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Aims and purposes

ANZAHPE constitution

The ANZAHPE Constitution (Objects and Rules document to which this is a companion document)states that the primary object of ANZAHPE is to benefit the community by seeking to ensure that medical and health professionals receive training of the highest possible standard.  This enables ANZAHPE to fit squarely within the definition of Community Service in Section 50-10 of the Income Tax Assessment Act 1997.  Consequently, ANZAHPE is permitted to self-assess its Income Tax Exempt status.  

The ANZAHPE Constitution describes responsibilities which must be observed.  The Constitution must be referred to and complied with in relation to: 

· The objectives of ANZAHPE

· The rules under which it operates

· Election of committee members

· Responsibilities of committee members

Objects

The objects of ANZAHPE are set out in the Constitution.  The objects are:

a) To ensure, for the benefit of the community in general, that Health Professional Education is fostered and developed to maintain the highest possible standard, to the end that health professionals are better trained, equipped and educated to provide health services to the community.

b) To hold meetings in which all matters pertaining to health professional education may be discussed, toward the furtherance of the primary object of ANZAHPE.

c) Generally to utilize the funds and credit of ANZAHPE in any manner which, in the opinion of the Committee of Management (CoM), is conducive or incidental to the encouragement of the study of Health Professional Education.

d) To subscribe to and promote the aims and objects of any association or other body whose aims are consistent with those of ANZAHPE or where it would be conducive to the interests of ANZAHPE or to the attainment of the objects of ANZAHPE to do so.

e) To further the education of health professionals.

f) To disseminate professional and other information to members, including printing and publishing any journal, periodical, leaflet, electronic or other publication.

Relevant legal requirements

NSW Office of Fair Trading

ASIC

ATO

Mission goals and values

ANZAHPE is a collegial body of health professionals and as such it is important for its members to develop a shared vision of its mission, goals and values

Mission

To promote, support and advance the practice of health professional educators and to facilitate communication between educators in the health professions.

Goals and Values 

ANZAHPE aims to achieve this by:

1. Creating an environment of collegiality and mutual support

1.1. Fostering interaction and networks amongst its members

1.2. Fostering professional development for health professional educator through the ANZAHPE Fellowship Scheme

2. Encouraging innovation

2.1. Providing opportunities to share ideas on teaching and learning

2.2. Facilitating synergies across health disciplines

2.3. Facilitating synergies between health education and higher education

3. Contributing to scholarly discourse, nationally and internationally

3.1. Fostering research into health professional education

3.2. Evaluating examples of good practice

3.3. Promulgating examples of good practice

Strategic planning

To ensure that ANZAHPE develops approaches to enable it to achieve its goals effective strategic planning is desirable.  

Timeline

The strategic planning process should be based on annual cycles commencing after each AGM/Annual Conference:

	(
	CoM meeting 4 previous year:
(Immediately prior to annual conference)
	Plan for the ensuing year developed


	(
	CoM meeting 1:
(Towards the end of annual conference)
	Confirmation of roles and responsibilities for planned action

	(
	CoM meeting 2:
(Spring – Usually during November)
	Brief progress review and discussion/implementation of new initiatives



	(
	CoM meeting 3 (first teleconference of year):
(monthly  teleconferences Feb to Nov )
	Brief progress review. 
Review annual agenda


	(
	CoM meeting 4 current year:
	Overall review and development of next year’s annual plan.


Components

The strategic plan should reflect ANZAHPE Constitutional Objects, mission, and goals and values.  The ANZAHPE Strategic Plan should include:

· Key Activity Areas

· Goals to be achieved under each area

· Actions/activities to be undertaken to achieve goals

Timelines

	ANZAHPE Annual Cycle - July AGM

	ANZAHPE Cycle based on AGM
	Responsible CoM members 
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	Jul
	Aug
	Sep
	Oct
	Nov
	Dec

	
	
	7
	8
	9
	10
	11
	12
	1
	2
	3
	4
	5
	6

	
	
	-6
	-5
	-4
	-3
	-2
	-1
	0/-12
	-11
	-10
	-9
	-8
	-7

	Major  COM meeting Cycle
	 
	 
	COM 3
	 
	 
	 
	 
	COM 4 / 1
	 
	 
	 
	COM 2     
	 

	ANZAHPE AGM
	 
	 
	 
	 
	 
	 
	 
	AGM
	 
	 
	 
	 
	 

	ANZAHPE Conference
	 
	 
	 
	 
	 
	 
	 
	Conference
	 
	 
	 
	 
	 

	Bulletin Issues (Editor, see notes)
	Bulletin Editor
	 
	 
	Issue 1
Promote grants/ awards
promote conference 
	 
	 
	Issue 2
Conf info and AGM details
	 
	 
	 
	Issue 3
News post conf and AGM. 
New CoM members

Award grant winners
	 
	 

	Executive Officer
	EO
	 
	BAS 
	 
	BAS
	 
	 
	BAS  

	 
	 
	BAS
	 
	 

	Association documents
	Hon Sec, EO
	 
	
	 
	Changes to O&R 

and 

AGM notifications

	
	Update OPGI
	New CoM Members information.  
	Finalise approved changes to O&R
	 
	
	 Finalise any changes to OPGI and put on website
	 

	Awards and Grants
	Vice Pres and Honorary Secretary
	
	Announce awards/ grants process open
	Call for honorary m/ships
	
	Awards and grants 
Selection process
	Forward  honorary m/ships to CoM
	
	
	
	Communicate awards and grants
outcomes
	Determine grant amount for next year
	

	Treasurer (& see notes)
	Treasurer EO
	 
	 COM 3 financial  report
	 
	financial statement for auditor
	Fee changes and major financial decisions for AGM
	Prepare Financial reports
	Annual financial reports to COM 4 & AGM
	Annual Return for Dept of Fair Trading.    New account signatories
	 
	 
	COM 2 financial report
	End of financial year Dec 31

	Membership

	
	
	
	
	Consider Fee changes for COM 4 and AGM


	
	Provide report for AGM. 


	
	Update register of members. to Public Officer.


	
	
	
	

	Conference Liaison 
	Conference Liaison representative
	Liaison COCA – abstract update
	Update 1 - Budget presented for July
	Liaison with COCA
	Liaison with COCA
	Liaison with COCA - check  programme
	Liaison with  next m
months COCA and the next years COCA
	Update 2 - next year’s conference convenor updates CoM
	Liaison with COCA
	Liaison with COCA
	Liaison with COCA
	Update 3 Conference venue 2 years’ time decided
	Liaison with COCA


Membership

Membership and membership participation are the lifeblood of ANZAHPE.  Ultimately ANZAHPE exists to meet and give expression to the professional needs of its members.  

Categories

To meet its objectives and encourage broad participation in ANZAHPE activities amongst the many different groups involved in health professional education various categories of membership have been developed.  The CoM determines, and may vary from time to time, the membership categories 
 and privileges associated with each category.  

Ordinary membership

For the year of membership, each ordinary member is entitled to:

· One vote at any general or Annual General Meeting;

· Attend the annual conference at a reduced rate;

· Attend any state-based activities at a reduced rate;

· Attend any activities that ANZAHPE jointly conducts with other organisations at a reduced rate;

· Receive each issue of the Bulletin;

· Receive each issue of the journal, Focus on Health Professional Education: A Multi-Disciplinary Journal;

· Apply for ANZAHPE Grants;

· Nominate individuals for ANZAHPE awards or honorary membership.

· Nominate or be nominated for a position on CoM.

Student membership

Student members have the same entitlements as ordinary members.  Student membership is available to any student enrolled full time in a ‘professional entry’ course relevant to health professional education. 

Corporate membership

Corporate membership provides the subscribing institution with the following entitlements:

· Membership for five nominated individuals;

· One vote at the Annual General Meeting – first named individual or proxy;

· Registration of the five nominated individuals to the Annual Conference at the reduced member rate;

· Registration of the five nominated individuals to any state-based activities at the member rate;

· Receive electronic copies of each issue of the Bulletin;

· Receive one copy of each issue of the journal, Focus on Health Professional Education: A Multi-Disciplinary Journal.

Honorary membership

Election to honorary membership provides all the privileges and rights of ordinary membership (see page 15).
Journal only subscription 

An annual subscription to the journal entitles the subscriber, who is not regarded as a member, to receive each of the issues of the journal (Focus on Health Professional Education: A Multi-Disciplinary Journal) for that year.

Membership registration and subscription

The current membership registration form is as published on the ANZAHPE website and is included as an attachment on page 77.
The CoM determines, as recommended by the Treasurer and the Membership Secretary and may vary from time to time, the applicable subscription fees for each category of membership.  

Responsibility for membership database
Maintaining the membership database is the responsibility of the Honorary Membership Secretary and ANZAHPE Executive Officer.

Privacy statement

Members are entitled to expect that ANZAHPE will respect the privacy of members regarding the information it obtains from members of a personal/professional nature.

The Privacy Act 1988 National Privacy Principles (NPP) and the New Zealand Privacy Act 1993 apply to ANZAHPE Inc. 

ANZAHPE has adopted the following privacy statement as its policy:
· ANZAHPE Inc. collects personal information for the purposes of processing applications for membership, maintaining membership records, making of Awards and seeding grants, and contacting members. 
· We collect and store information about members from a variety of sources including membership application and renewal forms and other forms and transactions. 
· If members provide incomplete or inaccurate information, ANZAHPE may not be able to contact them and/or update their records. 
· The Privacy Acts allow a member to have access to and correct records of their information held by ANZAHPE Inc.
· ANZAHPE Inc. creates databases, including electronic databases, of membership to be available to the membership at large and for other educational and professional purposes, as approved by the CoM. 
· ANZAHPE Inc. does not disclose personal information from databases to other organizations, groups or individuals for commercial purposes. 
· If a member wishes to make a complaint or inquiry regarding the information stored by ANZAHPE, the member can do so by sending an email or letter to the Honorary Secretary of ANZAHPE Inc, marked attention ‘ANZAHPE Executive Officer’.
Governance and management

Committee of Management

The Committee of Management (CoM) is the body responsible for ensuring that affairs of ANZAHPE are managed effectively.  

CoM role

The role of the CoM according to the Rules of ANZAHPE is to ‘control and manage the affairs of ANZAHPE’.  This involves:

· The promotion of medical and health professional education by such functions as the organisation of conferences and meetings and the publication and distribution of Focus on Health Professional Education, the Bulletin, journals and pamphlets

· Representation of ANZAHPE to other associations or bodies associated with medical and health professional education

· The proper management of association funds to achieve these functions.

Within the Statement of Objects and Rules of ANZAHPE Inc, the CoM has the following duties

· To elect the Office Bearers of ANZAHPE at its first meeting of the year (CoM 1)
· To meet at least 3 times in each 12 month period (either in person or by teleconference)

· To determine the amount of annual membership fees

· To determine the privileges of membership

· To delegate such functions to sub-committees as it sees appropriate.

Other responsibilities of the Committee include such tasks as:

· The granting of awards and prizes

· The awarding of research grants

· Student liaison

· The organisation of state-based activities

· To provide assistance to the FoHPE Editor and Editorial Board regarding governance issues

· Publication of the bulletin

CoM membership

Members of the CoM are elected by the membership at the Annual General Meeting.  The Committee consists of ten members, being the five Office Bearers and five ordinary members.  

The Office Bearers are the 

· President

· Vice-President

· Honorary Treasurer, 

· Honorary Secretary

· Honorary Membership Secretary

Other than the Office Bearer positions, particular responsibilities may be given to Committee members by appointment.  These may vary from one year to the next, depending upon the particular activities at the time and may include such responsibilities as 

· Bulletin Editor

· Student Liaison Representative

· Marketing Manager

· Conference Liaison

Additional roles that may be held by non-Committee members include 

· Public Officer (see page 28)
· FoHPE Editor

· Website Coordinator (see page 58)
· Conference Convenor

The CoM may determine that the Editor of FoHPE, the Website Coordinator, the Conference Convener or other persons should be invited to attend meetings or give a report as needed. 

The term of office for each member of the CoM is 2 years. Committee elections are staggered with half the Committee (5 members), to be elected into office each year.  In any one year, no more than four members shall reside in any one state of Australia or in New Zealand.

CoM members are eligible for re-election for a maximum continuous period of 6 years, and are then eligible for re-election after a period of absence of at least one year.  The President is eligible to hold this office for a continuous period of 3 years, and then is ineligible to hold this office for the following 3 years.

