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The purpose of this procedure is to outline clinical governance processes related to education and training which is aligned with National Safety and Quality Health Service Standards.

Education is provided to all people who work within Canberra Health Services (CHS) to support the delivery of ‘Exceptional Care’ in partnership with the people we care for.

CHS is responsible to provide education and training, and monitor compliance with relevant health legislation, CHS and ACT Government policies, procedures and accreditation requirements across all health care services.

Education is developed in partnership with Territory healthcare and academic partners, along with healthcare consumers to ensure content supports positive staff-patient interactions, consistent approaches to shared care and decision making, and improvements to patient experiences and outcomes.
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This procedure applies to all CHS employees, agency staff, contractors, locums, medical officers, visiting medical officers and volunteers.

Out of Scope
This procedure does not cover studies assistance, if staff would like to apply for studies assistance please refer to the Studies Assistance Procedure, available on the Policy and Guidance Documents Register (https://actgovernment.sharepoint.com/sites/intranet-health/PPR/default.aspx).
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The Territory-wide Education and Training Framework (the Framework) is designed to enable a skilled and responsive workforce to provide consistent, exceptional services to the ACT and surrounding New South Wales community. By extension, the ACT seeks to be recognised as a centre of excellence by peers and the wider community. 



The following ideals underpinned the development of the Framework:
Learning Partnerships
High expectations and equity
Ongoing learning and reflective practice

Philosophies that informed the Framework included:
Staff working across CHS, ACT Heath Directorate and Calvary Public Hospital in the ACT would have access to consistent, evidenced-based education and training, including but not limited to specified mandatory employment training to safely and competently perform their role.
As appropriate, employees, volunteers, students, and others can access a dynamic and interactive vocational, role-based education and training program. They are using advanced digital technologies to identify the needs of a role and record and report activities undertaken to support Continual Professional Development (CPD) and career progression.
Programs such as leadership, management, cultural awareness, and resilience will be considered in the Framework to support and build capacity in the workforce.
The Framework will align with ACT Public Health workforce strategies to ensure staff are “job-ready” and can move across health services without duplicating education and training requirements.
The Framework will support novice to expert career pathways across all professional and vocational employee groups and promote standardisation to improve patient care outcomes.

Five guiding principles underpinned the Framework design. 
1. Collaborative educational partnerships.
2. A scaffolding structure allowing customisation within and across disciplines and employee groups.
3. Key modules owned and developed by each organisation, shared in partnership through effective governance and funding agreements if required. 
4. Training consistency from entry-level to experienced workforce across and between all disciplines and employee groups.
5. An IT system that is easy to access from various devices can upload presentation formats including video, eLearning and live streaming and which is customisable and easy to modify.

Education and Training is divided into five pillars of training (refer to the Framework at Attachment 1):
Employee Groups
Strategy, Culture and Leadership
Staff Wellbeing
Research and Service Improvement and 
Corporate, Safety and Sustainability.

A matrix for CHS sits behind the Framework and is segmented as follows:
Mandatory to Canberra Health Services
Requirement of the Professional Group
Requirement of the Role 
Career Pathways.

Groups that define relevant types of training that each employee is required to complete are divided into the following tiers:
All staff (training identified in this group is applicable for all employees at CHS)
Administration and Patient Support
Allied Health
Medicine
Nursing and Midwifery
Other indirect employee groups.
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Mandatory training forms one of the pillars of education and training within CHS and must be completed by all CHS employees. 

Mandatory training includes three components that inform mandatory education and training for all CHS employees:
1. Statutory/legislative requirements
2. A mandatory requirement for all staff of the National Safety & Quality Health Services Standards (NSQHSS)
3. An ACT Government or CHS policy directive.

The attached CHS Education and Training Matrix (Attachment 2) outlines the suite of training each group/role is required to complete.

One of the mandatory training requirements within the Education and Training Matrix (Attachment 2) is CHS orientation.  CHS orientation provides an outline of the roles and responsibilities for clinicians, and any other employed, contracted, locum, agency, student or volunteer members of the organisation under National Safety and Quality Health Service Standard: 1.19b.

Every employee of CHS is required to complete orientation when they commence their employment.  Orientation includes:
· CHS Welcome Book
· CHS Induction
· Divisional Orientation (please note, some Divisions do not have a divisional orientation program - refer to your Manager/Supervisor)
· Local area Orientation
· Executive Orientation
· Manager Orientation

Executives who are new to CHS or new to the role can access a range of relevant orientation topics including the ACT Public Sector Executive Orientation Program, via the HealthHUB (https://healthhub.act.gov.au/employment-resources/staff-development/key-programs/orientation/executive-induction-and-orientation).

Managers who are new to CHS or new to the role can access resources and links to education and training modules to support their orientation and development, via the HealthHUB (https://healthhub.act.gov.au/employment-resources/staff-development/key-programs/orientation/manager-induction-and-orientation). 

Agency workers, contractors, locums, Visiting Medical Officers and volunteers receive orientation and induction into the workplace to ensure they understand the quality and safety systems across CHS, as well as their role and responsibilities in relation to quality and safety. They must also complete other education and training relevant to their role.

The Orientation/Induction Guide for these workers (Attachment 3) can be accessed via the HealthHub, https://healthhub.act.gov.au/employment-resources/staff-development/key-programs/orientation/agency-workers-contractors-locums, and is completed with the work area Manager, Supervisor or Team Leader on commencement of employment with CHS. A copy of the completed form is to be returned to staffdevelopment@act.gov.au as evidence orientation has occurred. A copy is retained in the local work area records and the person should retain a copy to provide evidence of orientation if they work in different parts of the organisation. Local area work safety procedures must be provided in each new location as per the Work Safety Act 2011. 
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CHS recognises that those working at CHS may have expertise or prior learning. Recognition of Prior Learning (RPL) is the formal recognition of learning experiences obtained to avoid unnecessary duplication and re-completion of training/education/learning. RPL aims to ensure a rigorous and well-documented process has been undertaken when granting an employee exemption from one or more training/education activity requirements within CHS.

[bookmark: _Toc62812168][bookmark: _Toc73624492]Principles of RPL
Validity
The learning experience must be relevant to the training/education activity. Validity of the learning experience is assessed against the relevant standards, and  consideration is given to content, level of training, education and experience.

Authenticity
The employee is required to give true and accurate information related to their prior learning experience in their application.

Currency
The learning experience must be current and adhere to timelines specified in standards, legislation and other CHS related policy and guidance documents. See the section Related Policies, Procedures, Guidelines and Legislation.

Reliability
Evidence of the learning experience must demonstrate consistency and repeatability of the competency; the observable abilities related to a specific activity that integrates knowledge, skills, values and attitudes. The assessment tools used to provide evidence of competency should be reliable and comparable to that of the CHS required relevant training/education activity.

Comparability
The learning experience must be comparable in terms of content, breadth of experience, level of responsibility, rigour of training requirements, assessment process, supervision and training setting. Comparability ensures that the prior learning experience has similar value to that of the training/education activity.

Continuity
The learning experience must meet experience requirements and standards applicable to the training/education activity for which RPL is sought.

Evidence-based
The employee must provide sufficient evidence of the learning experience to demonstrate that the standards have been achieved, and to enable the assessor to judge the appropriateness of the learning expertise.

