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	The following checklist and criteria have been established to assist staff making a PEP application.



	1. 
	Consult with Head of School as to the appropriateness and focus of your proposed program
	

	2. 
	The application must be in accord with and meet the requirements of Policy HR-9.2 ‘Professional Experience Program’
	

	3. 
	The dates of your last PEP must be stated on your application
	

	4. 
	The date you submitted your last PEP report to the Secretary of the PEP Committee, through the Head of School must be shown on the application.  (refer point 24 of PEP policy HR-9.2)
	

	5. 
	The application must include aims, objectives and expected outcomes of the proposed program.  The program must have definite dates
	

	6. 
	An application must include a detailed itinerary
	

	7. 
	Supporting documentation from organisations hosting an applicant, indicating their support and willingness to be involved with the program must be submitted at the time of lodging an application.  If it is considered to be too far in advance of the program to be given final approval of support, then at least approval in principle must be obtained
	

	8. 
	If the program being undertaken involves writing a book, then at least evidence of an expression of interest from a publisher is required at time of application
	

	9. 
	An application to undertake studies towards a PhD must be supported by evidence of candidature, or evidence of acceptance of proposed research towards the end
	

	10. 
	An abridged curriculum vitae of no more than two A4 pages to be attached
	

	11. 
	If your program incorporates the earning of additional income, over and above your normal salary, particular reference should be made to points 17, 18 and 19 of the policy
	

	12. 
	Funding allocated for travel and other expense will be paid as a reimbursement.  (refer to point 16 of the policy)
	

	13. 
	As per points 24 – 26 of Policy HR-9.2 a report is required for submission through the Head of School to the Division PEP Committee.  In addition to the report, the Division requires staff to either a) present a seminar to the Division/School or Research Centre, or b) prepare a short paper or summary report for distribution within the Division
	

	14. 
	The completed application must be lodged with Head of School no later than 28 April in the year prior to the program being undertaken
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