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UWS Learning and Teaching Action Plan Projects

LTAP Project Completion Report 
Guidelines

· The Project Leader is responsible for completing the report.

· Complete Sections 1 and 3 and, where appropriate, Section 2.

· Address each of the points listed (1-20).

· Completed reports and any supporting documentation (eg. Learning Guides) should be emailed as a Word document to Cherri Bracken c.bracken@uws.edu.au.

· All reports will be tabled at the LTAP Steering Committee and may be used as evidence to substantiate the implementation of the Learning and Teaching Plan. 

· In order to maintain a transparent process within the university community reports will also be uploaded to the UWS website.

· Exemplar projects will be showcased in the QILT site.

· Further information can be obtained from Cherri Bracken on 02 9678 7853.
___________________________________
SECTION 1:  EXECUTIVE SUMMARY


The Executive Summary should be no more than 3 pages in length (form default font is Arial, 11pt).  
	1.
Project ID no.:
     
[maximum 8 characters]


2.
LTAP implementation strategy code/s the project addressed (i.e FB12 + EL8)
      [maximum 12 characters]
3.
Project title:
     
[maximum 25 words]
4.
Project leader/s:
a)      
b)      
c)       [maximum 4 words each]
5.
Project team members:
a)      
b)      
c)       [maximum 4 words each]

d)      

e)      
f)      

6.
College/School/ Unit:
      [maximum 10 words]
7.
Approved budget:
$      [maximum 12 characters]

8.
Funds unspent (to be returned to the LTAP central funds):   $      [maximum 8 characters]


9.
Project end-date (as originally approved):
      [mm/yyyy - maximum 6 characters]
10.
Did the project require an extension of time to complete?
 FORMCHECKBOX 
Yes

 FORMCHECKBOX 
No

11.
If Yes, how much?
    weeks
    months

12. 
Report submitted by:        [maximum 22 words]
[ Name and contact phone number ]
13.
Date completion report submitted:
     
[dd/mm/yyyy - maximum 8 characters]


	

	14.
Project aims:


As stated in original application.

      [maximum 45 words]
15a.
Actual outcomes achieved:

Briefly describe the key project outcomes (both planned and unplanned). Indicate why the project

is / was / will be useful.  Provide evidence of any improvement/s to learning and teaching at the


University resulting from this project.
      [maximum 60 words]

15b.
Self assessment against possible specified outcomes:

Question 15b.  will be removed prior to posting report on the UWS website


Indicate to what degree each of the following have been addressed by giving each item a score as 
indicated below.  It is understood that not all outcomes will have necessarily been considered by every 
project.




0 – not at all





1 – minimally





2 – satisfactorily





3 – more than satisfactorily





4 – exceptionally well


	Criteria
	To what degree has this item been addressed?
(please insert score between 0 and 4)

	1.
	Student satisfaction results
	

	2.
	Staff awareness and responsiveness within the School / Unit
	

	3.
	Staff awareness and responsiveness outside the School / Unit
	

	3.
	Take-up in another program
	

	4.
	Refereed articles produced
	

	5.
	Successful HREC applications
	

	6.
	Conference papers presented
	

	7.
	Abstracts accepted
	

	8.
	Presentations – within the University
	

	9.
	Presentations – outside the University
	

	10.
	Carrick grants put up or won
	

	11.
	Subsequent research or projects related directly to this project
	

	12.
	Other scholarly outcomes
	

	13.
	Substantial evidence of scholarship / literature reviews / development of a position or theory etc?
	

	14.
	Are the literature reviews evidenced?
	

	15.
	Is there sufficient scholarship underpinning the reasons for decisions made?
	

	16.
	Have you achieved what you set out to achieve?
	

	17.
	Overall impact on learning and teaching at UWS (eg. Changes to unit templates, policy, teaching methods, learning guides etc)
	

	Comments
Where appropriate, comment on the above scores.
      [maximum 50 words]


	16.
Evaluation of the project 

Briefly describe evaluation undertaken.  If your project has not yet been fully implemented, please discuss evaluation methods used and whether human ethics was received etc.
      [maximum 100 words]


17.
Scalability of the project:
Briefly describe how the project has been scaled up or applied in other contexts within the university and what future plans exist for scaling up the project.
      [maximum 70 words]
18.
Sustainability of project:
Briefly describe key mechanisms put in place in order to sustain the project outcomes. 

      [maximum 70 words]
19.
Project implementation issues:
List the main issues (including unanticipated problems, new directions etc) and comment on how they were addressed. 

      [maximum 100 words]
20.
Dissemination of project outcomes:
How will the team disseminate the knowledge gained as a result of undertaking this project?  Include the titles of internal publications, manuscripts in preparation or review, publications in  journals and or presentations/seminars/demonstrations.   
      [maximum 100 words]
21.
Other comments 

Recommendations for improvement/s and/or further work.
      [maximum 100 words]



SECTION 2:  DETAILED REPORT, RELATED DOCUMENTS AND MEDIA
	 Provide full details of the project and its outcomes, including any analysis and supporting documentation such as published articles, screenshots of hubsites, learning guides, photos of field trips, conference papers etc.  Please also forward any other items, for example DVD’s, together with your Final Report. 
(form default font for detailed reports is Arial, 11pt).



CONFIDENTIAL
This section will be removed prior to posting report on the UWS website
Please add any confidential comments here. 

SECTION 3:  ENDORSEMENTS
This section will be removed prior to posting report on the UWS website
For all projects:

This section to be completed by the College Teaching Fellow or the Pro Vice Chancellor (Learning and Teaching)

The above report is suitable for inclusion on the LTAP webpage.  It makes clear the project aims, process adopted, achievement (or not) of outcomes, reasons for decisions made during the course of the project and provides evidence of having achieved several usable outcomes.    Yes / No* 

Name and Position:






Date:

* Please delete incorrect response.  If “No”,  please liaise with the Project Leader in fine-tuning their Final Report before forwarding the final version to Cherri Bracken (c.bracken@uws.edu.au) via email, together with relevant supporting documentation and preferably as a word document/s.  It is anticipated that revisions to Final Reports should take no longer than 2 - 3 weeks.
	For Round 2 Projects only (project numbers P7201 – P7283):

This section to be completed by the Head of School

The above report is in alignment with the project application as approved by the Head of School and, to the best of my knowledge, accurately reflects the work that has been done.  
I agree to the report being included on the LTAP webpage.    Yes / No* 

Name:








Date:

Comments (if appropriate):









1 / 4