Eligible categories of RPL
An application which meets the RPL principles and eligibility criteria will be considered under one or more of the following categories of learning:
CHS training/education activity
Training that has been completed and certified as part of a CHS training/education activity may be eligible for RPL
Training/education activity completed with a recognised body and or/association
Training completed, or partially completed, under the supervision of another recognised training body/association in Australia or New Zealand.
Relevant post-graduate coursework and research.
A course of study completed through a tertiary, trade, university or similar institution
Completion of similar training/education in another health setting within Australia/New Zealand.
Holding an academic qualification/post in a relevant field.
Academic research, institutional research including a master’s degree by research or coursework, or independent supervised research that meets the requirements of the training / education activity.

[bookmark: _Toc62812169][bookmark: _Toc73624493]Application process
It is the responsibility of the employee/applicant to complete the RPL application form (Attachment 4) and provide all necessary documentation and evidence to demonstrate the learning experience meets the principles and eligibility criteria as outlined in this procedure.

[bookmark: _Toc62812170][bookmark: _Toc73624494]Assessment process
Applications will be assessed by the relevant training/education officer or their delegate (see Attachment 5) for further information on Delegates. 

Each application will be considered on its merits and the outcome will depend on:
The completeness and relevance of evidence provided by the applicant/employee;
The extent to which the evidence demonstrates that the application meets RPL criteria and principles; and
Whether the evidence demonstrates that the learning experience meets the learning outcomes of the category of RPL applied for.

[bookmark: _Toc62812171][bookmark: _Toc73624495]Outcomes
One of the following outcomes will be communicated in relation to each application:
Request granted
The applicant’s request meets the required standard and is granted.
Request not granted
It is not appropriate for the assessor to grant any part of the application and the employee will be required to complete the specified training/education requirement.
Appeals
If the employee/applicant is not satisfied with the outcome of the application, they may appeal. This appeal must be in writing (via email) to the CHS Education and Training Steering Committee (chseducationandtraining@act.gov.au). The relevant delegate on the CHS Education and Training Steering Committee will review the application and provide an outcome to the applicant, ensuring the relevant training/education officer/delegate is also advised of the final outcome and processing (if required).
Requests that were granted, but not appropriately followed/demonstrated
If the request for recognition of prior learning was recognised and granted, but not appropriately followed/demonstrated after the prior learning being recognised and granted, then the matter becomes a performance management issue and relevant CHS underperformance processes is then followed.



The following flowchart outlines the RPL Process:




Recognised training/education evidence list
The following is a listing of evidence that can be supplied, if relevant to the subject/training/education the employee/applicant is submitting for recognition of prior learning:
Doctoral degree
Masters degree
Graduate diploma
Graduate certificate
Bachelor degree
Associate degree
Graduate diploma
Advanced diploma
Diploma
Graduate certificate
Certificate
Training course certificates
Transcript/s from learning management system/s
Licences/registrations/membership with recognised professional body/ies
An on-the-job assessment record
Performance management report
Published journal article

To further support the application for RPL, a curriculum and/or learning outcomes from the subject/training/education may be supplied in the RPL form.
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[bookmark: _Hlk62726699]CHS uses its training systems to assess the competency of its workforce (NSQHSS: 1.20a) by ensuring the people who are assessing the clinical competence of others have been trained and are competent in assessment techniques and processes. 

CHS offers a range of options to train people in effective competency assessment processes, a register of competent assessors is maintained by Workforce Capability, People & Culture. 
Assessors who have a background in education and assessment outside of CHS programs can request RPL and be placed on the register. A copy of formal education or training and assessment certificates are suitable to be provided as evidence of assessment competence.

[bookmark: _Hlk62810819]A sample of the Workplace Assessor Application is at Attachment 6 and supporting resources can be accessed via the CHS Intranet.
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All education and training at CHS aims to enable exceptional care using adult learning principles, along with the following principles: 
· Education is based on evidence-based best practice guidelines and policies, including relevant Legislation and NSQHSS (second edition);
· Health care consumers are involved in the design, delivery and evaluation of education programs;
· [bookmark: _Hlk35931313]Staff and other workers are involved in the design, delivery and evaluation of education programs and supported by digital literacy principles;
· Education priorities are aligned with CHS Strategic and Corporate plans and the Our People Framework;
· Education is evaluated to measure short, medium and long-term educational objectives related to identified learning outcomes and improvements in patient care. 
Staff complete the CHS Education and Training Request form (Attachment 7) before approval is given for a new education or training course. The applicant provides information on the planning, development, implementation and evaluation of education and training within CHS. 

All proposed training is reviewed by the CHS Education and Training Sub-committee (Attachment 8 - Terms of Reference) to ensure it is pedagogically sound, cost effective and sustainable prior to approval by the Education and Training Steering Committee and Our People Committee.

The Education and Training Request Form assists in the determination on what stream the request is considered under:
Mandatory (based on the three definitions that inform mandatory  education and training);
Required professional education and training (if the education/training is specifically for a professional group);
Required job role specific (if the education/training is specific to a job role) or;
Career and personal progression education and training.

[bookmark: _Toc62812174][bookmark: _Toc73624498]Who makes education and training requests?
Clinical and Non-Clinical Divisions
Quality and Safety Committees 
ACT Health Directorate
Calvary Public Hospital
ACT Government
External Healthcare Partners
Universities and Vocational Education Partners
Working Groups and organisation project teams.

[bookmark: _Toc62812175][bookmark: _Toc73624499]What types of requests are made?
· Education packages for specific specialties e.g. Intensive Care Unit, Emergency Department, Women’s Youth and Children, Mental Health, Justice Health, Alcohol and Drug.
· Education related to NSQHSS – e.g. Aseptic Technique (Preventing and Controlling Healthcare-Associated Infection) for professional groups or frontline services.
· External healthcare partners requests to access CHS Education and Training.
· Education and Training requirements which are mandatory, requirements for professional groups, and training which relates directly to a specific role or to meet an identified learning gap.

[bookmark: _Toc62812176][bookmark: _Toc73624500]What is the process to make a request and who makes decisions?
Decision Tree:
1. Sub-Committee - Decisions about local area education and recommendations for professional and mandatory training for all CHS staff.
1. Steering Committee - Decisions about education for professional groups or a Division, and recommendations about education for all CHS staff e.g. Mandatory Training.
1. Our People – Decisions about education required for all CHS staff and professional groups are endorsed or noted.
1. CHS Governance – Decisions noted.

Request Process:
Contact Workforce Capability via email – CHSEducationandTraining@act.gov.au.
Complete Education and Training Request Form. 
Notification of approximate timelines for approval will be provided to applicant from the administration officer.
Education and Training Request added to agenda of monthly CHS Education and Training Sub-Committee.
Sub-Committee considers and assesses the request and either endorses, declines or requests modifications dependent on the type of training/education, the request may be recommended to the Steering Committee – feedback/information is provided to applicant.
Recommendation to Steering Committee, decision to endorse, decline or request modification (depending on request) – feedback is provided to requestor.
Recommendation or submission to Our People (depending on type of training/education request) – decision made – feedback to requestor.
Information noted at Clinical Governance and CHS Governance – final outcome provided to requestor (depending on type of request).

[bookmark: _Toc62812177][bookmark: _Toc73624501]How are decisions related to mandatory training or requirements for professional groups communicated?
A multi-layered approach to communication about education and training is taken. The following strategies are applied:
Presentations to leadership groups across CHS;
Organisation-wide communication via The ‘Check-Up’ and CEO Senior Manager Forum
Information about requirements for professional groups and indirect support staff is communicated through email via professional leads and Executive Directors/Executive Group Managers.
Information about role-based training is communicated via the relevant Executive Directors/ Executive Group Managers, Directors, Senior Managers, Managers and/or education team.
Messages are updated on the Learning Management System.
Each staff member will be notified by email if their education or training requirements have changed.