CoM meetings

The CoM normally meets 4 times annually
:

	CoM 1
	Usually in July as a brief face to face meeting after AGM to elect office bearers

	CoM 2 
	Usually a face to face meeting in November

	CoM 3 
	Usually a teleconference in March / April

	CoM 4 
	Usually a face to face meeting immediately preceding the Annual Conference/AGM
Monthly teleconferences are also held for a maximum of one hour to continue the work of the committee between face to face meetings and to avoid an excess of email discussion. These meetings may also be held using Skype technology.


Responsibility 
The function and meetings of the CoM are the responsibility of the President and Honorary Secretary, assisted by the Executive Officer.

Presidential icons

The first icon was used by Chris Heath when President from 1990-1993.  The device was introduced to allow the Chair of CoM meetings to exert some control over discussions on the rare occasions when formal or sensitive business had to be conducted.  

The informal process of CoM meetings, their long duration and the friendly relations between members have sometimes made it impossible for the President to exert control over proceedings (in the interests of making sensible progress).  The first icon was left to the CoM by Chris at the end of his term with the suggestion that other Presidents might find the device useful and might even wish to add to the collection.  The icon(s) placed on the table require(s) that all members of the meeting address all comments through the Chair and that the direction and duration of the debate be at the discretion of the Chair.  

The suggested procedure for the use of the Presidential icon(s) is:

· The box of icons shall be held by the Executive Officer and it shall be the Executive Officer's responsibility to bring the icon(s) to each meeting of the CoM.
· When the Chair of the meeting places an icon on the meeting table no member may speak without the consent of the Chair and must then speak only through the Chair.
· The Chair will use whatever rules of discussion are appropriate to the occasion and will determine the outcome and duration of that discussion according to the circumstances.
· It is preferable for members to think only about the education of health professionals while the icon sits on the table.
· Any President who has served at least one full year in the Office may use his or her own chosen icon and add it to the collection for the next President.  It would be preferable if no Australiana were used in deference to the first user of the device.
· In the event that a President fails to supply an icon, the committee reserves the right to choose one of an appropriate theme and that the said President would then waive his or her right to object to the choice.
· Presidents are advised against trying to use icons to manage AGMs.
· A copy of these procedures should be kept with the box of icons
A list of previous presidential icons is on page 81.

Roles of office bearers

The work of the CoM and the on-going direction and management of the affairs of ANZAHPE requires particular contributions from members of the CoM appointed to office bearer roles or to a portfolio. An office bearer can also hold a portfolio.
Office bearers are elected by the CoM.  The main office bearers are:

President

The following is a description of the duties of the office of President of ANZAHPE Inc.

· To chair all meetings of the CoM, the AGM and any general or special general meetings of the membership, and to sign the minutes as the accepted record of any such meetings.
· In liaison with the Honorary Secretary and ANZAHPE Executive Officer, to conduct official correspondence on behalf of ANZAHPE.
· To maintain liaison on behalf of ANZAHPE with such other national and international bodies as the membership of ANZAHPE may determine.
· To represent ANZAHPE at functions and to act as spokesperson for ANZAHPE in such ways as the membership of ANZAHPE may determine.
· To finalise and sign off on documents formalising relationships or agreements with other organisations on behalf of ANZAHPE.
· With specific regard to any matters of sponsorship which may arise, to negotiate such sponsorship in liaison with the sponsorship representative and sign off on agreements on behalf of ANZAHPE.
· To teleconference regularly with the Executive Officer to ensure the smooth running of the Association’s operations.
· To maintain liaison between the Committee and the membership.
· To compile the annual President’s Report for presentation to the Annual General Meeting.
· To be responsible for such other duties as the membership of ANZAHPE or the CoM may determine.

· To provide a formal report to the major CoM meetings (CoM 2 and CoM 4) and the AGM.
Vice President

The following is a description in general terms of the duties of the office of Vice President of ANZAHPE.

· In the absence of the President, to act on behalf of the President and to undertake any duties for the President as may be required in the normal course of the business of ANZAHPE.
· In the absence of the President to chair any meetings of the membership or CoM.
· To liaise with the President in all policy and procedural matters concerning the execution and implementation of ANZAHPE business.
· To coordinate and generally administer the procedures associated with the nomination, selection and presentation of the various ANZAHPE awards and grants. See Timeline for details. 
· To undertake such other duties as may be directed by the President or the Committee.

· To provide a formal report to the major CoM meetings (CoM 2 and CoM 4) and the AGM.
Honorary Treasurer

According to the Rules of the Association, it is the duty of the Honorary Treasurer to ensure that

· All money due to ANZAHPE is collected and received and that all payments authorised by ANZAHPE are made;
· Accurate books and accounts are kept showing the financial affairs of ANZAHPE, including full details of all receipts and expenditure connected with the activities of ANZAHPE.
The role of the Honorary Treasurer involves significant oversight of the ANZAHPE Executive Officer in relation to the management and administration of the financial affairs of ANZAHPE.  The ANZAHPE Executive Officer must report regularly to the Honorary Treasurer on the implementation of financial policies and procedures.

The following is a description of the duties of the office of Honorary Treasurer of ANZAHPE Inc.

· To ensure that ANZAHPE funds are used appropriately in pursuance of the Objects of ANZAHPE.

· Facilitate the entire process of auditing the ANZAHPE financial accounts including initiate communication with the AGM approved auditors and agreement on an audit and reporting timeline. This timeline will also consider the timeline required by the Executive Officer get the necessary documentation together for the auditors. 
· To oversee the work of the ANZAHPE Executive Officer to ensure that financial records are maintained in accordance with legal compliance requirements, , Australian Tax Office (ATO) and New Zealand Inland Revenue Department (IRD), and ANZAHPE Financial Policies and Procedures.  This includes although not limited to:
· Ensuring that all monies received are deposited in the appropriate bank account as soon as possible.
· Ensuring that payments for goods and services provided to ANZAHPE are authorised in accordance with ANZAHPE Financial Policies and Procedures.
· Ensuring that all financial records are maintained appropriately
· Meeting every two monthly to review the financials including budget versus actual income/expenses and associated variances
· To report (verbal or written) on the ANZAHPE financial accounts at each Committee meeting including budget variances.
· To recommend appropriate rates of reimbursement of expenses incurred by people undertaking approved activities on behalf of ANZAHPE.  
· To be involved in the financial planning of specific ANZAHPE activities such as the annual conference, local activities and seeding grants.  
· To recommend to the CoM an external auditor to be nominated (or renominated) by the Committee for approval by the membership at the annual general meeting.
· To present the Audited Financial Statements for the past financial year to the AGM. 
· To consider and recommend investment of funds for CoM approval.  
· To ensure that ANZAHPE has appropriate public liability insurance.
· To authorise access to the financial accounts upon the request of any member of ANZAHPE.
· To ensure that the Public Officer has 'under his/her control' all records or documents relating to ANZAHPE.
· In association with the Secretary , to provide the Public Officer with the appropriate documentation of the annual statements and insurance of ANZAHPE, in order that the Public Officer can lodge the annual statement of ANZAHPE within one month after the annual general meeting.
· To store all financial documentation regarding ANZAHPE for a period of five years, or that required by the ATO and IRD.

· To provide a formal report to the major CoM meetings (CoM 2 and CoM 4) and the AGM, and otherwise provide financial updates at monthly meetings as determined.
See the timeline of for details of responsibilities 

Honorary Secretary

According to the Rules of ANZAHPE it is the duty of the Honorary Secretary to:

· ensure that the address of the secretary is lodged with ANZAHPE as soon as practicable after the appointment;
· keep notes of all meetings and reviews all minutes recorded by the EO before sending out for distribution”;
· Ensure that the Minutes are signed by the chairperson of that meeting or the next succeeding meeting.
Since the above and the many duties below will largely be undertaken by the ANZAHPE Executive Officer, the following is a description in general terms of those functions the office of Honorary Secretary of ANZAHPE Inc. needs to ensure, in consultation with the Executive Officer.

· In liaison with the President and Executive Officer, 

· ensure communications and preparations required in the organisation of Committee meetings, the annual general meeting or any general or special general meeting can be managed and delivered. This includes the preparation of the agenda and associated papers, recording and distribution of minutes, and such other correspondence or tasks that may be directed as a consequence of a meeting.

· ensure contact is maintained with and between the members of the Committee.

· ensure the operating guidelines document (OPGI) is updated according to decisions made by the CoM and is periodically reviewed.

· undertake and maintain general correspondence in the course of the business of 
ANZAHPE.

· In liaison with the Executive Officer, 

· ensure summary reports of Committee meetings for distribution to the membership are communicated via ANZAHPE media.

· supply new members of the Committee with appropriate information concerning the role and function of the Committee and the responsibilities and duties of the respective office-bearers and other members of the Committee.

· prepare in writing the functions and any conditions or limitations of any sub-committee delegated by the Committee.

· coordinate the distribution of appropriate correspondence and specific inquiries to other office-bearers, members of the Committee, or other persons or organisations as may be required, including electronic discussions on issues in between CoM meetings.

· ensure that the Public Officer has access to all records or documents relating to ANZAHPE, in particular the list of office-bearers and Committee members, and minutes of all meetings. See also Archives item
· ensure the following specific duties are undertaken in regard to the Annual General Meeting:

· To give notice of the Annual General Meeting, including 56 days notice of any changes to the Objects and Rules of ANZAHPE.

· To receive any request from members for a special general meeting and to ensure that the CoM considers this issue according to the Rules of ANZAHPE.

· To receive in writing the name of the one person nominated to vote on behalf of each corporate member at any meeting.

· To receive proxy notices for any meeting no later than 48 hours prior to its commencement.

· To receive nominations for candidates for election to the Committee at least 3 hours prior to the annual general meeting, ensuring that not more than two nominees are absent from the annual general meeting.

· To organise the ballot and coordinate the results of the teller's committee, appointed and received by the President.

· To make available the minutes of all meetings to any member of ANZAHPE.

· To provide a report to each CoM meeting.

· In association with the Treasurer and Executive Officer, ensure that the Public Officer has the appropriate documentation of the annual statements and any required insurance of ANZAHPE, in order that the Public Officer can lodge the annual statement of ANZAHPE within one month after the annual general meeting.

· To undertake the duties of Secretary to ANZAHPE Grants and Awards Committees and, if directed or if necessary, to any special committees which may be established from time to time.

· Communicate with research grant recipients and follow up on project outcomes to CoM.

Honorary Membership Secretary

The following is a description in general terms of the duties of the office of Honorary Membership Secretary ANZAHPE Inc. Many of these duties will be undertaken in liaison with the Executive Officer.

· The following is a description in general terms of the duties of the office of Honorary Membership Secretary ANZAHPE Inc:

· To report on membership matters at annual general meetings

· To provide a report to each CoM meeting.

· .

· The following is a description in general terms of those functions the office of Membership Secretary of ANZAHPE Inc. needs to ensure, often in consultation with the ANZAHPE Executive Officer:

· To establish and maintain a register of members, including the name, full contact details, date of membership and date of resignation of all members.

· To maintain an email address list of members

· To receive applications for membership of ANZAHPE, accompanied by the annual subscription fee, and to enter the applicant’s name in the register of members.

· To receive resignations of membership and to record this in the register of members.

· To distribute membership forms and annual notices for membership renewal for both corporate and individual membership.

· In liaison with the Treasurer and ANZAHPE Executive Officer, to ensure membership subscriptions are banked into the general account.

· Identify graduating associate student members and distribute recruitment letter and membership forms.

· To develop and implement strategies for increasing the membership numbers, including but not limited to:

· recruitment of individual, corporate and associate student members.

· encouraging associate student members to transition to full-paying individual membership upon graduation

· targeting health professions not currently represented in the ANZAHPE membership.

· To apply policies and procedures to membership and to advertise membership privileges as decided by the Committee.

· To validate the financial status of voting members at the Annual General Meeting.

· To allow access to the register to any member of ANZAHPE, subject to the provisions specified in the Privacy Acts.

· To ensure that the Public Officer has access to a current register at all times.

· To provide complimentary copies of ANZAHPE’s journal to the National Library of Australia and to Honorary members

· To undertake such other duties as may be directed by the President or the Committee.

The timeline of responsibilities are as shown in the time line calendar on page 7.  

Roles of appointed members

In addition to the Office Bearers, the CoM appoints other members to undertake particular responsibilities to ensure that its work is carried out effectively.

