program creates opportunities for debate and
discussion awound the theme of embedding engagement
practices into teaching and leaning, and research
programs.

Target group: academic, researcher and professional
staff involved in QUTengagement and partnerships with
extemal contacts

Topics cover ed:

¥ Work integrated learning (WIL)

¥ Linking serviceBlearning experiences with sustained
community partnerships

¥ Engagement with community leaders
¥ Building partnerships for research

Dates: offered quarterly

Duration: half day to one day

2. Internationalisation
programs

QUT Intenational seeks to foster engagement and
recruitment activities acoss the University It supports this
engagement by pioviding information and training that
meets the professional needs of QUT stdfinvolved in
such activities.
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2.1 Representing QUT internationally

This presentation covers all aspects of how to be dective
as a QUT epresentative in marketing and ecruitment
activities overseas and in Australia and is a prequisite for
training in making ofers to intemational students.

Target group: any QUT staf member new to this
responsibility

Topics cover ed:

¥ Qverview of QUT and its proHe internationally

¥ Key selling points of the University and promotional
tools available

¥ How to access market intelligence from the ISIS website
¥ Advice on counselling prospective international students

¥ Legislative requirements for international students
Dates: one session each in Semesters 1 and 2

Duration: half day

2.2 Engagement and recruitment planning

This is a peparatory workshop on the development of next
year® Engagement and Recruitment Plan.

Target group: faculty and divisional stéfdirectly associated
with the development of intenational plans

Topics cover ed:
¥ Environmental scan of global educational markets
¥ QOverview of new strategies and tactics in key regions

¥ Opportunities for faculties and divisions
Date: 8 August
Duration: half day

2.3 International Strategy Information System
(BIS)]

ISIS is the key information and business jcess portal

for QUT Intenational activities. Taining can be arranged
for staff new to QUT to enable them to access information
when required. Training is also povided when new tools ae
added to the system.

Target group: faculty and divisional stdfdirectly associated
with the development of intenational plans

Topics ar e tailored as required
Dates: as required

Duration: 2hrs



QUT Library assists academics with the development and implementation of systemic, systematic and
sustainable approaches to embedding information literacy into the curriculum and into the whole learning
experience of students. Information literacy, a key QUT generic capability, is essential for successful study,
facilitates student transition into the workforce and assists graduates to become independent, lifelong learners.

Librarians work in partnership with academics to develop, design and deliver meaningful information
literacy rich leaning and teaching opportunities and assessment. Courses a& scheduled thioughout
the year and ae available to all academic and pfessional staf. Liaison Librarians ag also available for
individual consultations (wwwlibraryqut.edu.au/contacts/liaisons.jsp)

For more informationwww .library.qut.edu.au/academics

Registrationhttp://pr ograms.library .qut.edu.au

1. IFNOO1: Advanced
Information Retrieval Skills
(AIRS) and AIRS Online

www library.qut.edu.au/airs/

This course aims to guide participants in the effective and
eficient use of information resources, processes and systems
to meet their current and future research needs. It is offered
both on-campus and online through the course® virtual
mode, AIRS Online. The on-campus mode is offered over
four modules, with participants registering for each module
and choosing sessions that best suit their schedules. The
online version runs for 12 weeks and is semi-facilitated by the
AIRS librarian. Students can determine when to undertake
their learning within this timeframe.

Target group: Higher degree research (HDR) students,
researchers and academic staf
Topics cover ed:

¥ Literature review, library services and information
resources

¥ Bibliographic databases

¥ Advanced internet searching, and information
management using EndNote software

¥ Current awareness

Dates: available thoughout the year in both on-campus
and online modes

Duration: on-campus classes ae 2hrs 30mins each

2. SuperAlRS for Supervisors

SuperAIRS for Supervisors is a specialty course to enhance
the advanced information esearch knowledge and
skills of HDR supervisors. The course demonstrates the

techniques and skills taught in the AIRS course that lead
to improvements in studentsO literatareviews and faster
overall completion of degees. SuperAIRS for Supervisors
demonstrates why and how students under their
supervision will gain benebtém undertaking the

AIRS course.