CHS Education and Training Governance Process
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CHS provides guidance on who holds the delegations regarding certain functions related to Education and Training within CHS, including who can endorse and/or support the development of new education and training activities.

Types of delegation for education and training:
There are two types of delegations regarding education and training in CHS, those who:
· Support and endorse the development and delivery of education and training activities and
· Make decisions to endorse education and training activities that have a financial impact including:
· [bookmark: _Hlk54967082][bookmark: _Hlk54967197]Time off from normal duties to attend professional/personal development (Study Leave)
· Time off from normal duties to attend mandatory professional development
· Scholarships
· Conferences and external education and training activities
· Studies Assistance support e.g. days to attend post graduate education tutorials/lectures/clinical placement/exams.

Delegations for education and training defined (see Attachment 5):
Delegations for education and training are defined as an Executive Director/Executive Group Manager or higher level in CHS.  Applications to develop and deliver a new education and training activity must be endorsed by either the Executive Director or Executive Group Manager of the requesting Division.  This endorsement is an indication of support for the development and/or delivery of the education and training activity.  

Education and Training development and delivery requirements in CHS are requested via the CHS Education and Training governance process (see Section 5) using the CHS Education and Training Request Form (Attachment 7).  Endorsement delegation by Executive Director/ Executive Group Manager or higher level in CHS does not give authority to develop or deliver the education or training activity, this is determined by the relevant CHS Education and Training Committees.

Definition for those who have delegation for education and training activities are defined and listed in the table at Attachment 5.
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There are many ways that consumers and carers can be involved in the planning and development of education and training. This includes through:
Provision of Consumer feedback
Collecting of patient stories/journeys
Consumers/carers - lived experience and/or consumer organisations
Development of content with consumers/carers
Content delivered/co-delivered with consumers/carers
Content which is reviewed by consumers/carers
Evaluation of training programs by consumers/carers.

Consumers and carers should reflect, where possible, the diversity of the target group for the education being developed.

Identifying the need for education:
Feedback from consumers and carers through patient stories, surveys and consumer feedback (complaints and compliments) can identify a gap in knowledge of staff or may identify some positive experiences that may not be embedded across the organisation. This can inform the development of a new education and training program or the review of existing ones. 

Information through consumer/carer representatives and through consumers with lived experiences on our reference groups/committee may also identify a need for education and training. Example- Complaints regarding staff conduct may influence change in current performance management training.

Developing education:
When developing educational content and the method of delivery, consumer and carer involvement can be sought in many ways as noted above and below:
· Approach community groups or local consumer organisations to provide feedback and input into the development of training materials and resources
· Involve consumers in committees or advisory groups tasked with developing or reviewing training materials and resources.
· Informally talking with consumers and carers in waiting areas, or holding focus groups, about what they would include in training for the workforce.
· Have consumers/carers review eLearning programs, the link where these are reviewed can be accessed by consumers. 

For example: Working with Consumer Representatives was co-designed with CHS and Health Care Consumers Association (HCCA).


Delivering education:
Involve consumers in the delivery of training where possible. If consumer or carer stories are used in training, ensure that this information is treated sensitively, that privacy and confidentiality are maintained, and that consumers or carers are supported to share their experiences and stories to the extent that they are comfortable.

This can include the use of patient stories that provide a unique perspective of the consumer experience of the health service organisation. These may be videos, audio recordings, or snippets from feedback received or by inviting consumers or carers to present on their experiences.

Undertaking exercises in which members of the workforce ‘live in the patient’s shoes’ to gain an understanding of the experience of consumers. For example have staff try to find their way to an area they are unfamiliar with, to understand way finding, or have staff try and open meal packages using only one hand.

Some education and training will be delivered by consumer organisations or external groups.
For example: Allied Health Person Centred Care training is co-delivered by HCCA and CHS staff.

Evaluation of education:
Invite consumers and carers to attend and review training sessions to ensure that the training reflects their needs and perspectives.
Review feedback on education and training in relevant governance committees where consumer/carer representatives are members.
Ensure evaluation measures are considered as to how they impact patients. 
For example: reduction in complaints related to staff conduct.
When consumers are involved in delivering education the Consumer and Carer Reimbursement Procedure applies.
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CHS is committed to providing quality, evidenced based training and education.

There are varied delivery types of training and education in CHS, they include (but are not limited to): face-to-face/instructor-led, eLearning, simulation, videos/recordings, web based-online, seminars, assessments, blended approach.

Many training and education courses/programs in CHS are provided free-of-charge to CHS employees. Some courses/programs do incur a fee/cost to deliver/provide training, such as Paediatric Life Support and externally provided training courses such as those delivered by ACT Government contracts. These fees/costs are specified at the time of course enrolment either by the course organiser/manager/owner or via the relevant booking system, such as the Learning Management System.

Some external healthcare associated employees may request to access CHS training and education published via the CHS Learning Management System, they include (but are not limited to):
ACT Government Directorates
ACT Health Directorate
Calvary Public Hospital
External Healthcare Partners
Universities and Vocational Education Partners.

People and organisations external to CHS can request access to CHS based training using the Request to Access CHS Education and Training form (Attachment 9).

[bookmark: _Toc62812180][bookmark: _Toc73624505]Applying for Access
1. Organisation/healthcare employees’ requests access to CHS education and training via the Request to Access CHS Education & Training form.
2. Workforce Capability [WC] (CHS) will review the request, discuss availability and capacity with course coordinator (for access to face to face programs) and provide advice about training course availability or access to eLearning.
3. If access is granted the organisation/healthcare employee/governing body will be invoiced the applicable fees (as stated below).
4. Once payment has been received, access to the relevant training course/s will be assigned (this process may take up to three [3] business days [Monday-Friday]). User profiles to the CHS Learning Management System will be created for access to eLearning and/or face to face programs.  

[bookmark: _Toc62812181][bookmark: _Toc73624506]Fee Structure
	Training / Education type
	Fee charge (per individual)

	Face-to-face – Full workday (8 hours)
	$300.00

	Face-to-face – Half day (or less) [up to 4 hours]
	$150.00

	eLearning – access to 1-3 CHS eLearning modules
	$150.00

	eLearning – unlimited access to CHS eLearning modules
	$300.00

	Assessments (this fee does not include eLearning access or any face-to-face training components)
	$50.00

	Cancellation/Non-Attendance fee*
	$300.00


*Cancellation/non-attendance without notification within three (3) working days will be charged a non-attendance fee.
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There may be situations where employees are unable to attend training courses.  It is important to note that many training courses have high booking requests and reserve lists, due to their popularity and limitations on numbers in training rooms. The following conditions on training and education cancellation/non-attendance conditions will be applied:
CHS Trainer/Educator training course cancellation
If a training course is cancelled by CHS Trainer/Educator, participants will be notified of the cancellation using email details specified in the Learning Management System. If a course is cancelled at late notice (for example: the day before or day of training) the trainer should also attempt to email the manager/supervisor and/or contact the participant by telephone.
Training Course Cancellation by Participant (and/or Manager/Supervisor)
Participants and/or Manager/Supervisors may self-cancel attendance at a training course up to three (3) business days (Monday-Friday) before the start date via the Learning Management System. Cancellations within three (3) business days (Monday-Friday) of a course must be advised in writing, citing the cancellation reason, via email to the Trainer/Educator/Organiser of the training course and Workforce Capability (staff.development@act.gov.au).
Non-attendance/Late attendance at a training course
If a registered participant does not attend a booked training course, the work area of the individual may be charged/journaled a non-attendance fee of $300 per non-attendee. If a registered participant arrives late to a training course they may not be admitted, as important information may be missed.  The work area of the individual may be charged / journaled a non-attendance fee of $300 per non-attendee.