The CoM may develop particular portfolios and make appointments to such portfolios as it deems necessary from time to time.  These portfolio roles may be filled by an ANZAHPE member who may or may not be a CoM member.  Some portfolios awarded by appointment of the Committee are continuing in nature.

The CoM roles of a continuing nature awarded by appointment are: 

· Public Officer (see page 28)
· Bulletin Editor (see page 64)
· Marketing Manager
· Student Liaison Representative

· Website and digital communications (see page 63)

· Conference liaison

· FoHPE liaison

· Sponsorships Representative 
Public Officer

The Public Officer is appointed by ANZAHPE Inc and must be an adult, resident in the state of New South Wales, but does not have to be a member of ANZAHPE or the Committee.

The following are the duties of the Public Officer of ANZAHPE Inc.:

· To notify the NSW Office of Fair Trading (OFT) if there are any changes to ANZAHPE or its financial position.
· To keep a register of the members of ANZAHPE, provided by the Membership Secretary, and this must be kept for 2 years after ANZAHPE ceases to exist.
· To lodge the annual statement of ANZAHPE within one month after the annual general meeting, unless an extension is obtained.  This annual statement must include a certificate of currency evidencing a current public liability insurance policy.
· To lodge all appropriate documentation with the OFT, NSW and/or the Australian Securities and Investments Commission (ASIC).  
· .
· To keep under his/her control all records, books and other documents of ANZAHPE. In practical terms this means ensuring ANZAHPE has a functional executive office able to conduct this function, enabling access by the Public Officer to such information on request. 
· To provide a report to each major CoM meeting (CoM 1, 2 and 4).
If a vacancy occurs in this position a form must be lodged within 14 days of this vacancy occurring (or the penalty is a maximum fine of $200 for each Committee member).
Bulletin Editor

The role of the Bulletin Editor is to:

· collate notices, correspondence, original articles, images and other copy for each issue of the Bulletin  
· provide an editorial
· evolve the format and content to meet the needs of ANZAHPE
· seek out other material as time and temperament permits
· proof read the Bulletin 
· authorise distribution by Email in discussion with Executive Officer
Website and Social Media Coordinator

This is outlined on page 65
The role of the Website and Social Media Coordinator is to:

· Ensure that the content and design of the ANZAHPE website is in keeping with the Purpose of the website

· Liaise with the Executive Officer and the IT Support Officer to maintain, modify, create and delete website pages (in consultation with the CoM)

· Liaise with the Executive Officer to ensure website graphics are current and reflective of ANZAHPE activities

· Monitor website analytics and (annually) report to CoM as to whether the website Purpose is being realised

· Oversee the development and implementation of a social media code of conduct

· Moderate and maintain the ANZAHPE social media accounts to ensure they are active, current, informative, and reflective of the social media code of conduct

· Liaise with the Marketing Manager, Honorary Secretary, Bulletin Editor and the Executive Officer to develop and implement an annual communications strategy

· Liaise with the conference coordinator (CCOCA) to promote the annual conference on the ANZAHPE website and ensure all links to the conference site are operational

Marketing Manager

The following is a description of the general terms of the duties of this role
· To locate and ensure the retention of copies of the marketing material developed in the past (held by the Executive Officer); 
· To ensure a unified marketing message exists between all ANZAHPE marketing opportunities associated with
a) Membership  
b) Annual Conference
c) Bulletin
d) Journal 
e) Webpage

f) Other interface between ANZAHPE and community
· To provide assistance and support for the Membership Secretary, Conference Organiser, Bulletin and Journal Editors and Website Coordinator;
· To facilitate the development an overall marketing plan for ANZAHPE;
· To undertake such duties as may be directed by the President of the CoM. 

· To provide a report to each CoM meeting.
FoHPE Liaison 

The following is a description of the general terms of the duties of this role.
General

· To clarify the relative roles of COM and FoHPE Editorial Board in the governance and management of the FoHPE journal

· To facilitate communication between COM (representing ANZAHPE) and the FoHPE 

· To attend the FoHPE board meetings

Editorial Board

· To explore, with the Editorial Board, opportunities for increasing the profile and reputation of FoHPE:- 

· Among ANZAHPE members

· Nationally and internationally 

· To work towards implementation of the following FoHPE Review recommendations (Prideaux, 2012):

· Promote ownership of FoHPE by ANZAHPE members 

· Promote a clear niche for FoHPE as a journal

· Act as a representative of the FoHPE Editorial Board to ensure sufficient association resourcing to ensure efficient running of the journal

· To ensure that current contracts relevant to FoHPE are maintained

· To explore additional opportunities for increasing the ‘visibility’ of FoHPE

· Work towards the continuing viability of FoHPE as a journal of the Association

· To provide a report to each CoM meeting

Student Liaison Representative

The following is a description in general terms of the role of the Student Liaison Representative:

· To maintain liaison on behalf of ANZAHPE with students in the health professions (undergraduate and post-graduate), during the working year and particularly during the Annual Conference.
· To coordinate and generally administer the procedures associated with the nomination, selection and presentation of the Undergraduate and Postgraduate Student Prizes
· To provide a report to each committee meeting.
· To provide the Bulletin Editor and the Web page Coordinator with reports & updates as appropriate regarding student business.
· To undertake such duties as may be directed by the President of the CoM.
Conference Liaison 

The following is a description of the general terms of the duties of this  role
· To facilitate communication between CoM (representing ANZAHPE) and the local Conference Organising Committee COCA)

· The relationship between CoM and the COCA and the standard procedures around the annual conference are detailed in the Conference procedures document 

COCA

· To act as a representative of CoM on each COCA in a governance role and ensure that the ANZAPHE conference procedures are applied 

· To monitor the budget and progress against the budget to ensure the  conference is financially viable 

· To provide a report to CoM each meeting 

Annual General Meeting

As an incorporated body, ANZAHPE is legally required to hold an Annual General Meeting to enable members to review performance during the previous financial year. 

The AGM must be held within 6 months of the end of the financial year to which it is related.  The annual general meeting is called by the CoM and is normally held in association with the Annual Conference held in late June or early July.  

AGM business

The business of the annual general meeting is to include the following.

· to confirm the minutes of the previous Annual General Meeting or any special general meeting held since then;

· to receive reports from the CoM on the activities of ANZAHPE during the year (via the President);

· to elect the members of the CoM;

· to receive and consider the annual Treasurer's report and financial statements of ANZAHPE;

· to approve the budget of ANZAHPE;

· to direct and review the general affairs of ANZAHPE;

· to review the actions taken by the CoM between annual general meetings;

· to consider any other business;

· The annual subscription rate is to be set by the CoM, but it is expected that this will still be taken to the annual general meeting for approval by the members.

Responsibility

· President (as Chairman)

· Honorary Secretary

· Honorary Membership Secretary

· Honorary Treasurer

· Executive Officer

ANZAHPE office and administration

ANZAHPE Office

In order to improve its effectiveness in its major areas of activity, ANZAHPE established an Administrative Office in April 2006 to complement the voluntary work of Office Bearers and other  CoM members.  This has resulted in improved administrative systems, more effective coordination of activities and more scope for the CoM to give consideration to educational and professional policies and strategies rather than matters of operational detail.  The Administrative Office provides an ongoing single business address as a point of contact for members and suppliers.

The ANZAHPE office:

· Is the usual address for all ANZAHPE members’ subscriptions, queries, correspondence with suppliers, etc.
· Stores all ANZAHPE files and records, back copies of the journal and Bulletin
· Is equipped appropriately
· Is staffed by a competent Executive Officer at approximately 0.6 full time.
ANZAHPE Executive Officer

The ANZAHPE Executive Officer reports to the President or other office bearers nominated by the CoM.

The responsibilities of the ANZAHPE Executive Officer include:

· Minute secretary to CoM and AGM including preparation of agenda and papers under direction of the ANZAHPE President and Secretary
· Distribution of agenda papers and minutes and appropriate administrative follow-up
· Attendance at CoM meetings, Conference and AGM
· Minute secretary for the FOHPE Editorial Board
· Liaison with, and responding to requests for, administrative support from office bearers, other members of CoM and ANZAHPE roles.
· Liaison with FOHPE and Bulletin editors regarding required administrative support
· Liaison with annual conference convener regarding administrative support requirements
· Liaison with ANZAHPE Website Coordinator regarding website content and related matters
· Liaison with printing firms and other suppliers about ANZAHPE and FoHPE requirements
· Maintenance of an up to date membership data base in consultation with the Membership Secretary
· Handling of all routine correspondence 
· Processing and banking new and renewed subscriptions and other income and processing invoices submitted for payment
· Entering receipts and payments and maintaining accurate financial records on an accounting software package 
· Preparation of financial statements for CoM meetings under the direction of the Treasurer
· Preparation of records and statements for the ATO, and for audit and legal compliance requirements in consultation with the Treasurer, Secretary and Public Officer
· Preparation of marketing information and materials to promote membership
· Assist the Public Officer to maintain appropriate registrations and public records

· To provide complimentary copies of ANZAHPE’s journal to the National Library of Australia and to Honorary members

· Any other relevant administrative duties

The office is currently sited in South Australia and associated with Flinders University.
The contractual arrangements with Flinders University are covered in a separate document.

The timeline of responsibilities is on page 7.  Those areas specifically relevant to the Executive Officer are:

March
Review ANZAHPE office arrangements with Flinders

April
Prepare annual general meeting - notice and proxies.  

May
Prepare background documents for any incoming CoM members (meeting 1).  Prepare background documents for any incoming CoM members (meeting 1)

June
Confirm ongoing employment terms of executive officer

AGM
Secretary receives CoM nomination forms (3 hours) prior to AGM.  

July
Contact details for all CoM members.  
Notify Public Officer of Secretary’s address, all CoM members and office bearers’ contact details.  
Provide all new CoM members with Objects and Rules, Procedures and Guidelines.  
Maintain Awards files.  
Maintain archival records. 
Send documentation of annual financial statements and insurance to Public Officer, via Secretary. 
Lodge annual statements within one month of the annual general meeting to Department of Fair Trading and ASIC.

Archives

Archiving is necessary to ensure that valuable documents and records generated over the life of ANZAHPE be maintained securely.  The ANZAHPE records are archived at the ANZAHPE Office, within their archival system.  

The following material is archived:

· Committee and annual general meetings

· Agendas, minutes and reports, including annual financial reports

· Correspondence

· All significant association correspondence

· Awards

· Annual report listing all nominations and winners

· Nomination papers of award winners

· Significant correspondence related to award winners

· Honorary memberships

· Nomination papers for all successful recipients

· Constitution/Objects and Rules

· Operating Procedures and Guidelines for the CoM
· Bulletins

· Membership lists.  These would be maintained as an electronic data-base, rather than archival material

· FoHPE. A copy of each issue is stored in the National Library, so would constitute an archival source

· Financial documentation.  Financial documentation must be kept for 5 years for taxation purposes.  This is stored in the ANZAHPE office.  Financial reports are presented to the Annual General Meeting, so the summary information is part of the AGM minutes.

· A copy of each Conference Programs and Proceedings is stored in the National Library so would constitute an archival source

Responsibility

· Honorary Secretary

· ANZAHPE Executive Officer

· Membership Secretary

Awards, grants and prizes

To promote membership engagement with ANZAHPE, encourage and reward achievement and excellence in health professional education, and to support emerging researchers ANZAHPE offers a number of different awards and grants.

ANZAHPE offers the following awards, grants and prizes:

1.
ANZAHPE Honorary Membership

2.
The ANZAHPE Award

3.
The ANZAHPE Grants for Educational Research

4.
The ANZAHPE Postgraduate Student Prize

5.
The ANZAHPE Undergraduate Student Prize

(6.
The Fred Katz Memorial Award – suspended in 2010)
Awards are presented annually, normally at the annual conference/AGM. The timeline of responsibilities is on page 7.

ANZAHPE Honorary Membership 

Honorary Membership is a prestigious category of membership which is intended to recognise exceptional, sustained contribution and loyalty to ANZAHPE over a long period of time.  

Criteria

Honorary Membership is granted to those who have enhanced ANZAHPE by

· their special qualities, 

· their continuing interest in ANZAHPE and 

· the excellence of their reputation in their field of health professional education.

Honorary Membership will be granted as the occasion arises.  It is for life, provides all the privileges and rights of ordinary membership without subscription and will be accompanied by a citation signed by the President.

