[image: image1.jpg]Teaching and
Learning Centre





Academic Departmental Awaydays: application form (2016/17 year)
	Department:
	

	Key contact(s) for the awayday:
	

	Proposed date: 
	

	Proposed time:
	

	Proposed venue:
	

	Key issues you plan to address: (please send us a copy of agenda/papers/actions arising as appropriate – this can be after the event):

	

	How many/what range of staff are you expecting to attend? 

	

	What support do you want from the Teaching and Learning Centre? – see below

	Accommodation guidance/funding (if you know your venue, give estimate of cost; if you’d like advice, let us know):
Catering (again, if you know costs, give estimate; if you’d like advice, let us know):
Facilitation (again, you may know who you want to facilitate the awayday and know their costs, or may want the Teaching and Learning Centre to advise):
Other resources (please specify):



	We expect all applications to be signed off by the Head of Department:

	Name: 

	Signed: 

	Date: 


Note: Generally, the Teaching and Learning Centre would expect departmental awaydays to come within a total budget of no more than £1000 for a medium sized department. If you need more than that, please be prepared to make some departmental contribution and ensure that you discuss plans with Dr Claire Gordon, Head of LSE Teaching and Learning Centre (email c.e.gordon@lse.ac.uk ) prior to making any arrangements. So long as there are only two or three basic invoices associated with the event, the Teaching and Learning Centre will pay for these directly. If there are more complicated transactions, then we may ask your departmental administration to handle this and we will arrange for an internal transfer of funds once all costs have been dealt with. 
Please return this completed form to Dr Claire Gordon, Head of LSE Teaching and Learning Centre, KSW5.01 or email c.e.gordon@lse.ac.uk.  
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