Step by Step Guide to Processing Familiarisation Training

Obtaining QA & CPD points for the Familiarisation Training (2 hours)
To complete the process for accrediting your GPs for the Familiarisation Training you will need to:
1. Provide to the RACGP and the GPMHSC the details of the GPs who complete the Familiarisation Training by either workshop, practice visit or the E – learning CD.

Attendance lists must be sent electronically to qacpd@racgp.org.au  &
 cc gpmhsc@racgp.org.au and include:

· date / venue of your workshop 
· activity number
· list of GP names and corresponding QA & CPD numbers and date of birth. 
Activity number 415396: Familiarisation Training Workshop /Practice Visit  
Activity number 472824: Familiarisation Training E–Learning CD 
2. Prepare an ADGP evaluation summary at the conclusion of your training and email or fax to adgpreception@adgp.com.au (fax: 02 6228 0899, phone: 02 6228 0800).
Workshops /Practice Visits: Send the evaluation summary only.
E-Learning CD: Please file the GP evaluation forms at your Division. Send an evaluation 

  summary if feedback from more than a few GPs.
3. Provide certificates to the GPs that complete the training as a record of their attendance. Familiarisation Training Certificates have been developed to assist you and are available on the ADGP Familiarisation Training website.
The Familiarisation Training Attendance List, Certificate and ADGP Evaluation Summary are all available on the ADGP Familiarisation Training website.
Evaluation of the Familiarisation Training

The 2 hour familiarisation training course allows 5 minutes in the program for evaluation. During this time you may wish to conduct a group discussion evaluation or alternatively you may wish to use the evaluation sheet available from the Familiarisation Training Web site.
Please send your evaluation form into ADGP as soon as possible.  The evaluation summaries form an important part of the QA &CDP process as well as providing ADGP with valuable information for program development.