Procedures

Nominations for Honorary Membership are sought from ANZAHPE members between July and March via the Bulletin, the ANZAHPE website and e-mail.  Nominations must be signed by a proposer and seconder, both of whom must be financial members of ANZAHPE.  A financial member is a paid-up individual member or first-named paid-up corporate member. 

No award can be made without a nomination being received in the form of a written proposal (hard copy or electronic).  This proposal must include a short statement indicating how the nominated member matches the criteria for Honorary Membership.

Nominations should be forwarded to the ANZAHPE office by 30 April each year.  The Honorary Secretary will submit nominations for consideration by the CoM in May, prior to the CoM4 meeting in June/July. A decision is made via electronic communication.  

After consideration of the nominations received the CoM may decide to make:

· No award

· One or more awards to suitable nominations

New recipients of the award of Honorary Membership should be informed of their award in May so they can be invited to attend the next conference dinner to receive their award. 

The ANZAHPE award

In the past ANZAHPE presented three separate annual awards, open to those involved in the area of health professional education.  These awards were:

1. The ANZAHPE Award for Achievement in Education (formerly The ANZAHPE Award for Achievement in Medical Education)

2. The ANZAHPE Award for Research (formerly the ANZAHPE Award for Achievement in Research)

3. The ANZAHPE Award for Service

The ANZAHPE Award for Achievement in Education, first awarded in 1981, was made in recognition of outstanding achievement in the field of health professional education for work carried out in Australasia and New Zealand.  The ANZAHPE Award for Research, first awarded in 1993, was to recognise outstanding research in the area of health professional education.  The ANZAHPE Award for Service, first awarded in 1993, was to recognise special services of an administrative or professional nature whereby the recipient made a significant contribution to the work of ANZAHPE.

This award structure has been replaced by a single ANZAHPE Award 
 because the previous system was too inflexible in allowing just one recipient in each year in one category; and the number of nominations was declining.  

The ANZAHPE Award is available each year in recognition of professional excellence or outstanding achievement in the field of health professional education.  The Award may be presented for professional excellence in such areas as health professional education, research or service to ANZAHPE or in any other area related to health professional education.  

More than one Award may be given in any one year.

Nomination

Nominations for the ANZAHPE Award are sought from ANZAHPE members between July and March via the Bulletin, the ANZAHPE website and e-mail reminder. Nominations must be signed by a proposer and seconder, both of whom must be financial members of ANZAHPE.  A financial member is a paid-up individual member or first-named paid-up corporate member. 

No award can be made without a nomination being received in the form of a written proposal.  This must include:

1. The name of the candidate, their qualifications, appointments and academic distinctions – this would typically take the form of a curriculum vitae including a full list of relevant publications [requested and obtained by the proposers].

2. An outline of the candidate’s achievements, including an evaluation of the candidate’s contribution in the nomination area of professional excellence [written by the proposers].

Nominations should be forwarded to the ANZAHPE office by 30 April each year.  The CoM shall establish a Selection Panel to consider the nominations and make recommendations for the award.  A decision is made in May via electronic communication.  

Selection

The Vice President will coordinate arrangements for processing of nominations, establishing the Selection Panel and follow up action arising from the recommendations of the Selection Panel in conjunction with the ANZAHPE Office Manager. 

The Selection Panel will consist of 

· Vice President, who will act as Chairperson, 

· the Honorary Secretary, and 

· Either two other members of the CoM, or one external person and one CoM member.  

The academic and professional standing of members should be taken into consideration in determining the final composition of the Selection Panel.  

Receipt and processing of nominations

· After nominations have been received, a check of the membership status of the nominators is made and then eligible nominators are sent an acknowledgement of receipt of their nomination and ineligible applicants advised accordingly.

· Eligible nominations are distributed to the Selection Panel (original materials to be retained in the ANZAHPE Office).

· Members of the Selection Panel will consider the candidates independently and forward their recommendations with brief written comments to the Vice President who will then implement any necessary procedures to reach a decision.  

· Where necessary, additional information and reports from peers and/or referees may be sought to assist in the ranking of candidates.

· The Vice President will notify the President and Honorary Secretary of a decision by 31st May, and then proceed to notify the recipients and their nominators and the proposers of unsuccessful nominees accordingly (early June).

· The Vice President will supply a short report including the recommendations from the Selection Panel for ratification by the CoM at Meeting 4. 

· A listing of all nominees for historical purposes, retaining the nomination papers of Award recipients for historical purposes, is to be filed in the ANZAHPE office.  The nomination papers of any unsuccessful nominees will be destroyed. 

Notification and presentation of award

· The Vice President will advise the successful nominee and their proposers of the decision and negotiate to encourage attendance of recipient/s at the Annual Conference to receive the Award. 

· The Award will consist of a certificate, signed by the President and Honorary Secretary.  The certificate will contain a brief citation of the nominated area of excellence for which the award was given.  The Honorary Secretary and the Executive Officer will arrange the production and signing of the certificate.

· The Award will normally be presented at the annual conference dinner, and announced at the AGM.

· The Vice President will prepare a report for publication in the October edition of the Bulletin, outlining the recipient’s achievements.

Guidelines for selection 

These guidelines may assist the ranking of nominations, by identifying areas which represent outstanding achievement in health professional education.  These factors should be considered as a guide only, as not all areas will necessarily be represented in the work of any particular individual.  Additionally, the balance between various areas will alter according to the duties, responsibilities and opportunities that an individual may have faced during his or her career.  

The award should consider the candidate’s contribution to health professional education within Australia and New Zealand, along with any contribution on a broader international scale.  It is possible that an individual’s impact may be considerable at a local level and thus an international reputation is not a prerequisite for the ANZAHPE Award.  

Contribution to Health Professional Education

An evaluation of the candidate’s contribution to health professional education may include such areas as curriculum development; course design, teaching and coordination; student supervision, undergraduate or postgraduate; continuing education or professional development.

Some possible criteria to be used in the consideration of candidates:

· Extent of knowledge in their field

· Level of expertise reached; critical-mindedness in the field; ability to formulate and present ideas clearly and precisely

· Degree of innovation displayed in relation to ideas for new courses or support for alteration of existing courses

· Ability to interact with and motivate students and staff

· Personal initiative in relation to teaching and other educational matters

· Ability to attract outside educational support and recognition. 

Contribution to Health Professional Education Research

An evaluation of the candidate’s contribution to health professional education research may include such areas as work published or accepted, submitted for publication, in preparation for publication; papers delivered at conferences and seminars; invited lecturers; grants received. 

Some possible criteria to be used in the consideration of candidates:

· Degree of mastery of knowledge in their field

· Critical-mindedness in relation to research activity

· Ability to create new ideas

· Ability to utilise new ideas from other sources

· Open-mindedness to new ideas

· Ingenuity and creativeness in developing facilities for research

· Motivation – degree to which activities organised and coordinated, towards a productive research output

· Achievements – contribution to knowledge as demonstrated by scholarly works, published or accepted for publication; applied research and associated publications, including computer software; technological developments, projects inventions, patents, etc

· Ability to attract outside research support.

Contribution to ANZAHPE
An evaluation of the candidate’s contribution to ANZAHPE may include their contribution in any endeavours with which ANZAHPE is involved.

Some possible criteria to be used in the consideration of candidates:

· Willingness to contribute to ANZAHPE by undertaking professional responsibilities

· Recognition gained by ANZAHPE

· Capacity to lead and motivate others and to assist and encourage students and colleagues.

The ANZAHPE postgraduate student prize 

The ANZAHPE Postgraduate Student Prize was instituted in 2005 in recognition that the student members of ANZAHPE were often full-time post-graduate students, performing valuable research in the area of health professional education.

ANZAHPE CoM will seek external sponsorship for this award.  In the absence of an external sponsor, the award will be made from ANZAHPE.  A record of past sponsors will be maintained. 

Conditions

1. This Annual Award of an amount fixed by the CoM from time to time is to be made to an Australian or New Zealand student enrolled in a postgraduate health professional course whose course work relates to education in their area of health care.

2. Students are invited to apply for the Award by submitting a description of their original research or course work design according to the published criteria:

Submissions must be electronic (MS Word, rtf or PDF) and consist of:

· A covering letter including the name(s) of the student(s) submitting for the prize, their topic of post-graduate study and the contact details of all the students including e-mail addresses, postal addresses and phone numbers.
· A letter from the student’s supervisor ratifying that the student is a bona fide post-graduate student and ratifying that the work is the student’s own.
· A 500 word summary of their research/course work.
Criteria

Projects will be judged on their 

· originality

· student involvement

· contribution to health professional education

· quality of presentation.
The ANZAHPE undergraduate student prize 

This award was initially sponsored by Upjohn, with various name changes as this company changed ownership to Pharmacia and Upjohn Pty Ltd, then Pharmacia.  In 2003, this sponsorship ceased as the company was now owned by Pfizer.  Sponsorship by Pfizer continued until 2005
.  

The CoM decided 
 that the name would be changed to the ANZAHPE Undergraduate Student Prize, with the addition of the statement ‘sponsored by…’ added as appropriate with any change in sponsorship.  A record of sponsors will be maintained. 

Conditions

1. This annual Award of an amount to be fixed by the CoM is to be made to an Australian or New Zealand undergraduate student or group of students.  The Award is open to all students in any of the health care professional undergraduate courses (including graduate entry courses).

2. Students are invited to apply for the Award by demonstrating personal activity in furthering the education of health professionals.  Projects might relate, for example, to delivery of teaching and learning, curriculum development, evaluation, educational research conducted, educational materials developed (videos, CDs, websites, models, etc.) or a critical commentary pertaining to education in the health professions.  

Submissions must be electronic (MS Word, rtf or PDF) and consist of:

· A covering letter including the name(s) of the student(s) submitting for the prize and their year of study in the course, the contact details of all the students including email addresses, postal addresses and phone numbers.
· A letter from the student’s supervisor ratifying that the student is a bona fide student and outlining the students role and extent of involvement in the project.  
· A 500-word summary of the project.
· Where the project involves development of electronic materials, e.g. computer programs, a website or other electronic resources, the application must include clear instructions regarding hardware, software and other information required to access and use them
Criteria

Submissions will be judged on:

· relevance of the project and impact on furthering education
· student initiative and involvement
· quality of the project
· quality of the presentation of the application 
Procedures for student prizes

The procedures are the same for both categories of student prize awards.  

An appropriate notice calling for applications is to be placed between July and March in the Bulletin, on the ANZAHPE website and via e-mail to the Membership.  

Applications must be received by 30 April in the year of the award.

The CoM shall establish a Selection Panel to consider the applications and make recommendations for the Award.  The Student Liaison Representative will coordinate arrangements for processing applications, establishing the Selection Panel and follow up action arising from the recommendations of the Selection Panel in conjunction with the ANZAHPE Executive Officer.

Selection Panel

The Selection Panel will consist of the 

· Student Liaison Representative, who will act as Chairperson, 

· Honorary Secretary, 

· One other member of the CoM.  

· Additionally, a student who may be a past prize winner but who is not an applicant nor involved with any of the applicants should be invited to participate in the panel.

Applications are distributed to the Selection Panel electronically.  Members of the Selection Panel will consider the candidates independently, using criterion-based marking sheets, and forward their recommendations with brief written comments to the Student Liaison Representative who will then implement any necessary procedures to reach a decision.  Where necessary, additional information may be sought to assist in the ranking of candidates.

The Student Liaison Representative will notify the President and Honorary Secretary of a decision by 31st May, and then proceed to notify the recipients.  The Student Liaison Representative will supply a short report including the recommendations from the Selection Panel for ratification by the CoM at Meeting 4. 

A listing of all nominees for historical purposes, retaining the nomination papers of Award recipients for historical purposes, to be filed in the ANZAHPE office.  The nomination papers of any unsuccessful nominees will be destroyed. 

Notification and presentation of prizes

The Student Liaison Representative will advise the successful nominees and their proposers of the decision and negotiate to encourage attendance of recipient/s at the Annual Conference to receive the Award. 

The Awards for each year in both categories will be announced and presented at the Annual Conference in that same year.

The recipient will be encouraged and supported to attend the Annual Conference to receive the Award and may receive financial assistance towards travel costs of attending the Annual Conference.  The recipient of each award will be required to present their project at the conference (plenary or parallel sessions). 