Target group: all HDR supervisors

Topics cover ed:
¥ Latest tools and techniques used in the retrieval,
updating and storage of information

¥ Techniques and skills taught in the AIRS course
Dates: available mid year and/or semester teaks

Duration: 2b3hrs

3. EndNote

EndNote is bibliographic management softwag designed
to record, organise and use eferences found when
searching literatue for information. Specibcallyit allows
users to create personal libraries oféferences, download
references from library catalogues or other remote electronic
databases, link into and track eferences in documents

and spreadsheets, and generate bibliographies in specibc
styles, especially for publication. Int/ductory and advanced
courses are provided to assist staf and HDR students to
use the software efbciently and déctively to support their
study and research.

Target group: staff and HDR students

Topics cover ed:
¥ Introduction to EndNote
¥ Advanced EndNote

Dates: available thoughout the year

Duration: 2hrs



IT literacies

Information Technology Services

IT Training specialises in developing IT skills and knowledge not only for stafho are new to technology
but also for more experienced users. A range of options a available: face-to-face training, self-paced

online training, and userguides.

For more informationhttp://www .its.qut.edu.au/training

Registrationwww .itstraining.qut.edu.au

1. Desktop applications

Competitively priced, hands-on IT training is available
to assist staf in using generic desktop applications that
are included as part of the QUT Standad Operating
Envionment.

1.1 Microsoft Word: intermediate and
advanced

These courses ae designed to maximise participants®
use of MS Word functionality to assist them in ceating
professional and efective documents.

Target group: staff and higher degee research (HDR)
students

Topics cover ed:

¥ Text formatting

¥ Working with pictures

¥ Track changes and document reviews

¥ Merging techniques

¥ Automated Pelds and features

¥ Tabs, styles, tables and document structures

¥ Master and subdocuments

Dates:
Intermediate: 29 January 7 May, 20 August, 18 November

Advanced: 6 February, 24 June, 23 September, 3 December

Duration: one day each
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1.2 Microsoft Excel: introduction,
intermediate and advanced

These courses ae designed to impove participants® use of
this data management tool and incease their efectiveness
when collating, analysing and sharing information.

Target group: staff and HDR students

Topics cover ed:

¥ Workbooks and worksheets

¥ Formulas

¥ Recording and editing macros
¥ Filtering and sorting lists

¥ Pivot tables and charts

¥ Absolute and relative references

Dates:
Introduction: 12 February 15 April, 8 July 14 October

Intermediate: 26 February 13 May, 12 August,
11 November

Advanced: 11 March, 10 June, 10 September
9 December

Duration: one day each

1.3 Microsoft Access: introduction

This course povides participants with basic knowledge of
using relational databases to ceate tables, queries, forms
and reports.

Target group: staff and HDR students

Topics cover ed:

¥ Creating and designing databases

¥ Setting relationships

¥ Creating, modifying and editing queries

¥ Creating forms, reports and menu systems
Dates: 29 May, 24 July, 18 September, 25 November

Duration: one day



1.4 Microsoft PowerPoint: introduction and
advanced

These courses train staffin creating efective and
professional slide pesentations.

Target group: staff and HDR students

Topics cover ed:

¥ Slide show navigation

¥ Animations

¥ Drawing objects, tables and charts
¥ Slide masters and templates

¥ Duplicate and test action buttons

Dates:
Introduction: 24 January 22 May, 11 September

Advanced: 4 March, 23 July, 28 October

Duration: one day each

1.5 Microsoft Visio: introduction

This course provides participants with the knowledge to use
basic features to create visual documents such as fowcharts,
organisational charts and brainstorming diagrams.

Target group: staff and HDR students

Topics cover ed:

¥ Working with shape objects

¥ Designing charts

¥ Creating connections

¥ Creating network, rack and directory service diagrams
¥ Create and modify property reports

Dates: 20 February 5 March, 20 May, 15 July,
17 September, 4 November

Duration: one day

1.6 Microsoft Publisher: comprehensive

This course trains participants in agating business-based
publications such as RByers and newsletters.

Target group: staff and HDR students

Topics cover ed:

¥ Objects and frames

¥ Text styles and layout

¥ Performing a mail merge

¥ Creating stationery

Dates: 30 April, 22 October

Duration: one day

1.7 Microsoft Project: introduction

This course trains participants using this management tool
to debne, schedule, budget and track pojects.