Valid reasons for non-attendance include personal leave, or unexpected operational requirements as confirmed by the supervisor.  Non-valid reasons may include moving to a new work area without cancelling booked courses, or non-attendance without a valid reason provided.

Note:
Some externally procured training courses may result in a different cancellation/non-attendance fee.
[bookmark: _Toc62812183]
[bookmark: _Toc73624508]Personal Leave/Unexpected Operational Requirements
Participants and/or Manager/Supervisors to advise in writing via email, citing the non-attendance reason to the Trainer/Educator/Organiser of the training course and/or Workforce Capability (staff.development@act.gov.au) so exceptions can be arranged and the non-attendance cancellation fee is revoked.

[bookmark: _Toc62812184][bookmark: _Toc73624509]When an Employee Ceases Employment 
Participants and/or Manager/Supervisor must advise in writing via email, citing the termination date to cancel booked training sessions of the staff member to Workforce Capability (staff.development@act.gov.au).

[bookmark: _Toc62812185][bookmark: _Toc73624510]Workforce Capability Process
Notification of non-attendance will be emailed to the nominated Supervisor of the individual specified on the Learning Management System.

Supervisors must respond within seven (7) business days (Monday-Friday) of notification email to advise of the reason why non-attendance of the individual occurred. The reason will be considered and if valid, the fee may be waived.  If no return notification occurs within seven (7) days or the reason to why the non-attendance is not valid. The work area cost centre will be charged/journaled for non-attendance fee of $300 per individual non-attendance.

[bookmark: _Toc62812186][bookmark: _Toc73624511]Booking Transfer/Substitute 
If a registered participant is unable to attend the training course, the Manager/Supervisor can substitute another person to attend in their place.  Please note, the Manager/Supervisor should contact the Trainer/Educator/Organiser to advise of the substitution.  
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All education and training is evaluated to gauge the effectiveness on the participants; the areas they work in and; the organisation. Clearly defined results will increase the likelihood that resources will be used most effectively and efficiently to accomplish the learning outcomes. Consumers are also involved in the evaluation of education and training in CHS to ensure that the training / education is tailored to ensure best practice and positive consumer outcomes.

All ongoing education and training in CHS is reviewed and reported, on an annual basis and are to be submitted to the CHS Education and Training Steering and Sub-Committees as well as the Our People Committee for noting/comment.

[bookmark: _Hlk61865105]The Education and Training Course Evaluation Guide (Attachment 10) provides detailed evaluation methodologies and guidance around evaluating training and education in CHS.
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Outcome
The CHS Education and Training Procedure will be evaluated to ensure governance processes continue to support high quality education and training which enables exceptional care. 

Method
Measurable outcomes include an annual organisation-wide training needs analysis, incorporating a range of quality and safety evidence as well as participant and consumer feedback. CHS Education and Training Compliance Reporting is reported monthly to the Our People Committee through the relevant CHS Education and Training Steering and Sub-Committees.

Back to Table of Contents
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Policies
· Volunteer Services Policy

Procedures
· Studies Assistance Procedure
· Consumer and Carer Reimbursement Procedure

Legislation
· Health Records (Privacy and Access) Act 1997
· Human Rights Act 2004
· Work Health and Safety Act 2011
· Children and Young People Act 2008
· Public Sector Management Act 1994
· National Safety and Quality Health Service Standards (second edition)

Back to Table of Contents
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Agency Staff is a person engaged by CHS to perform work for a short period on an irregular or non-systematic basis. 

Contractor refers to a person or business which provides goods or services to CHS under terms specified in a contract.


Employee means a permanent, casual or temporary employee, employed or engaged in CHS.

Locum is a person who holds a position for someone else of the same profession, where they act as a substitute or fills a position on a temporary basis.

Student refers to any student undertaking a course of study at a tertiary institution who undertakes a placement in an CHS facility. 

Visiting Health Officer (VHO) Honorary is a Nurse or Research Assistant (anyone else who is not a practitioner) who provides experience, advice or supervision without remuneration from CHS except for reasonable travel expenses.

Visiting Medical Officer (VMO) is a doctor or dentist who is engaged, or who the Territory proposes to engage, under a service contract within CHS.

VMO Honorary is a contracted practitioner who provides experience, advice or supervision without remuneration from CHS except for reasonable travel expenses.

Volunteer is a person who performs unpaid voluntary work within an CHS facility.

Back to Table of Contents
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Mandatory Training; Essential Education; Education and Training; Training; Education.
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Disclaimer: This document has been developed by Canberra Health Services specifically for its own use.  Use of this document and any reliance on the information contained therein by any third party is at his or her own risk and Canberra Health Services assumes no responsibility whatsoever.

Policy Team ONLY to complete the following:
	Date Amended
	Section Amended
	Divisional Approval
	Final Approval 

	28/04/2021
	Complete Review
	Janine Hammat, ED P&C
	CHS Policy Committee

	03/06/2021
	Intranet links for orientation documentation added to section Section 2 – Mandatory Training and Orientation
	Karen O’Brien, Senior Director Workforce Capability, People and Culture
	CHS Policy Team



This document supersedes the following: 
	Document Number
	Document Name

	DGS15-002
	Essential Education Policy

	DGS15-002
	Essential Education Guideline
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[bookmark: _Toc62812192][bookmark: _Toc63158744][bookmark: _Hlk67316706][bookmark: _Toc73624519]Attachment 2 – Education and Training Matrix (Mandatory training)

Click here for the full Education and Training Matrix which includes “Required Training” by work group (as of March 2021).

	PROGRAM TITLE
	REQUIRED BY:
	REPEAT Frequency 
	MODE OF DELIVERY
	CONTENT SOURCE
	DURATION
	Additional comments

	Definition of All Staff mandatory training:
1. Statutory/Legislative Requirement 
2. ACT Government or CHS policy directive and endorsed by the CHS Education and Training Steering Committee
3. Mandatory requirement for all staff of the National Safety & Quality Health Services Standards (NSQHSS)

	1
	Orientation and Induction 
	[image: See the source image]
	ONCE
	[image: Computer][image: Children]
	CHS
	VARIABLE
	The CHS welcome booklet is a living document provided electronically to staff when they sign their contract of employment. It includes a Welcome statement from the CEO, basic outline and links to the Vision, Role and Values, Strategic and Corporate Plans, Health Services and information about Our People.  The booklet also includes an introduction of Professional Conduct, Cultural Diversity and the National Safety and Quality Standards. Mandatory training requirements including timeframes to complete and how to access training, is included. Induction is site and area specific in the form of a checklist to be completed over 6/12 and concludes when probation report is signed off by the manager.

	2
	My Role in National Safety and Quality Service Standards
	[image: See the source image]
	ONCE
	[image: Computer]
	CHS
	10/60
	eLearning explains the key points of the NSQHS standards and describes staff role in application to the day to day work place. Includes clinical governance. 

	3
	Hand Hygiene
	[image: See the source image]
	ANNUAL
	[image: Computer]
	Hand Hygiene Australia
	30/60
	External eLearning with link provided in the welcome book. PPE awareness and Pandemic Safety (Social distancing and zoning) to be added as an adjunct course.