The Award will consist of a certificate, signed by the President and Honorary Secretary.  The Honorary Secretary and Executive Officer will arrange the production and signing of the certificate.  The Award will normally be presented at the annual conference dinner, and announced at the AGM.

The Student Liaison Representative will ask recipients to prepare a report for publication in the October edition of the Bulletin.

The recipient will be encouraged to produce a paper describing their work for publication in ANZAHPE’s Journal – Focus on Health Professional Education - or elsewhere.

 Research grants

The ANZAHPE Grants for Educational Research were established in 1987 
 with the aim of encouraging and fostering research and development in the education of health professionals.  The grants are a one-time offer of support, rather than a continuing fund, and are intended to encourage quality research into any issue associated with the education of any health professionals.

It is hoped that these grants will allow the recipients to pursue educational research that is unlikely to be funded by other sources.  

Some grants could be for seeding to help begin a project for which continuing support could then be sought from other sources.  ANZAHPE is particularly keen to support new and emerging educational researchers. Such grants could cover the development of instruments, or research assistance or equipment necessary to begin a project.

Conditions and procedures

The primary investigator must be an Australian or New Zealand resident and a financial member of ANZAHPE.

Applications must include:

1. A study proposal (2500 words maximum) including:
a. Executive summary

b. Background and Gap

c. Significance

d. Research Questions

e. Methods (including plan for data analysis)

f. Budget and Rationale

g. Timeline

2. A two page curriculum vitae outlining recent publications, or evidence of significant support to complete the project (for example, a research mentor).  

An electronic copy (MS Word, rtf or PDF) should be forwarded by email to the ANZAHPE Office ANZAHPE@flinders.edu.au.

The funded project should be completed within 12 months of the approval of funding taken from the date the grant was awarded at the ANZAHPE conference.  

Recipients are required to acknowledge ANZAHPE in any publications resulting from their research grant.  On completion of the project (that is, within 12 months of receipt of funding) a report from the recipient must be sent to the Honorary Secretary.  The recipient must present the outcomes of the project at the ANZAHPE conference and /or submit for publication to Focus on Health Professional Education: A Multidisciplinary Journal.

Each year, the ANZAHPE CoM sets a maximum amount of funding available for research grants. Projects requesting larger amounts of funding will be considered provided that they are well justified
.  The funding provided is GST inclusive.
Selection criteria 
 

The grants will be reviewed according to the following criteria: 

· All sections of the proposal (described above) are present and clearly described

· Background situates study in context and makes a case for action

· Research questions are clear and achievable

· Alignment of the research methods to the aims

· The educational significance of the project (adds to the evidence/addresses a gap)

· The applicability of the findings to a broad range of health professional educators

· The likelihood of the project being completed within the specified time frame

· The budget is adequately justified and within the range available from ANZAHPE

Procedures

· At CoM meeting 4 a decision is made regarding the amount of funds allocated for Seeding Grants for the forthcoming year. 

· Applications for a Research Grant will be invited between November and April through advertisement in the Bulletin, the ANZAHPE website and email reminders.  

· Applications must be received by 30 April each year 

· The CoM shall establish a Selection Panel to consider the applications and make recommendations to the Honorary Secretary for the Research Grants.

· The Vice President will coordinate arrangements for processing applications, establishing the Selection Panel and follow up action arising from the recommendations of the Selection Panel in conjunction with the ANZAHPE Office Manager.

· Applications must address the selection criteria

Selection panel

The Selection Panel will consist of the 

· Vice President, who will act as Chairperson, 

· Honorary Secretary, and 

· Either two other members of the CoM, or one external person and one CoM member.  

The academic and professional standing of members should be taken into consideration in determining the final composition of the Selection Panel.  Members of the Selection Panel will be required to declare any conflicts of interest.

Selection process

· After applications have been received, a check of the membership status of the applicants is made and then eligible applicants are sent an acknowledgement of receipt of their application and ineligible applicants advised accordingly.

· The Chair and one other member of the Panel shortlist all applications according to three broad criteria:

· Is this a health professional education research project?

· Does the application have clear research questions and plan?

· Is this a worthwhile project for ANZAHPE to be involved in?

· Applicants who are not shortlisted are informed. 

· Short listed applications are distributed to the Selection Panel electronically.

· Members of the Selection Panel will consider the candidates independently, using the selection criteria described above

· Each application is reviewed by two members of the Panel and each is given a grade plus comments which are sent to the Chair and the applicant

· The Chair forwards his/her recommendation of the successful applicant(s) to the Honorary Secretary. 

· If required, the Panel will meet by teleconference to reach a final decision (Where necessary, additional information and reports from peers and/or referees may be sought)

· The Honorary Secretary will provide a report with the recommendations of the Selection Panel to the CoM via email.

· Successful applicants are notified by 30 April.

· Grants are awarded at the Annual ANZAHPE Conference in June/July.

· A brief synopsis of each successful grant is published in the Bulletin.

Payment of grant and follow-up

Successful applicants are advised in writing by the Honorary Secretary with an accompanying cheque.

Recipients are offered a student rate for registration at the ANZAHPE conference at which they report on the progress of their research or present a paper. 

A database is maintained in the ANZAHPE office which includes for each grant awarded:

· date of report received or due, 
· dates of Bulletin article published, 
· Conference presentation, 
· FOHPE article, and 
· Other publication/presentation.
At appropriate times, the Hon. Secretary will write to each current and new recipient requesting a report on the project and copies of any presentations or publications.

Grant reports are forwarded to the Bulletin Editor for review prior to publication in the Bulletin.  Such a report would not preclude a fuller publication in FOHPE.  Such reports will be less than 1000 words.

· The Chairperson will submit the final report to the Bulletin.

· The Hon Secretary will request that copies of any publication arising from the Grant be forwarded to the Hon Secretary for ANZAHPE’s information.

SHORTLISTING FORM

APPLICATION NUMBER:___________________

REVIEWER’S NAME:_______________________

· Is this a health professional education research project? YES/NO

· Does the application have clear research questions and plan? YES/NO

· Is this a worthwhile project for ANZAHPE to be involved in? YES/NO

Comments:

Shortlist YES/NO

ANZAHPE RESEARCH GRANTS Review Form
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ANZAHPE










[image: image2.emf]


Please retain a copy for your records and return form to:   
Mrs Toni McDonald, ANZAHPE Office, c/- Health Professional Education, Flinders University, 



GPO Box 2100, ADELAIDE, South Australia,  5001 
PH:  0478 313 123;  FAX: (08) 8204 5675;  EMAIL: anzahpe@flinders.edu.au 



 



 



 



Australian & New Zealand Association for 
Health Professional Educators 



 
ABN 57 130 154 650 



MEMBERSHIP APPLICATION/RENEWAL 2011 
 



Name  



     



 



Address   



     



 



Tel  



     



      Fax   



     



 



Email   



     



 Student no. (if applicable) 



     



 



What health professional education program(s) are you involved with? 



     



 



  Medical/Health Education     Medicine      Dentistry    Psychology    Allied Health 



  Nursing/Midwifery    Paramedic    Pharmacy    Health Sciences   Other 



 



SUBSCRIPTION FEES (incl. GST) 



Membership includes a subscription to Focus on Health Professional Education: A Multidisciplinary Journal 
and the ANZAHPE Bulletin (available from the ANZAHPE website (www.anzame.unsw.edu.au). 
 



 Individual Membership (12 months) AU$190    Institutional Journal only     AU$200 
 Individual Membership (6 mths or less, applies after 1 Oct each year) AU$95 



 



 Student Membership (12 months)*  AU$80    Corporate Membership **        AU$500 
 
* Student membership is available to full time students only  
** Please provide a list of the names and email addresses of the five individuals covered by your corporate membership and nominate one 



individual to vote at the Annual General Meeting.  
 



Corporate Members Names & Email Addresses 



1) 



     



  2) 



     



 



3) 



     



  4) 



     



 



5) 



     



 



METHOD OF PAYMENT 
 



 



Payment by cheque (payable to “ANZAHPE”) or credit card should be sent to the address below.  
New Zealand members - credit card payment is preferred.   



 
 



 
Please debit my Visa / Mastercard Number: 



     



  



     



  



     



  



     



 
 
 



Expiry Date 



     



/



     



       for the Amount of: AU$ 



     



 
 
Cardholder Name: 



     



 
(BLOCK LETTERS)                                                                       Cardholder Signature:  



     



 
 
 










Please retain a copy for your records and return form to:   

Mrs Toni McDonald, ANZAHPE Office, c/- Health Professional Education, Flinders University, 

GPO Box 2100, ADELAIDE, South Australia,  5001 

PH:  0478 313 123;  FAX: (08) 8204 5675;  EMAIL: anzahpe@flinders.edu.au

 

 

 

 

Australian & New Zealand Association for 

Health Professional Educators

 

 

ABN 57 130 154 650 

MEMBERSHIP APPLICATION/RENEWAL 2011 

 

Name  

     

 

Address   

     

 

Tel  

     

        Fax   

     

 

Email   

     

  Student no. (if applicable) 

     

 

What health professional education program(s) are you involved with? 

     

 

  Medical/Health Education      Medicine       Dentistry     Psychology     Allied Health 

  Nursing/Midwifery     Paramedic     Pharmacy     Health Sciences    Other 

 

SUBSCRIPTION

 FEES (incl. GST) 

Membership includes a subscription to Focus on Health Professional Education: A Multidisciplinary Journal 

and the ANZAHPE Bulletin (available from the ANZAHPE website (www.anzame.unsw.edu.au). 

 

 

Individual Membership (12 months)  AU$190 

   

Institutional Journal only      AU$200 

 

Individual Membership (6 mths or less, applies after 1 Oct each year)  AU$95 

 

 

Student Membership (12 months)*   AU$80 

  

 Corporate Membership **         AU$500 

 

*

 Student membership is available to full time students only  

** 

Please provide a list of the names and email addresses of the five individuals covered by your corporate membership and nominate one 

individual to vote at the Annual General Meeting.  

 

Corporate Members Names & Email Addresses 

1) 

     

    2) 

     

 

3) 

     

    4) 

     

 

5) 

     

 

METHOD OF PAYMENT 

  

Payment by cheque (payable to “ANZAHPE”) or credit card should be sent to the address below.  

New Zealand members - credit card payment is preferred.   

 

 

 

Please debit my Visa / Mastercard Number: 

     

  

     

  

     

  

     

 

 

 

Expiry Date 

     

/

     

        for the Amount of:  AU$ 

     

 

 

Cardholder Name: 

     

 

(BLOCK LETTERS)                                                                       Cardholder Signature:  

     

 

 

 


Submission ID Number



Reviewer

	Criteria


	Outstanding
	Very Good
	Good
	Inadequate

	
	Indicate with a tick, Notes can be added

	Background 
Places study in context and makes a case for need or relevance. Makes reference to the literature.
	
	
	
	

	Research Aims & Questions

Clear, achievable


	
	
	
	

	Methods & Plan 

Clear research design, aligned with aims, question and includes a plan for data analysis.
	
	
	
	

	Outcomes
Relevant to HPE. Higher rating if applicable across a range health professional fields
	
	
	
	

	Significance

Adds to evidence and/or better practice.  Relevant beyond the study site.
	
	
	
	

	Achievable 

Research design feasible within the timeline. Funding both transparent and realistic.