Target group: Project managers or those involved in
project scheduling

Topics cover ed:

¥ The essentials of project management
¥ Tasks and task relationships

¥ Constraints and deadlines

¥ Allocating and monitoring resources

¥ Tracking progress

Dates: 22 and 31 January 10 and 17 April, 19 and
26 August

Duration: two days

1.8 Microsoft Outlook: introduction

This course is designed to assist participants in managing
their QUT email using Outlook functionality

Target group: staff and HDR students

Topics cover ed:

¥ Basic customisation

¥ Creating and using contacts and distribution lists
¥ Creating rules

¥ Organising and bnding messages

¥ Using message templates

Dates: 30 January, 8 April, 21 May 2 July, 6 August,
16 September, 21 October, 2 December

Duration: one day
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2. Online IT training

www .its.qut.edu.aul/training/onlinetrain

Staff can access fiee online IT training in popular PC
applications such as Word, Excel, Access, Ppject, Outlook
and PowerPoint.

Teach Me contains interactive tutorials and online manuals
for over 1000 activities including MS OfPce and Adobe
applications.

ICT Skills Benchmark is for anyone who wishes to certify
their computer skills accoding to an Australian industry
standard in a range of coe competencies.

Watsonia Manuals & Exer cise Files are a collection of
manuals and execise bles that can be downloaded to
support self-paced, of8ine leaning.

3. High Performance
Computing and Research
Support Group

The High Performance Computing (HPC) and Reseeh
Support Group collaborate with esearchers in using
advanced technologies and eReseath methods. The gioup
provides a variety of esearch services including individual
consultancy and workshops in a range of statistical
programs and methods, to help esearchers make use of
local, state and national esearch computing facilities.

For more informationwww .its.qut.edu.au/hpc

Target group: researchers and research groups

Topics cover ed:

¥ Matlab

¥ Data visualisation

¥ Optimising and parallelising code
¥ How to use HPC facilities

Dates: provided upon request; please contact HPC
(qut.itshpc@qut.edu.au ) to arrange a session



Safety and risk management

Health and Safety Advisory Services, Human Resources

Health and Safety Advisory Services mvides advice and support to the University community to ensir
the health and safety of stafi students and others, as well as ensuring compliance withelevant legislation
and University health and safety policies. This is an advisory unit with a@g training focus.

For more informationwww .hrd.qut.edu.au/healthsafety/training/

Registrationhttps://qutvirtual.qut.edu.au

1. Computer safety

Computer safety training is povided to enable staf to
acquire the skills and knowledge enabling them to make
their own practices safe and povide advice and assistance
to other staff in their work aea. Please diect enquiries

to Christine Hounslow Senior Health and Safety Advisor
(phone 3138 9272 | emailc.hounslow@qut.edu.au ).

Target group: all staf, particularly supervisors and
commencing staff

Topics cover ed:

¥ Correctly setting up your workstation

¥ Modifying your laptop or home-based computer
environment

¥ Manual handling tasks for the offce-based worker
Dates: twice a month

Duration: 1hr 30mins

2. Manual tasks/back care

Manual handling and back cae training is a short course
that focuses on the importance and elevance of potecting
the structures of the back. Please diect enquiries to
Christine Hounslow Senior Health and Safety Advisor
(phone 3138 9272 | emailc.hounslow@qut.edu.au ).

Target group: staff not considered to be ofpce-based
workers and staf who are required to perform load handling
and or repetitive manual handling tasks as part of their job
Topics cover ed:

¥ Techniques to lift, push, pull and carry objects

¥ Assessment of the task and load to be moved

¥ Basic anatomy and structures of the back

¥ Posture

Dates: February May, July, October, December

Duration: 1hr 30mins

(login to StafConnect)

3. Operating in high-risk
environments

3.1 Introduction to biosafety

This workshop presents how to manage health and safety
risks when dealing with pathogenic, gene technology
related and quarantine material in laboratory and other
envionments.

Target group: new staff and HDR students in Science,
Engineering and Health faculties

Topics cover ed:

¥ State and federal legislation

¥ Risk group classikcation

¥ Biocontainment

¥ QUT biosafety procedures
Date: March

Duration: 2hrs

3.2 Biosafety assurance at QUT

This workshop outlines the application equirements for
approval through the QUT Institutional Biosafety Committee
to carry out risk management pocesses in oder to comply
with a range of state and federal legislativeequirements.

Target group: new staff and HDR students in Science,
Engineering and Health faculties

Topics cover ed:

¥ Biosafety demnition

¥ Application Rowchart

¥ Biosafety notikcation form

¥ Biosafety risk assessment
Date: May

Duration: 1hr 30mins
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3.3 Biosecurity: bioterrorism in Australia

This workshop intoduces participants to QUT€response
to Commonwealth and state initiatives to ensiwg biosecurity
and combat any terorist threat.