	4
	Fire and Emergency
	[image: ]
	ANNUAL
	[image: Computer]
	CHS
	30/60
	eLearning of basic actions and response required in the event of a fire.  Further site and area information is identified in the induction checklist and provided by the manager or delegate at local orientation.

	5
	Two components: a) Working with Aboriginal and Torres Strait Islander Patient and Clients and b) Cultural Competence and Inclusion
	[image: See the source image][image: ]
	ONCE
	[image: Computer]
	CHS
	60/60
	Consider viewing ACTGOV Learn package "Aboriginal and Torres Strait Islander Awareness" eLearning developed by SBS as additional resource for all staff.

	6
	Family Violence
	[image: See the source image][image: ]
	ONCE
	[image: Computer]
	CHS
	50/60
	Additional face to face training for managers

	7
	Workplace Health & Safety Fundamentals 
	[image: ]

	ONCE
	[image: Computer]
	CHS
	40/60
	In development - Includes Work, Health and Safety ACT 2011, Manual Tasks Principles, Setting up your workstation, 5S of good housekeeping. Additional face to face training relating to WH&S is required for managers.  Face to Face manual tasks training is provided within service areas during induction periods. 

	8
	Workplace Behaviours 
	[image: ]
	ONCE
	[image: Computer]
	CHS
	30/60
	To be developed - consideration of including the following into one package: Code of conduct, Workplace Behaviour Policy & Procedure, Social Media Usage Policy, Integrity, Fraud, Corruption and Public Interest Disclosure. 

	9
	Child Protection - level 1
	[image: ]

	ONCE
	[image: Computer]
	CHS
	30/60
	Risk assessed as per area of work and interaction with children with Level 2 and 3 required for staff with frequent or primary interaction with children. All staff are required to complete Level 1 training. Consider including reportable conduct.

	10
	Personal Safety and Conflict Awareness
	[image: ]
	ONCE
	[image: Computer]
	MAYBO
	15-30/60 per module
	5 Modules + evaluation provided by MAYBO. Further practical training provided to staff based on risk assessment and area of work.

	Total (approximately) 8 hours 
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Definition for those who have delegation for education and training activities are defined and listed in the table below:
	Education Type
	Situation
	Approval type
	Delegation responsibilities Sections 220-223

	Professional / Personal Development / Education and Training
	Approval for training / education professional or personal development
	Attendance
	Those with identified delegation, as specified in CHS Delegations Manual (People & Culture)

	
	
	Financial
	Those with financial delegation, as specified in CHS Financial Delegation Guidelines

	Programmed Professional Development
	Attendance at a pre-arranged (programmed) training / education activity that relates to professional development
	Attendance
	Those with identified delegation, as specified in CHS Delegations Manual (People & Culture)

	
	
	Financial
	Those with financial delegation, as specified in CHS Financial Delegation Guidelines

	Scholarships

	Application / endorsement / attendance / completion / funding of scholarships
	Refer to the relevant policy / procedure / guideline relating to scholarship approval requirements
	Refer to the relevant policy / procedure / guideline relating to scholarship delegation requirements

	Conferences and external education and training activities
	Approval for training / education at Conferences
	Attendance
	Those with identified delegation, as specified in CHS Delegations Manual (People & Culture)

	
	
	Financial
	Those with financial delegation, as specified in CHS Financial Delegation Guidelines

	Studies Assistance
	Approval for Studies Assistance
	Refer to the studies assistance guideline for information 
	Refer to the studies assistance guideline for delegation definition 

	eLearning and /or face-to-face education and training

	Approval for education and training attendance and completion via eLearning and /or face-to-face
	Attendance
	Those with identified delegation, as specified in CHS Delegations Manual (People & Culture)

	
	
	Financial
	Those with financial delegation, as specified in CHS Financial Delegation Guidelines
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Purpose  
The Education and Training Sub-Committee will provide advice and guidance relating to education and training in Canberra Health Services (CHS).  The Sub-Committee will report to the Education and Training Steering Committee, who will consider proposals and make decisions related to education and training for CHS.

Accountability 
The Education and Training Sub-Committee is accountable to the Education and Training Steering Committee via the Our People Committee, and indirectly to the CHS Education and Research Advisory Committee.

The Education and Training Sub-Committee will report through other governance channels as required, including but not limited to:
the ACT Health and Wellbeing Partnership Board; and
the ACT Health and Wellbeing Workforce Education and Training Working Group
National Safety and Quality in Health Services Standards Committees.

Objectives
The objectives of the Education and Training Sub-Committee is to:
provide advice, guidance and governance related to all education and training across CHS through education policy and processes;
research and provide advice and assistance about CHS training and education, including recommendations from quality and safety committees;
review and identify opportunities to reduce duplication and improve coordination in education and training;
provide advice to link application of research into clinical practice and identify the educational approach;
identify opportunities to increase collaborative, interprofessional education between teams across CHS;
ensure consumers views and inputs are included in the development and delivery of workforce training;
improve organisational reporting and evaluation of the education and training provided;
provide advice about access to training to meet the Territory-wide Education and Training Framework;
research and provide advice regarding visibility of education and training provided;
receive and review discussion papers, proposals, reports and other material as required and;
[bookmark: _Toc175975561]provide advice and guidance for other matters that may be required by the Sub-Committee.


Membership
	Member
	Position

	[bookmark: _Hlk43466275]Member / Chair
	Director, Workforce Capability, People and Culture

	Member / Deputy Chair
	Allied Health Clinical Education Coordinator

	Member
	Allied Health Division

	Member
	Cancer & Ambulatory Support

	Member
	Critical Care

	Member
	Finance & Business Intelligence

	Member
	Infrastructure & Health Support Services

	Member 
	Medicine

	Member
	Mental Health, Justice Health, Alcohol & Drug Services

	Member
	Nursing & Midwifery

	Member
	Pathology

	Member
	Patient Support Services

	Member
	Workforce Culture and Leadership

	Member
	Quality, Safety, Innovation & Improvement

	Member
	Rehabilitation, Aged and Community Services

	Member
	Surgery

	Member
	Women, Youth & Children

	Member
	Intensive Care Unit

	Delegate
	Communications



Chair
The Sub-Committee will be chaired initially by the Director, Workforce Capability, People and Culture. Rotating Chair options will be available every 6 months.
Deputy Chair will be the Allied Health Clinical Education Coordinator. 

Member responsibilities
Commitment to the purpose and objectives of the Sub-Committee..

[bookmark: _Toc175975566]Secretariat
To be provided by the Learning and Development Manager, Workforce Capability.

Additional officers
Additional officers may be co-opted at the discretion of the Chair/Deputy Chair to provide specific expertise depending on the nature of the matter under consideration.

[bookmark: _Toc175975570]Operating Procedures
[bookmark: _Toc175975571]Quorum
Minimum of 6 people for decision including Chair and/or Deputy Chair.

[bookmark: _Toc175975572]Meeting Frequency and duration
The Sub-Committee will meet each month for a minimum of 1 hour or more often by exception.
The agenda, relevant papers and documents will be provided to members in advance of each meeting.

Minutes will be kept of each meeting and submitted to members for endorsement at the next meeting.

Conflict of Interest
Members are required to declare any actual or perceived conflict of interest in any agenda item at the commencement of each meeting. The Chair has the authority to request members to withdraw from discussion as they deem necessary.
[bookmark: _Hlk45287839]
Out of session papers and endorsement
The Secretariat may distribute out of session papers for consideration and endorsement by members via electronic communication.