	
	
	
	


GLOBAL GRADE (circle one)

A = Outstanding, no hesitation to fund, meets or exceeds all criteria

B = Very good, meets all criteria

C = Good, meets most criteria

D = Inadequate, funding not recommended

Feedback for applicants (required)
Global Grade ___
Additional Comments to Honorary Secretary (optional)
ANZAHPE Guidelines for following the progress of research grants once awarded

Research grant recipient (s) agreed upon by the Research Grant Selection Committee

The Honorary Secretary will provide a report with the recommendations of the Selection Panel to the CoM for approval at its meeting normally held late March/early April1

Recipient notified by a letter from the Secretary along with an accompanying cheque and the statement that they must submit their work to the annual conference or the FoHPE journal and a reminder that “Recipients are required to acknowledge ANZAHPE in any documents of publications resulting from their Seeding grant” (as stated in the OPGI)
Grants are presented at the annual ANZAHPE conference

Reminder letter sent from Secretary to the recipient to consider an abstract for the annual conference, even if reporting a work in progress2

Progress report requested by Secretary to the recipient after a 6 month interval; a request for an estimated project completion date is also made

Annual report and synopsis requested by the Secretary to the recipient at the completion of the project and the synopsis (< 1000 words) is published in the Bulletin


Grant reports are forwarded to the Bulletin Editor for review prior to publication in the Bulletin
Report filed in the Research Grants section of the Secretary’s folder/files; letter of acknowledgement sent to the recipient on receipt of the report with an invitation to submit a paper to FoHPE and or link to a publication (long term, once website is established, it would be great if we could get permission to post a summary of successfully completed projects as well). Letter will request that copies of any publication arising from the Grant be forwarded to the Hon Secretary for the association’s information
1As stated in the OPGI: A database is maintained in the ANZAHPE office which includes for each grant awarded: date of report received or due, and dates of Bulletin article published, Conference presentation, FOHPE article, and other publication/presentation.
2 As stated in the OPGI: “The recipient must present the outcomes of the project to the ANZAHPE conference and /or submit for publication to Focus on Health Professional Education: A Multidisciplinary Journal”

A copy of all correspondence will also be distributed to the Executive Officer

These processes will depend upon the Secretary keeping an up to date calendar with each of the above mentioned processes flagged in the calendar well in advance, and preferably soon after the prize is awarded
Communication and publications
Regular communication, using a variety of means, is needed to ensure that members maintain a sense of engagement with ANZAHPE.  The timeline of responsibilities is on page 8.

Focus on health professional education:  a multidisciplinary journal

Focus on Health Professional Education, a refereed journal, was formally established in November 1998.  It is published by ANZAHPE, concerned with the promotion, support and advancement of education in the health professions and other bodies with similar interests.  It is intended for educators and students who have a commitment to improving health care through better teaching and learning.  Some history relating to the initiation of FOHPE is in the appendix on page 76.
Purpose

Its purpose is to promote, support and advance health professional education and to contribute to scholarly discourse.  There are four underlying principles which make the journal distinctive, it has a focus on:

1. All health professions:  the Journal is multi-disciplinary and this is reflected in its editorial panel, its editorial policy and, the balance of articles and the objectives of the Association.
2. Regional issues and concerns:  the Journal primarily serves Australia, New Zealand, South-East Asia and the Western Pacific Region.  Nonetheless, it maintains an international outlook and deals with issues of global concern
3. Teaching and learning:  it includes articles on teaching and learning, curriculum design, assessment and evaluation in support of better professional practice and improved health care outcomes
4. Diverse and stimulating ideas:  controversial, challenging and substantive issues face health professional educators and their students and the Journal provides a forum where these issues can be examined and advanced.  
FOHPE is intended as a valuable addition to the literature in the field with a different emphasis to existing journals and publications.

Development of the journal (To be updated)
During 1997 the ANZAHPE Executive, after several years of deliberation, agreed in principle that it wished to establish an independent journal.  It was decided that other professional associations would be approached for sponsorship to assist in the establishment of the journal, which would be published by ANZAHPE 'in association with' these bodies.  The sponsorship contribution, which would be for the first two years of the journal, would allow acknowledgment of the sponsoring association, a position on the Editorial Board and a discounted journal subscription for the members of the professional associations.

The perceived advantages to ANZAHPEs include:

· the provision of an avenue of publication in the area of health professional education, as currently there is a lack of journals in this area, particularly in this region;
· a position on the Editorial Board;
· reduced subscription rates to the members of these professional associations.
The responsibilities of these sponsoring associations would include a commitment to:

· provide the seeding funding for two years, with further negotiation beyond that;
· assist in the publicity of the journal amongst their members.
Publication frequency

In 1999 the first two issues of FOHPE were published and in 2000 the second volume was published in three issues.  The aim has been to maintain FOHPE publication at the level of three issues per annum. 

Funding (to be updated)
Originally it had been hoped that the journal would be self-funding within 2-3 years.  This has not been the case and in 2002 and 2003 the CoM decision to continue to subsidise the journal was reported at the AGM.  Since then the link between membership and subscription to the journal has been strengthened by making the combination of membership and subscription to the journal the default choice on the membership application form.  

An important priority for the CoM and the Editorial Board is to pursue strategies to increase ANZAHPE membership (and thereby journal subscriptions) and to raise the profile of FOHPE by, for example, achieving NLM index status.

FoHPE Management structure

ANZAHPE CoM
The ANZAHPE CoM is responsible for: 

· The broad mission and basic philosophy of the journal, particularly its emphasis on all health professional education and its regional focus.  
· approval of the annual subscription rates and advertising rates
· the editorial policy
· financial management of the journal
· the design, format and number of issues of the journal
· special issues or themes for the journal
· Overall management of the affairs of the journal.
Editorial Board

The Editorial Board acts as an advisory body to the Editor and CoM on the editorial policy of the journal.  The Editorial Board consists of a number of members determined by the CoM, eminent in the field of health professional education, and having regard for the need for representation across disciplines, nationally and internationally.  

The roles and responsibilities of members of the Editorial Board are to: 

· advise on the maintenance of standards of the journal
· provide guidance on the scope and focus of the journal
· advise on refereeing procedures for articles submitted to the journal
· advise the Editor on such things as suitable referees or topics for the journal 
· report on the views of their various constituencies
· promote the journal amongst their various constituencies
· referee journal articles as required, including initial decisions on sending out for review.
Editor

The Editor is appointed by the CoM under such conditions and arrangements as agreed.  The Editor is accountable to the CoM and responsible for implementation of editorial policy and procedures.  The editor provides a report and participates in CoM2 meetings.  The Editor is supported by the Editorial Board.  

Conflicts of Interest (COI)
Definition and Scope
A conflict of interest is: “anything, be it personal, financial, academic, religious, or political, which, when revealed later, would make a reasonable reader feel misled or deceived".
 
According to the International Committee of Medical Journal Editors (ICMJE): “Conflict of interest exists when an author (or the author’s institution), reviewer, or editor has financial or personal relationships that inappropriately influence (bias) his or her actions (such relationships are also known as dual commitments, competing interests, or competing loyalties.) ... The potential for conflict of interest can exist whether or not an individual believes that the relationship affects his or her scientific judgment”.

What follows is based on a Statement developed by the WAME (World Association of Medical Editors) Editorial Policy and Publication Ethics Committees, published in 2009.
  The value of this Statement in developing the current document is acknowledged by the Editorial Board of FOHPE.

In the context of health professional education publishing, COI exists when a participant in the publication process (author, peer reviewer, editorial staff) has a competing interest that could unduly influence (or be reasonably thought to influence) his or her responsibilities in the publication process.  Among those responsibilities are academic honesty, unbiased conduct and reporting of research, and integrity of decisions or judgments.  The publication process includes the submission of manuscripts, peer review, editorial decisions, and communication between authors, reviewers and editors.

Types of Competing Interests 
 

Many kinds of competing interests are possible. The following are examples of competing interests; they do not include all possibilities and they may coexist.  Mechanisms for managing actual or potential COI will be included in the Instructions to Authors and the Instructions to Peer Reviewers, and in the policy documents which govern the processes of editing and publishing FOHPE.
 

Financial ties.  This conflict is present when a participant in the publication process has received or expects to receive money or other financial benefits, gifts, or services that may influence work related to a specific publication.  Financial conflicts of interest are less likely in an education journal than in a clinical journal but, for example, they could exist where a research project is reporting the outcomes of the use of educational technology which was supplied free of charge by the developer, or where the developer provided funds for the research.

Financial competing interests may exist not only on the basis of past activities, but also on the expectation of future rewards, such as a pending grant.
 

Academic commitments.  Participants in the publication process may have strong beliefs (“intellectual passion”) that commit them to a particular explanation, method, or idea.  They may, as a result, be biased in conducting research that tests that commitment, or in reviewing the work of others that is in favour of, or at odds with, their beliefs. For example, if research challenging conventional wisdom is reviewed by someone who has made his or her reputation by establishing the existing paradigm, that person might judge the new research results adversely.  While such commitments are not generally part of authors’ disclosures, editors should be aware of them and their potential influence on author(s), reviewer(s), and themselves.

 

Personal relationships.  Personal relationships with family, friends, enemies, competitors, or colleagues can pose COIs.  For example, a reviewer may have difficulty providing an unbiased review of articles by investigators who have been working colleagues. Similarly, he or she may find it difficult to be unbiased when reviewing the work of competitors. Bonds to family members may be so strong that their competing interests should be treated as if they are also present for those directly involved with a manuscript.

 

Political or religious beliefs.  Strong commitment to a particular political view (e.g., political position, agenda, or party) or having a strong religious conviction, may pose a COI for a given publication if those political or religious issues are affirmed or challenged in the publication.

Institutional affiliations.  A COI exists when a participant in the publication process is directly affiliated with an institution that on the face of it may have a position or an interest in a publication.  Professional or civic organizations may also have competing interests because of their special interests or advocacy positions.

 
Declaring and Managing COIs
 

COIs are ubiquitous and cannot be eliminated altogether. However, they will be managed constructively so that they make the least possible intrusion on journal content and credibility.

 

Managing COI depends primarily on disclosure, because it is not possible routinely to monitor or to investigate whether competing interests are present.  FOHPE gives clear instructions to Authors and to Reviewers about how to make declarations about COI, which will be required in writing as a pre-condition for review of a manuscript submitted to FOHPE for publication.  All relevant disclosures of COI (or their absence) will be published with the manuscript.

The Editor may ask additional questions or seek clarification about declarations.  If the Editor has reason to believe that a COI exists for an author, the author will be so informed, and the manuscript will not receive further consideration.

If a COI is declared by a reviewer, or a member of the editorial staff, that person will be excluded from the relevant process (e.g. a reviewer or editor), or will not participate in decisions where COI might arise (e.g. an editor).
FOHPE has a responsibility to raise awareness and to educate the educational research community about COI.  Authors and reviewers will be asked, in effect: “if your competing interest became known to others later, would you feel defensive, or would others in the publication process, readers or the public think that you were hiding other interests, or could they feel that you had misled or deceived them?”

Failure to declare COI

If, after a manuscript is submitted or published, an allegation about competing interests emerges from other sources, FOHPE will arrange for impartial investigation of such allegations as expeditiously as possible, and will take appropriate action.

If a manuscript has been published and an undeclared author’s COI becomes apparent, FOHPE will publish the results of the investigation as a correction to the article, and will ask the author to explain, in a published letter, why the COI was not revealed earlier.
For inclusion in Instructions to Authors
You should disclose all sources (and any relevant conditions) of funding or other resources related to your research or scholarly activity, and should describe your relationship with the funder if it is anything other than simply that of a recipient.

You should also disclose any role conflicts that arose in conducting the research, and report what action you took to minimise the effects of such conflicts.  For example, as a program developer or director, you might be involved in a project to evaluate your program.  This involvement might benefit the project in various ways, but good research practice requires that you were not involved in, or had influence over, data collection and/or analysis.  

If data are derived from interviews or focus groups, you should provide a statement on reflexivity (relationship to the participants and the data and any other issues that may influence the research), as is current best practice in qualitative research.

However if, for some reason, the potential for influence could not be managed methodologically, then you should make a disclosure of conflict of interest: this will be required as a condition of review and of publication.

You should also report briefly on the relative contributions of the authors listed. 

For inclusion in Instructions to Reviewers
You should declare any conflict of interest with the content and/or the authors of a manuscript you have been asked to review.

Conflicts of interest over content are complex.  Reviewers of a manuscript are selected on the basis of their familiarity with the subject matter so that they can comment authoritatively on the method, content etc. described in the manuscript. Inevitably this introduces the possibility of bias, and you should acknowledge your own position, either in the course of your review, or in a separate written declaration to the Editor.  An example: if you are expert in the content of a manuscript, but have a strong preference for quantitative methods, you should declare that you are not in a position to critique the qualitative methodology employed in the study.

ANZAHPE is a small organisation and, although reviewers are blinded to authorship, blinding is often partial or incomplete.  You should, therefore, also declare friendships or working relationships or previous disagreements with authors of manuscripts you are asked to review.

The Editor or Assistant Editor is responsible for deciding whether your declared conflict of interest is sufficient to disqualify you from participation in the review process.

You are also expected to comment on the adequacy of declarations made by authors and on their acknowledgment (or otherwise) of ethical issues arising in their research, and the steps the authors took to manage those issues (e.g. seeking review from an appropriate authority).

