[bookmark: _GoBack]PD Fund Application Review


Individual/Organization: ___________________________________

Review Date : _________________________________

	PRE-REVIEW CHECKLIST

	
	Yes
	No
	Comments

	Are they eligible to apply?
	
	
	

	Are the activities considered eligible?
	
	
	

	Are there PD funds available?
	
	
	

	Is the request within the allowable timeframe and budget?
	
	
	

	Individual application – Is the application accompanied by a supporting email or signature from a direct supervisor?
	
	
	

	Is the PD offered, or will be offered by AED?
	
	
	

	Additional Comments:

	POST-REVIEW CHECKLIST

	Summary report outlining a brief overview of the activity and the achieved results from goals and objectives of the PD activity.
	
	
	

	Documentation attesting to PD completion (certificate, or official correspondence).
	
	
	

	Original copies of expense receipts and a completed expense claim form submitted within 30 days of the approved PD.
	
	
	

	If applicable or requested, a detailed knowledge-sharing plan, including what/where/how the knowledge and skills gained from this PD will be shared.
	
	
	

	Additional Comments:





PD Fund Application Review Rubric

	A. Quality of the application with respect to eligibility criteria:
	Strongly Disagree
1
	Disagree

2
	Neutral/
Satisfactory
3
	Agree

4
	Strongly
Agree
5

	The PD aligns with the NSSAL mandate and contributes to the continuous improvement of the NSSAL service delivery system
	
	
	
	
	

	The PD is directly related to the applicant’s responsibilities and position in the NSSAL system
	
	
	
	
	

	The requested funding is reasonable in relation to the PD
	
	
	
	
	

	The individual/organization has not received previous funding
	
	
	
	
	

	The PD will benefit the NSSAL service delivery system

	
	
	
	
	

	A. Total
	
	
	
	
	

	B. Evaluation:
	Poor
1
	Fair
2
	Satisfactory
3
	Good
4
	Excellent
5

	Relevance
	
	
	
	
	

	Clarity
	
	
	
	
	

	Innovation
	
	
	
	
	

	Purpose
	
	
	
	
	

	Presenter/Provider
	
	
	
	
	

	Implementation
	
	
	
	
	

	B. Total
	
	
	
	
	

	A + B
	
	
	
	
	

	Total Score (minimum must be 33/55 (60%) or above)
	/55



Recommended: _________________________________
Not Recommended: _____________________________
Comments:



Decision Shared With: ____________________________ 
Date: __________________________________________
	Evaluation criteria
	Poor
1
	Fair
2
	Satisfactory
3
	Good
4
	Excellent
5

	Relevance
Currency and importance of PD to the NSSAL service delivery system.
	The PD is not current or lacks importance to the NSSAL service delivery system. It is not a session worth attending.
	The PD is vaguely related to the NSSAL service delivery system, not current, or unimportant to the potential audience or the NSSAL service delivery system.  It is probably not a session worth attending.
	The PD may not be current or ground-breaking but is relevant to the NSSAL service delivery system. It might be a session worth attending.
	The PD is current and important to the NSSAL service delivery system. It is probably a session worth attending.
	The PD is cutting-edge, relevant, ground-breaking, or significant to the NSSAL service delivery system. It is definitely a session worth attending.

	Clarity
Clarity of the description of the PD
	The way in which the PD is described indicates that the PD may be poor.  More information is needed.
	The way in which the PD is described suggests that the quality of the PD may be weak.

	The description of the PD is not adequately written but indicates that the PD may be good for the audience.
	The description is clearly written and suggests that the quality of the PD will be good.
	The description is well written and indicates that the PD will be of professional quality.

	Innovation: 
New ideas, methods, and/or approaches; new knowledge and has the potential to contribute to the NSSAL service delivery system
	The PD doesn’t introduce new ideas, methods, and/or approaches that promote new knowledge and doesn’t have the potential to contribute to the NSSAL service delivery system.
	The PD may introduce new ideas, methods, and/or approaches that promote new knowledge but doesn’t have the potential to contribute to the NSSAL service delivery system.
	The PD introduces some new ideas, methods, and/or approaches that promote new knowledge and has the potential to contribute to the NSSAL service delivery system.
	The PD introduces new ideas, methods, and/or approaches that promote new knowledge and has the potential to contribute to the NSSAL service delivery system.
	The PD introduces new ideas, methods, and/or approaches that promote new knowledge and will contribute to the NSSAL service delivery system.

	Purpose
Participant Outcomes
	The application is inappropriate, and/or the objectives are not stated, implied, or clear.
	The application may be appropriate; however, the objectives and participant outcomes are too general or broad to be achievable.
	The application is generally appropriate. The objectives and participant outcomes are stated or implied but may not be focused enough to guide the PD.
	The application is appropriate. The objectives and participant outcomes are clear from the title and/or content (stated or implied), and it is clear how they will guide the PD.


	The objectives and participant outcomes are clear from the title and content (stated or implied). Readers can envision what will be learned in the session. It contains specifics that make the reader want to learn more.

	Presenter/Provider
Experience, subject matter expertise, certified/qualified professional, and/or held at recognized institution





	The presenter has no experience, subject matter expertise, certifications / qualifications, and the PD will not be held at a recognized institution.

	The presenter has little experience, subject matter expertise, certifications / qualifications, and the PD will not be held at a recognized institution.

	The presenter has some experience, subject matter expertise, certifications / qualifications, and the PD will be held at a recognized institution.


	The presenter has appropriate experience, subject matter expertise, certifications / qualifications, and the PD will be held at a recognized institution.


	The presenter has excellent experience, subject matter expertise, certifications / qualifications, and the PD will be held at a recognized institution.






	Implementation
Immediate benefit to the NSSAL service delivery system
	The PD does not have an immediate benefit to the NSSAL service delivery system and will not contribute to improved instructional or administrative practices. 
	The PD does not have an immediate benefit to the NSSAL service delivery system but may contribute to improved instructional or administrative practices. 

	The PD may have an immediate benefit to the NSSAL service delivery system and may contribute to improved instructional or administrative practices.

 

	The PD has an immediate benefit to the NSSAL service delivery system and may contribute to improved instructional or administrative practices.

	The PD has an immediate benefit to the NSSAL service delivery system and will contribute to improved instructional or administrative practices.


	TOTAL SCORE =       /30
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