Terms Of Reference Review
Terms of Reference are reviewed annually.


Endorsed 29 October 2020
[bookmark: _Toc62812199]
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Induction and Orientation Guide for Agency
Workers, Contractors, Locums, Visiting

Canberra Health

Medical Officers & Volunteers

‘The purpose of this induction and orientation guide is for the manager/supervisor to provide agency workers,
contractors, locums, visiting medical officers and volunteers who are employed by Canberra Health Services

(CHS) with an induction and orientation to their workplace and provide information on legislative, quality and
safety role and respon:

 Agency Worker is a person engaged by CHS to perform work for a short period on an irregular or non-
systematic basis.
* Contractor refers to a person or business which provides goods or services to CHS under terms

* Locum s a person who holds a position for someone else of the same profession, where they act asa
substitute or fills a position on a temporary basis.

«  Visiting Medical Officer (VMO) is a doctor or dentist who is engaged, or who the Territory proposes to
engage, under a service contract wi

VMO Honorary is a contracted practitioner who provides experience, advice or supervision without
remuneration from CHS (except for reasonable travel expenses).

* Visiting Health Officer (VHO) Honerary is a Nurse or Research Assistant (anyone else who is not a
practitioner) who provides experience, advice or supervision without remuneration from CHS (except
for reasonable travel expenses).

* Volunteer is a person who performs unpaid voluntary work within an CHS fac

IMPORTANT CONTACTS
Canberra Hospital external 51240000 | The Warden
switchboard
Canberra Hospital internal 9 The First Aid Officer
switchboard
Canberra Hospital internal 222 The Work Health & Safety
emergency Officer is:
Emergency Services internal 0000 The emergency e

located:

Emergency Services external 000 The emergency

evacuation is located:

The Automated External
Defibrillator (AED) is

located:

EMERGENCY CODES & ALERT SYSTEMS
FIRE / EMERGENCY ALERT SYSTEMS

*ALERTTONE® EMERGENCY CODES

'BEEP-BEEP-BEEP

Search area and communicate with House / Medical | fire : e
Chief Warden. Emergency - St
*EVACUATION TONE* Bomb Personal
WHOOP-WHOOP-WHOOP Threat Threat

Evacuate, assist anyone with a disability and
continue communicating with the House /
Chief Warden.
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INFECTION CONTROL & ASEPTIC TECHNIQUE

INFECTION CONTROL FIVE MOMENTS FOR HAND HYGIENE

Ensure you wash/sanitise your
hands when

* You enter or exit a building, '
ward, clinical space, 1

patients’ room and when '
you come into contact with
fent i i BEFORE
a patient in anyway (use five seroRe AFTER_
moments for hand hygiene). APATIENT APATIENT

 You have been to the

bathroom.

o They are visibly soiled

*  If you are preparing and/or
consuming food and/or
beverages.

aFTER
TOUCHING A
PATIENT S
SURROUNOINGS,

ASEPTIC TECHNIQUE — CLINICIANS ONLY

The use of aseptic technique (clinicians only) during invasive clinical procedures minimises the risk of
introducing infectious agents into sterile areas of the body. Effective aseptic technique is vital in all areas
where invasive devices are used and invasive procedures are performed, and for patients at greater risk of
harm associated with healthcare interventions.

All clinicians who use aseptic technique in their practice need to have their competency assessed and provide
evidence of this competency to your Manager/Supervisor.

Workforce Capabilty | 1 IPage20fs
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BASIC LIFE SUPPORT
‘All linicians must be trained, be proficient and have certification of their competency in basic life support.
Those who are required to provide basic life support in their role need to have their competency assessed and
provide evidence of this competency to their Manager/Supervisor.

Basic Life Support

Dangers?

Responsive?

B Send for help

Open Airway

Normal Breathing?

Start CPR

30 comprossions : 2 breaths.

Attach Defibrillator (AED)

a¢ s00n 28 available, follow prompts

Continue CPR until responsiveness or
normal breathing return

CHILD PROTECTION

CHS takes its responsibility for protecting children and young people extremely seriously.
CHS requires allstaff (Both clinical and non-clinical) to make a child concern report to the Child Youth
Protection Services (CYPS) should they suspect or believe, in the course of their work, that a child or young
person is being abused or neglected, this includes the witnessing / exposure to domestic violence

A Prenatal report may be made at the employee’s discretion.

How to make a child concern report when working for Canberra Health Services:

o CHS staff are individually mandated to report as soon as a reasonable suspicion/belief is formed. Do not
delegate.

* Do not assume someone else will do it or has done it.

s Telephone the mandated reporter’s intake line as soon as possible on: 1300 556 729, 24 hours a day.

* Youmust, confirm the report in writing as soon as possible using the online Child Concern Report on
RiskMan at: https://acthrisk/

Workforce Capabilty | 123 February 2021 [Page3 of 5
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WORK HEALTH AND SAFETY (WHS)

When working at CHS you must ensure the safety of

yourself and others by:

*  Being oriented on emergency procedures and WHS
for the work area.

 Completing all required training for your role as
specified by Workforce Capability.

 Being involved in the risk assessment process for
'WHS risks.

* Following workplace procedures for the WHS risks
and hazards e.g., Occupational Violence, safe
handling and storage of all dangerous substances
and chemicals, blood and bodily fluid exposure,
radiation, electrical safety, etc.

*  Ensuring appropriate personal protective
‘equipment is used when performing work duties.

* Reporting all incidents (see Staff & Clinical Incident

Reporting and Notifiable Incidents).
 Not being under the influence of drugs and
alcohol.
* Not smoking on CHS campuses.

refer to the register
https://actgovernment.sharepoint.com/sites/intranet

-health/PPR/default.aspx

STAFF & CLINICAL INCIDENT REPORTING AND
NOTIFIABLE INCIDENTS

Itis a legislative requirement under the Work Health
and Safety Act 2011 to report all staff and clinical
incidents. CHS requires prompt reporting of all
accidents, incidents and near misses using the
Riskman System (Incident Notification and Reporting
Register) https://acthrisk/

riskman

Workplaces must also report ‘notifiable incidents’
(includes the death of a person, a serious injury or
illness of a person, a ‘dangerous incident') to
WorkSafe ACT by telephone (02) 6207 3000 (or after
hours 0419120028) and follow up by completing the
online form:
https://www.notify.worksafe.act.gov.au/s/incident-
report

WORKSAFEAC'

For more information regarding staff
reporting contact the CHS WHS Support
telephone: 51249410 or

‘email: CHS. WorkHealthSafety@act.gov.au

MANUAL TASKS

While at work, you must take reasonable care for your
own health and safety and ensure that your actions

do not adversely affect the health and safety of
others.

When performing manual tasks, you must ensure that
you follow reduced-risk work practices and seek advice
and/or appropriate training to apply any manual task
technique.
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1 acknowledge and will abide by the information supplied in this document.

Signed:| Date:

Role: T Agency Worker —_ Contractor __ Locum " Visiting Medical Officer  Volunteer

1 have sighted and verified the required credentials of the above
worker/employee, have oriented and inducted the worker and they are aware of their quality and role
and responsi in Canberra Health Services. PRINT FORM

O e EWAIL FoRM

RECORDING PROCESS FOR WORKER/EMPLOYEE "ADMINISTRATION USE ONLY
T Worker/Employee has a copy of the signed Induction and [ Checked for Learning Management System
Orientation guide. Profile.
0 original signed Induction and Orientation guide on file. 7 Check that relevant training for role has
Copy emailed or posted to: Canberra Hospital, Building 5, Level 1, | been allocated.
Workforce Capability. 7 Recorded onto Learning Management
System.