For inclusion in Instructions to Editorial Staff
As Editor or Assistant Editor, you should declare if you have a conflict of interest of any kind in a manuscript submitted for possible publication.  Ideally you should withdraw from any decision-making with regard to the manuscript, although you may retain a role in the management of the process (e.g. notifying authors of the outcome of the review process).  The most likely conflicts of interest would be where the authors are close family, close friends or work colleagues.  You should also exempt yourself from reviews or decision-making related to manuscripts submitted by authors from your own academic department.  The same rule would apply if some prior relationship exists, e.g. supervisor/supervisee; employer/employee.

Where possible, you should avoid the use of reviewers whose relationship with authors is known to fall into any of the categories described above.

You are also expected to comment on the adequacy of declarations made by authors and on their acknowledgment (or otherwise) of ethical issues arising in their research and the steps the authors took to manage those issues (e.g. seeking review from an appropriate authority).

ANZAHPE Bulletin

The Bulletin is the official newsletter of the ANZAHPE.  The purpose of the bulletin is to be a form of regular communication with members informing them about activities and matters of interest, seeking their views, and providing a forum for brief reports and articles.  The timeline of responsibilities is on page 8.

It is published three times a year (March, June and October) to facilitate communication between the CoM and the membership, to provide a forum for the membership and to give notice of meetings, awards, grants and other proceedings of ANZAHPE.

· The March issue coincides with the new academic year, allows the CoM to feedback on activity since CoM2 and promotes the grants and awards (submission 30 April)

· The June issue is pre-conference. Can communicate business for AGM and from CoM3, give a taste of the forthcoming conference.

· The October issue contains conference reports, student prize reports, business from CoM4/1 & AGM 

Format and dissemination (to be updated)
· The Bulletin is produced as a full colour, text and art, PDF.
· In the past it has been published in hard copy form.  It is currently published as an electronic document accessible to members via the website but is available in hard copy form at individual member’s request.  
· The final version is signed off by the Editor and supplied to the Executive Officer and the Website Coordinator.
· The Bulletin is posted on the website and the Executive Officer sends an email with URL link to all members.  The Email message gives members permission to print off and display at their institution.
· The URL link provides a single click to the PDF file.
· Previous issues are available to members via password on the website.
Responsibility

· Bulletin Editor
· Assistant Bulletin Editor
· Graphic design company or individual (contracted)
· Website Coordinator
· Executive Officer
Bulletin editor(s)

The role of the Bulletin Editor is to:

· collate notices, correspondence, original articles, images and other copy for each issue of the Bulletin  
· provide an editorial
· evolve the format and content to meet the needs of ANZAHPE
· seek out other material as time and temperament permits
· transmit electronic files to the graphic designer
· liaise with the graphic designer during desktop publishing phase
· proof read the Bulletin at each process stage
· sign-off the final version of each Bulletin with the graphic designer
· authorise distribution by Email
· send the PDF file of the Bulletin to the Website Coordinator for posting on the website
If appointed the role of the Assistant Bulletin Editor is to:

· assist the Editor in producing each issue of the Bulletin, e.g. source articles and images, write editorials and share ideas/advise on content and format
· proof read the assembled Bulletin
· perform any of the Editor’s roles  when the Editor is unavailable or delegates the task
E-mail communications

Email communication to members offers an effective and reliable means to obtain and circulate information to members and engage them in ANZAHPE activities. 

All members are asked to provide an email address when taking out or renewing their subscription.

All conference registrants are asked to provide an email address so they can be notified of future conferences and, if not already members, can be encouraged to become members.

A future aim is to develop a directory of members’ email addresses for posting on the website. 

Email addresses are available for those members who have completed profiles in the gallery and those who are members of SIGs.

Email is increasingly being used to advise members of publication of Bulletin editions, conferences and other activities.

CoM activities between CoM meetings are often conducted by email.  When significant decisions are taken by email, these should be ratified at the next CoM meeting

The secretary must, at least 21 days before the date fixed for the holding of the general meeting, cause to be notified in writing to each member at the member's email address appearing in the register of members, a notice specifying the place, date and time of the meeting and the nature of the business proposed to be transacted at the meeting.

Website

The ANZAHPE website (http://www.ANZAHPE.org) is a public domain site hosted by ______________and managed by the ANZAHPE website coordinator.  It provides access to information on the ANZAHPE objects and rules, mission, goals and values and provides contact details of the membership of the CoM and the conveners of Special Interest Groups/Hot Topic Action Groups.

The site is used to publicise the ANZAHPE annual conference (including submission of abstracts and conference registration) and other forthcoming events.  Also there are links to related websites.  

There are pages on the ANZAHPE journal (Focus on Health Professional Education) including information for authors.  The current Bulletin, and Bulletins for the previous year, are accessible to all and may be downloaded as PDF files.  The Bulletin archive is accessible to current members of ANZAHPE.

The website holds pages on the ANZAHPE awards (including submission forms) and ANZAHPE grants (including application forms).

ANZAHPE members also have access to a web platform (WebTeach) that supports announcements, SIG discussion boards (called “coffee shop”), discussion forums (initiated by conveners and called “seminar rooms”) and a gallery where members can create personal profiles that include email addresses and can access SIG email lists.

Website coordinator

The role of the Website Coordinator is to:

· Maintain, modify, create and delete the public-access website pages, in consultation with the CoM
· Maintain, modify, create and delete the password-protected website pages, in consultation with the CoM
· Enable current ANZAHPE members to access the password-protected part of the ANZAHPE website, in consultation with the Membership Secretary
· Publish the Bulletin in the password-protected part of the website, in consultation with the Bulletin editor 
· Publish Tables of Contents and any other materials from the ANZAHPE journal, Focus on Health Professional Education, as are required by the CoM
· Liaise with the internet service provider so as to ensure continuity of hosting on the website
· Liaise with the webpage designer so as to ensure integrity of the website
· Liaise with the WebTeach provider so as to ensure continuity of use of the software required for the password protected part of the website
· Carry out website coordination and management duties as required by the ANZAHPE CoM in liaison with the Executive Officer.
Conference

The Annual Conference is the major activity ANZAHPE has for promoting excellence in health professional education facilitating communication between educators.  The values of collegiality, mutual support, innovation and scholarly discourse find strong expression through the annual conference.

Conference locations and organisation

The ANZAHPE Conference Procedures Document is available separately and provides details of the arrangements which need to be made by the conference organisers.  The CoM develops and annually reviews and up-dates a 3 year rolling timetable of proposed future conference locations to ensure an acceptable rotation around different locations in Australia, New Zealand and Western Pacific.

The normal minimum timeline for the CoM to initiate, approve and monitor planning of a conference is:

	CoM Meeting
	Conference in 2 years
	Conference in 1 year
	Conference in current year

	CoM 3 April
	
	Progress report. Approve theme, further plans
	Progress report. Approve final arrangements

	CoM 4 June/July 
	Finalise location for conference in 2 year’s time. Appoint Conference Convener
	Progress report. Approve final budget, conference program, advance publicity, further plans, key note speakers
A representative from the Conference Organising Committee to be involved in this meeting
	Determine support, chairing roles of CoM members at Conference
A representative from the Conference Organising Committee to be involved in this meeting

	September
	
	
	Final report and evaluation due

	CoM 2 November 
	Receive report. Approve preliminary plans/budget. Approve advance if requested
	Progress report. Approve brochure, publicity, reg fees
A representative from the Conference Organising Committee to be involved in this meeting
	


Responsibilities

The following policies are partly extracted from the procedures and provide the overall policy framework governing the Annual Conference arrangements.

The CoM is responsible for approval of:

· appointment of the conference convener
· the location and venue
· the proposed budget including costs and proposed registration fees 
· any advanced funding requests
· the general theme and program for the conference
· sponsorship arrangements 
· key note speakers
· conference brochures, advertising and publicity 
The appointment of a Conference Convener is normally arranged by means of a volunteer agreeing to take on the role of Conference Convener.  The volunteer may be a past or present CoM member, an ordinary member, or an interested health professional educator.  

A Conference Organising Committee of ANZAHPE (COCA) is normally established to coordinate preparations for the Conference.  The COCA may determine that it will undertake all preparation and planning for the conference.  Alternatively the COCA may recommend the appointment of a professional conference organiser to undertake some or all of the planning and preparation activities (this has become the usual approach).  

Reporting procedures and relationship between conference organiser and CoM

Once appointed, the Conference Convener provides a written report including recommendations for consideration and approval of the CoM.  The Conference Convener, or a member of the COCA, attends meetings of the CoM during the period of planning and preparation for the Conference, particularly the CoM meetings 2, 3 and 4 of the year prior to the conference in question.  If this is not practicable, the CoM will appoint one of its members to act as a Conference Organisation Liaison Officer.
Joint academic sponsorship of the conference 

The line of communication for the initial decision and confirmation of joint academic sponsorship generally goes through the President (and CoM).  Generally all arrangements with the sponsoring organisation after this, is undertaken directly between the sponsoring organization and COCA.  

Finances and budget

The initial conference budget must be presented to the CoM for approval; with progress reports to each CoM meeting (see above schedule).  Draft budgets are shown in Appendix F of the Conference Procedures.

If the COCA proposes to organise the conference entirely itself it may seek CoM approval to set up a separate ANZAHPE Conference; otherwise receipts and payments will be processed through the ANZAHPE office.

If the COCA is approved to set up a separate ANZAHPE Conference Account:

a) The CoM must approve the initial signatories to any ANZAHPE Conference Account and any initial cash advance if required.  
b) Normally the Honorary Treasurer will be a co-signatory to such an account.  
c) Procedures for handling all receipts and payments and maintaining financial records must comply with Australian accounting standards and be approved by the Honorary Treasurer.  
If the COCA is approved to use a Professional Conference Organiser, the company concerned must provide a detailed budget which sets out the full costing and registration fees for prior approval and a detailed itemised accounting for all receipts and payments including their fees and any surplus or deficit of funds after the conference.

Conference dinner presentation of awards

The ANZAHPE awards and honorary memberships are presented at the annual dinner.

Support by CoM during the conference

Traditionally the CoM has made itself available to chair Conference sessions as required, to attend session for new members, and generally to engage with and make welcome new and old members of ANZAHPE.

Special Interest Groups (Note currently inactive)
Special Interest Groups were first developed in 1997 to provide a forum to build networks and to continue discussion of matters of mutual interest to members, between annual conferences.  

Aims

· To create a network of members with an interest in a particular area
· To allow the active continuation of an activity or area of particular interest to a group of ANZAHPE members
· To promote development of this interest, activity or discussion
· To disseminate information.
Establishing a Special Interest Group

An application must be submitted to the CoM by a financial member of ANZAHPE.  The submission should briefly outline:

· the area of interest of the group
· the purpose, goals or objectives of the group
· an indication of the likely level of interest from members of ANZAHPE
· the name and contact details of the suggested convenor, who must be a financial member.
The CoM will then approve or reject the establishment of the Special Interest Group
Role of Special Interest Group convenor

· convene the group
· encourage activity in the area of interest
· maintain the network of members, usually, but not necessarily, by email
· assist the President in responding to public issues
· contribute occasional reports of the activities of the group to the Bulletin 
· provide information to the Bulletin Editor and the Web-site Coordinator for placement on the ANZAHPE web site, to promote the group
· provide a summary report to the Honorary Secretary for Meeting 3 of the CoM each year
· Advise the CoM if the group is no longer active and is to be disbanded.
Special Interest Group procedures

The structure and mode of operation is to be left to the groups themselves but could include regular email or other communication, and the planning of workshops, PeARLS or joint poster sessions at conferences.  The convenor may apply to the CoM for a grant for expenses incurred in the organisation of the group.  The CoM determines a maximum amount for such grants from time to time. Expenses may include items such as stationery and postage; and all documentation must be presented for accounting purposes.  This may be considered as seeding funding, and would not be available the following year unless a report is received at Meeting 3 outlining details of past expenses and expected future expenses.

The Executive Officer should be included in the email list of all groups.  All communication from the convenor to be labelled as Convenor, ...... ANZAHPE Special Interest Group.

The key to these groups is for them to

· Meet the needs of the group
· Promote development of new ideas or discussion around topics of interest to ANZAHPE
· To be flexible in the way they operate
It is accepted that the level of activity may wax and wane, groups may disband or split into two or more groups.  Information about current Special Interest Groups, including the contact details of the convenors can be found on the ANZAHPE website.

