Draft Pro forma

For Development of Your Health Service’s Own Policy

(Insert Health Service Name Here)
 Conferences, Workshops and Similar Events

1. ...HS is involved is involved in many organisations and coalitions that hold conferences, forums, workshops and other similar events.  Managing and prioritising which of these should be attended by ....HS representatives is an important process to ensure that board members, staff time and ....HS limited financial resources are best utilised.  

2. Attendance at such events provides .....HS with an important opportunity to meet with other health service providers, be updated on health service policy, discuss health service initiatives, as well as providing a valuable process for enhancing board members and staff’s understandings of issues and the development of skills.

3. Criteria for assessing attendance:

· The event is being organised by an affiliate body eg AMSANT or a local community organisation. 

· The event is related to key policy areas of Primary Health Care or Indigenous Health Policy.

· Where participation by designated individuals would substantially develop their skills and thus have a flow on benefit to ....HS, involvement in the event should be considered in accordance with the Board orientation and/or Staff Training and Development Plan.
4. Regular, relevant and important conferences, forums, workshops include 

· AMSANT meetings/health summits.

· CARPA conferences. 

· NACCHO conferences.

· Public Health Association Australia (PHAA).

5. Papers and presentations: 
· All abstracts, papers are to be presented to and approved by the board prior to presentation.

· All papers and presentations to be listed in ......HS Annual Report.

6. Leave and Financial Support

· Health service staff  are entitled to ten working days study leave, and staff may use this leave to attend a conference on full pay. 

· Where other agencies provide financial support to staff for training, this should be used first. For example, the GPPHCNT provides specific financial support to enable doctors to access ongoing medical education.

Procedure – Board involvement

7. ......HS informed of conference, forum Workshop or other similar event.

8. Administrator checks financial ability to attend and presents to Board for consideration

9. Board determines level of participation

Procedure – Staff involvement

10. Staff submit a proposal to the Board that includes:

· details of the conference

· cost to be borne by the health service and 

· the conference’s relevance to the health service.

11. If a paper is to be submitted about any aspect of the health service or the local community, the Board must first approve both participation and the content.

12. If Board approval given, negotiate with health service staff the continuity of work responsibilities during the absence.

13. On return, the staff member present a report on the conference to the health service.

14. Final paper is to be kept on ......HS electronic record