ACCESSIBILITY.
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Recognition of Prior Learning Form

Our Vision
Creating exceptional heaith care together

Purpose

This Recognition of Prior Learning Form is used to apply for formal recognition of skils,
» knowledge and experience gained through, work, learing and training. For detailed

information about Recognition of Prior Learing refer to the Canberra Health Services
Recognition of Prior Learning Procedure.
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of prior learing in the CHs RPL procedure) field and why you are (please attach relevant
applying for RPL against this | documentation to
training / education support your application)

e.g. National hand Select a RPL Category Completed eLearning at Gold | Certificate from Gold

hygiene online learning. Coast Health Coast Health Learning

modules Management System
attached

Our Enablers
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When you have completed this form, ensuring all relevant information has been complete and applicable.
documents have been attached, please email to: staffdevelopment@act.gov.au

Your form will then be provided to, and assessed by the relevant training / education officer or their delegats
and you wil be advised via email of the outcome.

ADMINISTRATION USE ONLY.

Date application received:

Assessor:

Outcome (advised by assessor)

[ Request granted
0] Advice of successful application emailed to applicant/ employee on:

[ Request not granted
[ Advice of unsuccessful application and feedback provided on reasoning for the prior learning not being granted
provided to applicant/ employee via email on:

If appealed, process will be notified to assessor by Secretariat of CHS Education and Training Committees

Recorded into Learning Management System (if RPL granted)

Processed into CHS Learning Management System by: in:
Processed on:

Our Enablers
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To be deemed suitable and placed on an assessor list for a specific skill you must meet the

relevant miu rements and irovl e evidence for each ski

Your name
Your work area Section/Ward: Division or Branch:
O Basic Life Support ) CVAD Management

O IV Cannulation [ Aseptic Technique

O Venepuncture O Other

Please note, most of your evidence can be obtained by running the following report under the REPORTS

tab on Capabiliti: My Training Report with Grade:
*  InCapa ick the REPORTS tab and select My Training Report with Grade
*  Enter your NAME as it appears on Capal
*  Enteradate range (e.g. 2 years)
*  ClickRun and wait for report to load
*  Clickthe arrow in the downloads box and select PDF — then dlick download
*  Yourreport will appear to open at the bottom of the screen. Save, highlight your e
attach your report

Requirement E

Completed Assessor training O capabi

assessor course OR

ing Report with Grade showing your CHS

(e-g- Train the Assessor;
Cert IV in Training & [ if you are still completing your Train the Assessor requirements,

Assessment/units, external assessor | attach the Work-Based assessment completed form OR

i request for training and assessor background outside of
training units) O oree for trai d b d outside of CHS
programs (e.g. Cert IV TAE, Tertiary subject/module) - Certificate
and course outline or other evidence of external training is

Currently competent in skills

recent assessment in your work area from an accredited assessor)
| ATTACH YOUR REPORT SHOWING showing your competence is current:

THE DATE OF COMPLETION FOR v Cannulation - current within last 5 years
EACH SKILL YOU HAVE TICKED
ABOVE [ Venepuncture - current within last 5 years
[ CVAD - current within last 5 years
NB: You may need to run more o N R . X
than one report dependant on the Aseptic technique - current within last 3 years (subject to
o change)
te range
[ BLS - current within 1 year
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Verification and sign off by you and your manager/supervisor
As an assessor | verify that | wi

[ Keep up to date with current evidence-based best practice

' Remain current and competent in the

assessment practice

[ Assist as an assessor in SDU programs where required, if you are on the CHS campus (BLS; IV
Cannulation/Venepuncture/aseptic technique) at least every 5 years — this and an assessment can
be considered a refresher

Manager / supervisor verificati

T I have sighted the above evidence and verify that my staff member has the appropriate skills and the
necessary support to fulfill the role of assessor

T 1acknowledge that my staff member should assist in SDU programs as an assessor periodically to
maintain currency

T 1 support the application of my staff member to undertake assessments in our workplace for the

following skills:

O Basic Life Support O CVAD Management
O IV Cannulation O Aseptic Technique
O Venepuncture O Other:

Manager / Supervisor Name

Po:

Signature

Date

EMAIL: Your subject HEADER in the email: ASSESSOR APPLICATION
= SCAN all your completed documents together as ONE document - ensure you have selected double sided if
applicable.
o Thisform
o Ifyou are completing your assessor training, include your work-based assessment form
= Your My Training Report with grade showing your current competence for each skill you have
selected AND where applicable, your assessor training
EMAIL SCANNED DOCUMENTS TO: CH.Assessor.Ed @act.gov.au
Or search for Assessor in your Outlook addresses

nuary 2021 | Pa
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Purpose

) | s Edscationan Toining request Fams use o requestth endorsement o planing
developing and implementing al education and training in Canberra Health Services (CHS)

Canberra Health Services Srategic Priorites  Contact / Project Offcer

§  Porsonal heath services. Name a
# Agreat place towork Role .
Division/ Section / Sub-Section | C
Telephone a
< Email a

Delegate Endorsement

Name. a
okt apaityDseopmnt | Role a
s e it s | Division  Section / Sub-Section | C

Telephone a

Emai a

Date Endorsed a

Education and training activties that have been endorsed by National
Safety and Quality Health Service (NSQHS) Standard Committees:

. (]
N S O H S @ for ecucation and training activities endorsed by NSQHS Standard

Committees - complete questions it sterisk ();
STANDARDS

@ ttach meeting minutes with endorsement and;

@ supporting gocumentation.

NSQHS Standard information
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Proposed Education and Training Activity

Canberra Health
Services

Name / Title:

Brief description of education and training
activity

Brief description of the benefit o the
n / participant f ths education
g activity s provided

Education and Training Activity Requirement/s

Mandatory Education and Training:

I this education / trining mandatory for il CHS Staf,if so. please selectrelevant requirement/s:

statutorny/legisiat

equirement
ACT Government Heslth or Organisational policy directive
D1 stated requirement of the National Safety & Quality Health Services Standards (NSQHSS)
© Uit the legiiative / NSQHS Standard/s / Dirctives:
Click or tap here to enter text,

Professional Education and Training:

I this education /training for  professional group, if so, please select relevant requirement/s:

Preparation for  task or undertaking i an individuals role and/r;

Igentified by the organisation and/or;

Prof

sional group as 2 requirement of safe practice

10b Role Education and Training:

I this education / trining specifically for  job role:

Igentified by the organisation andjor professional roup as a requirement o prepare employees to perform their

job role

Career and personal progression Education and Training:

Isthis education  training specifcally for career progression:

development and career pathiiays.

Identified by the indvicual i consultation with their manager to provide opportunities for further professional
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Education and Training Actvity Delivery

How wil this education / training be developed and delivered?
D internally developed face-to-face

Externally developed / deivered face-to-face

O internaly developed eLearning

D externally developed / delivered e

arming

Online interactive raining (webinars, WebEx, Ms teams]
O Simulation learing
3 Assessment sessions and / or development / endorsement of assessment tools,

03 Other Education and Training activiy (pleos

speaiy) Cic

Project Resources

Wno willbe developing the education Norkforce Capabilty (Staff Development)
an training activity? DWorkforce Culture and Leadership.

al Subject Matter Expert
Diwternal Education and Training Provider

Note: More than one resource can be.
selected

Clother
Click o enter text

Wnatis the priority for deliery of this | OHign  1-3 months

education and traiing actity? dium 3-6 months

Note: Development and delivery s Dlow  6-12months

subject o organisational priortes and

ource ovailabilty

‘Audience / Target Group.

