PROVIDER ADMINISTRATIVE REQUIREMENTS

2005-2007 TRIENNIUM
In addition to meeting education criteria, Providers have a number of QA&CPD Program administrative requirements to meet as part of the approval and point allocation process. 

· A record of participation must be given to each individual GP.
Providers must give each GP a record of their participation in the education activity within one month of the activity being held.  

The certificate must include: (A sample certificate is enclosed for guidance)

· the GP’s name

· the GP’s QA&CPD reference number

· the activity title

· the activity number 

· the date of the activity or date of completion

· the number of points allocated to the activity

· Please also indicate if the activity has been approved for Procedural Skills training grants and / or points in a specific topic area

It is important that individual GP’s have a record of their participation, incase discrepancies occur regarding their RACGP attendance and point allocation records.  

Please note that the QA&CPD Unit does not require copies of the certificates you issue to participants

· A list of all GPs who attend the education activity must be provided to the QA&CPD Unit.

An attendance list of all GP participants in the education activity must be submitted to the QA&CPD Program within one month of the activity being held. The attendance list must include:

· the activity number

· the GP’s QA&CPD reference number

· the GP’s surname

· the number of points allocated to each GP  

· the activity date 

· Procedural Skills Training Grant -  Indicate “Y” for ‘yes’ if GPs wish to claim Commonwealth Government Procedural skills training grants for participation in this activity (if applicable) Please note that this field has a default of  ‘no’ unless otherwise indicated as ‘Y’

In the 2005-2007 triennium GP attendance lists must be submitted to the QA&CPD Program electronically using the correct format. This allows the QA&CPD Program to automatically upload point allocations to GP records, eliminating the possibility of ‘human error’ associated with a manual data entry system and ensures an expedient and efficient service. 

Providers who do not submit attendance lists correctly and who do not provide sufficient details about the activity, or participating GPs (particularly QA&CPD Program reference numbers), will have attendance lists returned with a request to re-submit.

A copy of the file format (including instructions) is enclosed. Please contact your state QA&CPD unit if you experience difficulty meeting these requirements.

*  Commonwealth Government Procedural skills training grants for Rural and Remote Procedural GPs
The Commonwealth government is offering rural and remote procedural GPs (practicing in areas classified RRAMA 3-7) who practice major Obstetrics, Anaesthetics and Surgery – and locums who offer these services in rural and remote locations – a grant of $1500 per day for up to 10 days a year to assist them in accessing skills maintenance and up-skilling in their procedural disciplines. 

To access this funding, GPs need to: 

· Register for the program 

· Indicate ‘Y’ in the Procedural Skills Training’ field when they register at a relevant education activity  

The RACGP will: 
· Process registrations to ensure GPs are eligible for the funding

· Automatically forward GP claims to the HIC where they have indicated they want to claim the grant through participation in relevant activities (only applicable where the activity meets the criteria and has been approved as a procedural skills training activity) 
Evaluation Report Guidelines for CPD 

An evaluation report must be provided to the QA&CPD Unit.

A report summarising the results of participants’ evaluation of the activity should also be sent within one month of the completed activity (preferably accompanying the attendance list. It is important the evaluations of CPD are analysed and reflected upon. Providers should consider the effectiveness of their activities with a view to improvement.  In addition, the QA&CPD program needs feedback to assess the impact and effectiveness of the Program.  All educational providers are therefore required to supply a brief report of their evaluation method(s) and findings. 

The report should include:

· What was evaluated :

the degree to which the learning objectives of the provider and/or participants were met

perceived or demonstrated changes in participants’ knowledge, skills or attitudes

perceived or demonstrated changes in participants’ clinical performance

changes in patient outcomes

· How this was measured :

Questionnaires. Audits. Structured group discussions. Direct observation. Self-reporting. Other.

· When the evaluation was done and the response rate achieved

· A summary of the main findings of the evaluation

· The decisions made by the provider as a result of the evaluation and how future   activities could be  improved

· How the evaluation itself could be improved for the future.

If more time is required, please contact your QA&CPD Unit to arrange an extension. Reports for enduring or repeated activities may summarise several events and can be sent at intervals negotiated by the QA&CPD Unit.
Attendance List Field Explanation
Activity Title – The title of the education activity for the attendance list (as per adjudication/points approval letter).

Location – The location and the postcode of the education activity venue.  If the education activity is an open access activity, enter the location as: either  - distance education, online leaning, CD-ROM, Video, Journal Program or Satellite Broadcast. 

Activity Number – The unique RACGP reference number allocated to the education activity (This number is shown on your adjudication/points approval letter).

GPs QA&CPD Reference Number – Each GP has a unique RACGP QA&CPD Reference Number. This MUST be included on the attendance list to ensure the GP receives point allocations. The onus is on the Provider to ensure they receive the correct reference number from GPs at the time they attend the activity   
Last Name  - The GPs family name

Total Points  - The total number of points each GP is to receive for participation in the education activity.

Date of Activity – The date that the education activity was held or completed 

Format the date as: DD-MMM-YYYY e.g.: 12-Oct-2005 

· If the education activity is run over more then one date 

Include the last date in the date of activity column
(e.g. a weekend conference run on 4 and 5 October 2005, enter as 5-Oct-2005)

· If the education activity is a Clinical Audit  
Include the year of GP completion by including the date as 31-Dec-YYYY in the date of activity column.

· The activity date on the attendance list must match with the date placed on the GPs individual certificate of attendance
Procedural Skills Training grant – “Y” if the GP wishes to claim this grant through participation in approved activities. Please note the field will default to ‘no’ if ‘Y’ is not indicated.

(Please refer to the format examples on following pages)

ATTENDANCE LIST FORMAT

File Type Submission
Attendance lists MUST be submitted to the RACGP, QA&CPD Program in a Microsoft Excel .xls file or a .csv file. 

The subject of the email should include the Activity Number, Date of Activity and Location (eg. 444444_4 June 2005_Sydney Harbour NSW 2000)

File Format
Attendance lists MUST be submitted to the RACGP, QA&CPD Program in the following layout
The file must only contain:

First Row, First Column – The activity title  

First Row, Second Column –Where the activity was held, MUST include the postcode 
Second Row – Leave Blank
Third Row onwards the file must contain 

-     First Column  - The activity number
· Second Column  - The GPs RACGP QA&CPD reference number 

· Third Column – The GPs last name 

· Fourth Column – The total number of points allocated to each GP   

· Fifth Column – The date of activity 

· Sixth Column – “Y” if the GP wishes to claim the Procedural Skills Training grant through participation in this activity (only relevant if the activity meets the criteria and is approved as a procedural skills training activity)

· DO NOT include field headings / titles

· DO NOT alter this format or include any other additional information in the file. 

· DO NOT include multiple tabs; please use separate spreadsheet files if more than one list. 

· All fields are mandatory

Sample Attendance Certificate 

(Suggested paper size is A4 or A5) 

This is to certify that:

GP'S FULL NAME
(GPs QA&CPD Reference Number) 

Attended the 

ACTIVITY TITLE

ACTIVITY NUMBER

held by

PROVIDER NAME

On 

DATE/S

	Allocated ……. (Category 1/Category 2) points in

the RACGP QA & CPD Program for the 2005-2007 triennium

(Indicate if the activity has been approved for Procedural Skills Training Grants and/or a specific topic area)


Format Example One: Data Field Layout
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Format Example Two: Data Field Layout (with example data)
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The pages of this document may be reproduced for RACGP QA&CPD Program purposes. Otherwise, no part of this document may be reproduced without the written permission of the RACGP.  
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