Target group: senior staf and supervisors fom
organisational aeas where security sensitive material is
used, stored and/or disposed

Topics cover ed:

¥ Select agent list

¥ Registration of laboratories

¥ Biosafety

¥ Biosecurity
Date: November

Duration: 1hr 30mins

3.4 Drugs and poisons at QUT

This workshop intioduces participants to the legislative
and operational equirements when dealing with scheduled
drugs and poisons in laboratoryclinical and animal house
envionments.

Target group: new staff and HDR students in esearch
institutes and Science, Engineering and Health faculties
Topics cover ed:

¥ Schedule of drugs

¥ QUT authorities issued by Queensland Health

¥ Risk assessment

¥ Drug storage and use
Date: April

Duration: 1hr 30mins

3.5 Chemical register

This workshop trains participants in managing various
dangerous goods classes and povides additional
information on Security Sensitive Ammonium Nitrate
(SSAN).

Target group: new staff and HDR students involved in the
use of high-risk chemicals

Topics cover ed:

¥ Legislative background

¥ Classes of chemicals

¥ Security sensitive materials

¥ QUT compliance requirements
Date: August

Duration: 1hr 30mins

3.6 Chemical manifest review

This workshop outlines QU¥esponse to Queensland
Emergency Services equirements for the management of
high-risk chemicals. It also outlines initiatives for the futer
processing of information elating to the storage of such
chemicals.

Target group: staff involved in the eturn of chemical
storage data

Topics cover ed:

¥ Legislative background

¥ Manifest structure

¥ Storage requirements

¥ Manifest methodology
Date: September

Duration: 1hr



3.7 Chemical compliance issues

This workshop provides participants with an overview of
the issues that need to be consideed when dealing with
chemical materials.

Target group: staff and HDR students who use chemicals

Topics cover ed:

¥ Legislation and guidelines for chemical storage, use
and jurisdiction over various classes of dangerous
goods

¥ How to deal with a chemical spill
¥ Requirements for chemical registers, and manifests and
the use of high-risk chemicals

Dates: March, June

Duration: 1hr 30mins

3.8 Radiation safety 1

This workshop provides participants with an understanding
of Commonwealth and Queensland legislation applying

to the use of radiation material and how this décts
research practices.

Target group: staff and HDR students using radiation
material in laboratory or extemal envionments

Topics cover ed:

¥ State and federal legislation

¥ Radiation safety and protection plans (RSPP)

¥ QUT radiation safety structure

¥ Working safely with radiation material
Date: February

Duration: 2hrs

3.9 Radiation safety 2

This workshop provides practical experience in monitoring
radiation practices.

Target group: staff and HDR students using radiation
material in laboratory or extemal envionments

Topics cover ed:

¥ Radiation work at QUT

¥ Safe handling of radioisotopes

¥ Storage and use of radiation material

¥ How to handle a radiation spill
Date: September

Duration: 3hrs

3.10 Australian Quarantine Inspection
Services (AQIS)

This workshop outlines equirements related to the use of
guarantine material that both the University and individuals
must comply with.

Target group: staff and HDR students using quarantine
material in Quarantine Appoved Premises (QAPS)
Topics cover ed:

¥ Legislative requirements

¥ Quarantine Approved Premises

¥ Handling quarantine material

¥ Disposal of quarantine material
Date: May

Duration: 1hr 30mins
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Equity at QUT

Equity Section

Equity Section povides a range of modules to:

¥ increase equity awaeness and impiove skills for implementing equity

¥ increase awaeness of Indigenous issues and commitment toeconciliation

¥ increase awaeness of and espect for cultural diversity

¥ promote career planning, development opportunities and skills for women.

The program is designed to complement other training and development érings, such as the Human
Resources staff development program, Women in Leadership, and €aching and Leaning Support
Services (RLSS) pograms. Equity Section povides related resources and will negotiate the delivery of
specibc pograms to faculties and divisions. Please contact us atquityenq@qut.edu.au.

For more informationwww .equity .qut.edu.au/pr ograms/forstaf f/trainingdev

Registrationwww .equity .qut.edu.au/pr ograms/forstaf f/trainingdev/r egistration.jsp#email

1. Equity awareness and skills
development

These modules build equity awaeness, and promote skills
development for implementing equityknowledge of rights
and responsibilities, elated policies and ppgrams, and
understanding of student support measues.