DAl Canberra Health Services Saff | Cliob-role specifc OMedical Oficers

visional Adminisrative /Business Support | COMidviives
Dsection Dilied Health Professionals Clother.
CisubSection ONurses Click o enter text

‘Approximate size of target group

Select target group number: Sc:
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Education and Training Actvity Information

1Gentify the aim of the education and
training activity

(what wil the training course
improve/adress)

Click to enter text

Outiine the key learnings of the

Click to enter text
education and traiing ctivty

Fow are consumers/carers involved in Informed the need by Consumer feedb
the education and training activity? 3 incluces Consumer feedback
Informed the need by Patient stories/journeys
D3 informed the need by consumers/carers - Ived experience

and/or consumer organisations
O Includes Patient sories/journeys

ontent developed with consumers/carers

O3 Content delvered)/co-delivered with consumers/carers
ontent reviewed by consumers/carers
O valustion of program 1o be conducted by consumers/care
D Oter (please specify)

‘Where to from here?

@ | When you heve completed this orm inclucing e relevat nformation, ataching applicable Gocuments,
plesse email o: chseductionandiining @oct govu

@ | Yourform il then b reviewed and tabled  iscssed a the reevant raring and education forum and
outcomes il be providd by he Scretaris:

"ADMINISTRATION USE ONLY
Date received: Click o entera date. T3 Recorded on spreadsheet
Submited o

O CHSTraining and Education Sub-Comitte

O CHSTraining and Education Steering-Committee.

O CHsOurPeople Committee

O Not required due o either nservice or once offtraining course

O Other (Specify) Gick to enter tet.

Tabled on Cick to enter a date.

I Noting
O Endorsement

Outcome / Decision / Endorsement
Ciick o enter text.

Outcome avised to Contact / Project Offcer / Delegate on: Cick o enter a date.
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Education & Training

Request to Access Canberra Health Service (CHS) Education & Training
There are some external healthcare associated organisations / workers that may request to access CHS Training and
Education published via the CHS Learning Management System. These requests can be made by external healthcare
associated organisations / healthcare workers / governing bodies using the following form:

Contact Officer / Requestor Details

Name Email
Company / Organisation Telephone
Position / Job Role Date

To determine your training and education needs, please complete the information below

What are the learning needs of the employee/s? Select delivery mode
Please list types of education below Selct et heck b

5. Famiy wlenc trsiing Fire andcmrgency riin, Wl sfey, Bsic e spport,Caurel
Pty ety i e
(nfecion el

P ety

P ety

P ety

P ety

ease state the organi

Temporari
Is access Required:

Permanently? [T e—r—

Has access been previously granted for your organisation / company to CHS
education and training?

Role of the employee
£ Reistered Muse, Mesicl Officr,

Full Name Telephone Al ieotsPojessiona et

hston, TechealOfisr, ikl

Reseorcher, Acrintrtion Officer, Non-

Gkt
Cincal
Non-cical
Cincal
Non-cical
Cincal
Non-cvical

[r—

Tecphane: 5128 2258
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Education & Training

Finance Contact Officer
Please advise the contact details of the officer that Workforce Capability can contact, to arrange the
invoice for payment of fees (if request is accepted):
Name Click or tap here to enter text Email  Click or tap here to enter text.
position / Job Role Click or tap here to enter text.  Telephone ~Click or tap here to enter text.

What's the process from here?

1. Request to Access CHS Education & Training form is
submitted to: chseducationandtraining@act.gov.au.
2. Workforce Capability [WC] (CHS) will review the

request and provide advice about training course
availability or access to elearning. 3

Request
form
submitted

3. Ifavailable or access is granted, the organisation /
healthcare worker / governing body will be invoiced
the applicable fees.

Request.
form
reviewed

4. Once payment has been made, access to the relevant
training course/s will be assigned (this process may Wrequest
take seven [7] business days [Monday-Fridayl). accepte
Profiles to the CHS Learning Management System will
be created for access to elearning or arrangements
for course bookings will be made.

i request
decined:

Organisation

pary
achised andrio
further action

Conditions on Cancellation / Non-attendance at training
courses apply*:

Access ranted
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Education and Training Course @ ACT | canberra Health

Purpose

) | s Education and Traning Course Evaluation Guide provides suggestons o course
developers on how they might evaluate learning effectiveness of the training package
using a recognised educational model. (Kirkpatrick's Four-level Training Evaluation Model).

Canberra Health Services Strategic Priorities Every time you develop a training package you need to
know how effective it's been. Has the training made a
difference for the participants, the areas they work in and
the organisation? How might you best measure the
effectiveness of this training.

Personal health ser

Agreat place to work

"Trainers must begin with desired results and then
determine what behaviour is needed to accomplish them.
Then trainers must determine the attitudes, knowledge, and
skills that are necessary to bring about the desired
behaviours{s). The final challenge is to present the training
program in a way that enables the participants not only to
learn what they need to know but also to react favourably to
the program.”

Workloce Capabiity Development Dr Donald L. Kirkpatrick.

S e ool The Kirkpatrick Model has become an industry standard for

to sdvance thei capabites for the training evaluation. The model considers the following
future,whie restingareputaton 23

srest erning crganisaton components
1. Reaction
2. Learning
3. Behaviour
4. Results

Consider the learning outcomes of the training program you
are developing. What knowledge or skill do you expect
participants will retain or apply to their practice on
completion of this course?

L] L]
Clearly defined results will increase the likelihood that
N S Q H S resources will be used most effectively and efficiently to

STANDARDS accomplish the learning outcomes.

It s important to ensure th
clear and reali

keholder expectations are
to achieve with the resources available.

Our Enablers
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@ Level 1: Resction —measures how partiipants react to the training. How favorable, engaging, and relevant
to their role.

O Didyou feel that the training was worth your time?

Did you think the training was successful in meeting the stated learing objectives?
O What were the biggest strengths and weakness of the training?

O Wasthe format presentation appropriate to your personal learing style?

O Were the training activities engaging?

O What are the three most important things that you learned from this training?
@' Level 2: Learning - analyses f the participant truly understood the training. Did they acquire the intended
knowledge, skill, attitude, confidence, and commitment?
Has the training increased your confidence to apply knowledge into practice in the workplace?
Has the training developed your skills?
Has this training improved your knowledge or changed your attitude to the subject matter?
@' Level 3: Behaviour— ook at f the participant will utiise what they learned at work. How mig!
their critical behaviors on the job?
From what you leamed; how do you plan to apply what you have learned in your job?
What support might you need to apply what you learned?

After completing this training, do you feel confident to be able to share this knowledge, skills, or att
with others?

@ Level : Resuits— Determines i the material had  posiive impact on the target audience/organisation. This
metric should be considered as part of annual/biannual review of the program and will help support ongoing
resource allocation and participation in program over time.

D Here are some outcomes to consider, based on the objectives of your training;

Increased productivity

Higher morale

Reduced waste

Higher levels of confidence in the staff's abilitie:
Increased consumer satisfaction

Fewer adverse incidents or near misses

Improve interprofessional participation and understanding

Our Enablers
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