Professional Learning and Events Calendar Protocols
ACT Education and Training Directorate
Introduction

The Professional Learning and Events Calendar (PLEC) forms part of an overall Education and Training Directorate communication strategy for keeping employees informed of system level events, training opportunities, initiatives and policies. The PLEC has functions for enrolling online and for online event management. It is the Directorate’s preferred channel for these processes.

The PLEC is integral to:

· potential participants finding out about professional learning events

· information on events being coordinated and easily accessible as a central online facility

· processing of program enrolments, using an automated system

· scheduling of major meetings and workshops

· providing reliable reporting data for purposes such as the annual report.

Protocols

1. All professional learning events offered by the Education and Training Directorate (ETD) must be listed on the PLEC by the event organiser.
2. Major Directorate meetings of system level significance should be listed on the PLEC by organisers to reduce the risk of clashes in commitments.

3. Only ETD hosted or co-sponsored events can be listed on the PLEC with an online enrolment function.
4. Events organised by external organisations that have strategic partnerships with ETD and major professional learning events such as national conferences may have an event listing but not online enrolment. The Professional Learning Section will determine the appropriateness of external events for inclusion in the PLEC. 

5. Events can only be entered on the PLEC by ETD employees. Enrolments cannot commence and the event is not visible on the PLEC until the Professional Learning Section receives the approval of the relevant director, who takes into account:

a) ETD professional learning and training priorities
b) anticipated benefits in professional learning for the nominated target audience

c) event scheduling and effect on other events and school operations.
6. The PLEC (http://plec.ed.act.edu.au/eventsmenu.aspx) can be accessed through the home page of the ETD index Employee Intranet and through the ETD website at http://www.det.act.gov.au/teaching_and_learning/professional_learning.

7. On completion of all professional learning events, both internal events and external events involving the Directorate as a strategic partner, managers of those events should update attendance data to the PLEC record on the basis of sign-on sheets.

8. There are to be no fees charged to participants for meetings or mandatory workshops. For other professional learning events, organisers should refer to the current schedule of fees.
9. Selected professional learning events may be listed on What’s New at the discretion of Online Systems and Professional Learning Section independently of the RSS feed.
10. Any changes in the operation of the PLEC will be published in the guides, available on the PLEC home page.

Professional Learning and Events Calendar Protocols V12.doc