1.1 EO Online: fair play on campus

EO Online is a self-paced, online equal opportunity training
program for higher education employees. It contains

many real-life examples and employs interactive leaing
techniques. EO Online is updated annually and is a
prerequisite for some other ppgrams.

Target group: all staf (Module 1), including supervisors/
managers (Module 2)
Topics cover ed:

¥ Dealing with and preventing discrimination and
harassment in the workplace

¥ Dealing with grievances
¥ [Equity policies, issues and strategies
¥ Your legal rights and responsibilities to achieve a

discrimination and harassment free campus

Dates: accessible online all year; exteral access available
for QUT staf

Duration: 45mins each (apppox)

1.2 Equity at QUT: policies and support
programs

This program is designed to incease awaeness of staf

and student equity policies, ppgrams and services. Please
note that completion of OEO Online: fair play on campusO is
a prerequisite.

Target group: academic, professional and esearch staff,
including supervisors and managers
Topics cover ed:

¥ How equal opportunity and anti-discrimination
legislation inform QUT® policies, programs
and services

¥ QUT® equity-related policies and complaints
procedures

¥ QUT Equity programs and services

¥ Locating resources and assistance relevant to
equity rights and responsibilities of students, staff,
supervisors, and/or managers

Dates: refer to website for upcoming session details

Duration: 2hrs



1.3 Grievance resolution

This program includes pesentations fom Equity Section,
Human Resouces, and the Ombudsman®Ofbce to
introduce supervisors/managers to the policy and
procedures for resolving grievances, and theirales and
responsibilities in the grievanceesolution framework.
Please note that completion of OEO Online: fair play on
campusQ is a @requisite.

Target group: supervisors and managers at all levels

Topics cover ed:
¥ Policy and procedures
¥ Roles and responsibilities in the resolution of grievances

¥ How legislation and QUT® policies might apply to
various scenarios

¥ Where/when to seek assistance
Dates: refer to website for upcoming session details

Duration: 2hrs

1.4 Supporting students with a disability

This program aims to incease staf awareness of the
services piovided for students with disabilities and the
associated wles and responsibilities of staf.

Target group: academic, professional and esearch

staff, particularly those in positions involving contact with
students

Topics cover ed:

¥ The relevant legal framework

¥ The role of Disability Advisers and various support
services

¥ The role of staff in supporting students with disabilities
Dates: refer to website for upcoming session details

Duration: 1 hr 30mins

1.5 Understanding student poverty

This program aims to inclease staf awareness of
the services povided for students fom low-income
backgrounds.

Target group: academic, professional and esearch
staff, particularly those in positions involving contact with
students from low-income backgrounds

Topics cover ed:

¥ |ssues of student poverty and ways can assist students
living in poverty

¥ Services and initiatives to assist low-income students at
QUT

¥ The impact of government policy on student poverty

¥ Experiences of faculty strategies and initiatives
Dates: refer to website for upcoming session details

Duration: 2hrs

2. Reconciliation and cultural
diversity

These modules build awaeness of Indigenous issues and
commitment to reconciliation, and incease awaeness of
and respect for cultural diversity

2.1 Implementing reconciliation at QUT:
recruitment and retention of Indigenous
staff and students

This program is designed to impiove knowledge
and understanding of econciliation, and to incease
commitment to the process.

Target group: academic, professional and esearch staff

Topics cover ed:
¥ Indigenous issues
¥ What reconciliation means

¥ |dentifying what can be done to contribute to the
reconciliation process at QUT

Dates: refer to website for upcoming session details

Duration: 2hrs
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2.2 Introduction to cultural diversity

This program is designed to incease staf awareness of
cultural diversity issues and to in@ase respect for diversity

Target group: academic, professional and esearch staff

Topics cover ed:

¥ Cultural diversity issues, in particular as they relate to
QUT

¥ How culture shapes attitudes, values and behaviours in
professional and personal contexts

Dates: refer to website for upcoming session details

Duration: 3hrs

3. Assertiveness at work
for women

This program is designed to povide female staf with
the appropriate skills, strategies and conbdence to
communicate assertively in the workplace.

Target group: academic, professional and esearch staff

Topics cover ed:

¥ Social and cultural infuences that shape
communication and behavioural expectations

¥ Skills in expressing self clearly and assertively

¥ Strategies and skills for handling aggressive behaviour
and non-assertive behaviour

Dates: refer to website for upcoming session details

Duration: 3hrs
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