ANZAHPE Hot Topic Action Groups (Note Currently inactive)
HTAG TEMPLATE

Background

Over the years, many ANZAHPE members have enjoyed participating in Special Interest Groups (SIGS). The past and future of the SIGS model was discussed in a session at the ANZAHPE conference in July 2010 and the new name of Hot Topic Action Groups (HTAGs) was decided.

That group also clarified what members would like from HTAGs and a proposal has been endorsed by the Committee of Management (CoM) including discussion of providing some Web2.0 support to HTAGs via the new ANZAHPE website. 

What will the HTAGs do for our Association?
1. Provide a forum for exploration and development of issues important to health professional educators;

2. Have a tangible output that is intended to have a definite positive effect on health professional education;

3. Facilitate cross-Tasman collaborations on subjects important to members and health professional educators;

4. Contribute to the continued growth of membership and strength of the Association.

How is an HTAG established and what might it do?

The CoM regards HTAGs as an important forum for members that is additional to the journal, the annual conference and state/local activities.  

HTAGs:

1. Can be formed once a proposal prepared using the Association’s “HTAG Template” has been accepted by the HTAG working group from CoM  (comprising the Vice President, the Secretary and the Marketing Co-ordinator);

2. Are open to members of ANZAHPE; if others join an HTAG, they are expected to become a member of ANZAHPE within 12 months;

3. Can be advertised on the ANZAHPE website and/or by an email sent to the membership by the ANZAHPE office;

4. Will devise a plan and timeframe for structure and function as well as ‘output’ or ‘product’ and submit this plan within 3 months of receiving notification to the HTAG working group who will monitor the level of activity/progress of each HTAG;

5. After using the usual procedure for abstract submission, will be offered a PeArLS, a presentation or a workshop in the program of the annual conference to inform the membership/field on the progress and outcomes of their HTAG project;

6. May be invited to present to CoM in order to inform the Management of the Association about the HTAG’s findings;

7. Could present to state/local ANZAHPE events.
Please complete the attached 

‘Proposal to ANZAHPE CoM to establish an HTAG’ 

and submit it via the ANZAHPE office for the CoM Secretary
Please complete this form and return to CoM by email addressed to 
mailto:ANZAHPE@flinders.edu.au
	Name of HTAG Proposer


	

	Suggested name of HTAG


	

	Date


	

	Purpose(s) of the HTAG
	

	Proposed outcomes of the HTAG
	

	Proposed HTAG Leader


	

	Anticipated mode of communication for the HTAG


	

	Anticipated lifespan of the HTAG


	

	Date to report to CoM on HTAG activities/progress


	


Send this ‘Proposal to ANZAHPE CoM to establish an HTAG’ 

to the ANZAHPE office for the CoM Secretary
ANZAHPE’s website and social media sites are designed to connect health professional educators and provide them with relevant and useful information and resources. This code of conduct provides guidelines for posting comments and interacting in these online workspaces.

ANZAHPE wants its members and other visitors to its sites to have a positive experience. Anything that supports this aim is encouraged. 

By using this site you agree that you will not post, publish or submit material as follows:

· Material that infringes the copyright of another person (plagiarism, or passing off other people’s material as your own) or copyright material not referenced or acknowledged.

· Unauthorized posting of personal information (names, address, phone number, email etc.) of other users.

· Material that contains vulgar, obscene or indecent language or images.

· Material which defames, abuses or threatens others.

· Statements that are bigoted, hateful or racially offensive.

· Material that advocates illegal activity 

· Material that is indicative of flaming; (e.g., badmouthing or some other form of written abuse of someone or some service). 

Any person actively using the ANZAHPE sites is implicitly agreeing to these rules regardless of whether they have been read or not.

If you are concerned about any activity you have seen on our sites, please email the Executive Officer (anzahpe@flinders.edu.au).

Adapted from Digital Strategy Consulting (http://www.digitalstrategyconsulting.com/codeofconduct)

Financial policy and procedures

ANZAHPE is required to observe audit, legal and corporate compliance rules and regulations in relation to recording, managing and reporting on its financial affairs.  The CoM at its first meeting following the AGM must nominate 4 of its members as the authorised signatories to the bank accounts; normally comprising the Honorary Treasurer and 3 other CoM members.  The signatures of any 2 of the 4 authorised signatories are required to approve payments.

Transfers of money between the main operating account and term deposit accounts should only occur with the express approval of the CoM.

For taxation purposes, ANZAHPE enjoys the status of a not-for-profit incorporated body and is not required to pay income tax.  ANZAHPE is registered for GST and therefore is required to furnish a quarterly Business Activity Statement (BAS) to the ATO.  

All monies received and payments made must be recorded promptly and accurately in the ANZAHPE financial book-keeping system.  The recording of payments made by ANZAHPE must include the GST component paid to suppliers.  The recording of receipts by ANZAHPE must include the GST component we have collected from others.  This forms the basis of the calculation of our GST liability to, or refund from, the ATO. 

An up-to-date report on the financial performance and status of ANZAHPE is to be provided to each CoM meeting.  The report should include a statement of income and expenditure for the period and a balance sheet as at a time as close as possible to the date of the meeting.  

At each meeting of the CoM, a report listing all cheques prepared for payment and credit card expenses since the last CoM meeting must be presented for ratification.  An annual audit of the financial records is required.  A qualified external auditor is appointed (or re-appointed) at the AGM.  

The ANZAHPE AGM is normally held in association with the ANZAHPE annual conference in June/July.  At the AGM, the audited financial statements for the preceding financial year are presented for approval by the membership.

The financial year for ANZAHPE is 1 April to 31 March.  As soon as practicable after the 31st March, the recording of all receipts and payments should be finalised to enable the external auditor to be furnished with all relevant financial records.  

Approval for expenditure

Expenditure of ANZAHPE funds can only be committed or incurred with the express authority of the CoM.  Undertaking an activity with associated potential expenditure normally must have the prior approval of the CoM for the expenditure to be incurred.  

The CoM may determine that certain categories are assigned a standing approval for expenditure to be committed until specifically revoked by the CoM.  Such standing approval is current for:

· Bulletin publication and distribution activities
· Journal publication and distribution activities
· Audit, legal and corporate compliance activities.
· Contract Payments to Flinders University for provision of the ANZAHPE office services
Expenses incurred by members and others on approved activities will only be reimbursed upon presentation of relevant tax invoices/receipts as evidence of expense claims.  Payments to suppliers of goods and services and reimbursement of expenses approved by the CoM must be signed off by any two of the authorised signatories to the ANZAHPE banking accounts.

A hard copy file must be maintained of tax invoices/receipts/other supporting documents and cheque details for each payment made. 

Receiving money

Monies received by ANZAHPE should be deposited in the bank account promptly.  An accurate record of all monies deposited is required.  A hard copy file must be maintained of new or renewed subscription forms or other documentation for each amount of money received.  

Responsibilities

The Honorary Treasurer has delegated authority to ensure that these Financial Policies and Procedures are observed. 

The ANZAHPE Executive Officer has responsibility for receiving monies and processing payments in accordance with these Financial Policies and Procedures and maintaining accurate records of all financial transactions under the guidance of the Honorary Treasurer.

Reimbursement of expenses

Committee members and others are eligible for reimbursement of reasonable expenses incurred in the course of carrying out activities on behalf of ANZAHPE provided there has been prior approval by the COM for such activities and expenditure.  

Expenses will only be reimbursed upon presentation of relevant tax invoices/receipts as evidence of expense claims.

Reasonable expenses incurred in attending Committee meetings not associated with the annual conference may be claimed.  These expenses could include: 

· fares at the best rate available (it is advised that insurance be considered on some routes);
· accommodation at the lowest-priced, acceptable motel/hotel;
· meals while the meeting is in session;
· taxi fares between airport and meeting venue;
It is assumed that Committee members will attend the annual conference as a professional development activity and costs associated with their attendance may be met by Institutional grants or assistance.  Therefore, reimbursement of expenses for attendance at the Committee meeting held in conjunction with the conference is limited to a maximum amount set by the Committee from time to time.  The Committee will decide each year the reasonable maximum amount available (this will be done at COM1).

The Association recognises the higher impost for NZ members and those without funding support. A higher maximum amount for these groups may, at times, be appropriate.

The Association recognises that COM members have the right to elect not to claim the reimbursement, for example where their funding institution does not require this, although all have the right to reimbursement as defined.
This limit does not apply to the ANZAHPE Executive Officer who is eligible for full reimbursement of all reasonable expenses incurred in carrying out ANZAHPE business.   This may include payment for additional hours of work involved in attending face-to-face meetings of the COM.

At the discretion of the Committee, the maximum reimbursement limit may be waived for committee members with no financial support.

Appendices

Standard forms

Useful information

ISBN Paperwork procedures

ISBNs obtained from ISBN Agency, Locked Bag 20, Port Melbourne 3207, in batches of 10 at a cost of $50.  These are allocated by the Executive Officer to any Conference Proceedings books.

The role of the Executive Officer is to

1. Allocate the ISBN numbers to the Conference Proceedings
2. Send a letter to the Conference Convenor with the allocated number, and requesting two copies of proceedings. One to be made available for the National Library (see proforma) and one for the ANZAHPE Archives.
3. Complete ISBN Agency Title Notification Form and send (see previous copies)
4. Send a covering letter and copy of Proceedings to (see proforma) to
a. National Library Australia, Legal Deposit Unit, Canberra, ACT, 2600
(They will send a ‘Legal Deposit Receipt’)
History of FOHPE

The journal was formally established in November, 1998.  A motion was originally passed at the 1997 ANZAHPE Annual General Meeting ‘that a postal ballot of members be conducted upon the completion of a Business Plan for the refereed journal’.  Due to the time required to fully investigate the financial needs and implications of the journal, discussion still continued at the 1998 Annual General Meeting, where the members expressed the view that the Executive was to consider the question and to act on behalf of ANZAHPE in the conduct of the postal ballot and the implementation of the decision.  At the close of the postal ballot on 10.8.98, the majority of votes were in favour, so at Executive Meeting 2 98-99, on 14th November 1998, it was declared that the ANZAHPE Executive move ahead with the introduction of the refereed journal, Focus On Health Professional Education: A Multi-Disciplinary Journal.

In 1999 the first two issues of FOHPE were published under the editorship of David Price who had guided the developmental process to this fitting conclusion.  In 2000 the second volume was published in three issues and production has been maintained at that level; earlier hopes of publishing four issues each year have not been realised.  The financial viability of the journal had always been a concern to both members and the CoM.  Originally it had been hoped that the journal would be self-funding within 2-3 years.  This has not been the case and in 2002 and 2003 the CoM decision to continue to subsidise the journal was reported at the AGM.  Since then the link between membership and subscription to the journal has been strengthened by making the combination of membership and subscription to the journal the default choice on the membership application form.

David Price retired as the editor of the journal in June 2000 and was succeeded by David Prideaux who held the position until the end of 2002.  Since then Ken Jones has filled the role.  Throughout this time all of the editors have had the support of unheralded volunteers including members of the editorial board.  More recently the board has been reduced in size in order to improve its functioning.

With seven years of production behind it, FOHPE has achieved a laudable degree of stability and the CoM has accepted that some level of membership subsidy will  be required for some time to come.  In the meantime the editorial board and CoM are pursuing strategies to increase ANZAHPE membership (and thereby journal subscriptions) and to raise the profile of FOHPE through indexing.

Membership registration form





Constitution

The Constitution, knows as the ANZAHPE Objects and Rules is available on the Website and located at the ANZAHPE Office.  Please contact the Executive Officer for further information.
� As determined by COM in 2006-2007


� Updated 2015





� Approved ANZAHPE Inc CoM, Meeting 3, 1999 – 2000


� Awards Section Amended – JS & SK – May/June 06


Linda Santamaria, Honorary Secretary, March, 2001 


Approved ANZAHPE Inc CoM Meeting 4, 2000-2001


Recommended to Annual General Meeting, 2001





� Linda Santamaria, Honorary Secretary, March, 20001 (adapted from an original document by Neil Paget)
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� Approved Executive Meeting 4, 1990-91


Amendment approved Executive Meeting 2, 1994-95


Amendment approved Executive Meeting 3, 1995-96


Approved ANZAHPE Inc CoM, Meeting 3, 1999 – 2000


Name change approved ANZAHPE Inc CoM, Meeting 2, 2001-2002


Approved Executive Meeting 4, 1990-91
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� Amendment Meeting 2, 2003-04


� Meeting 4, 2002-2003


� 1987 AGM


� Amendment Meeting 4, 2003-04


� Amendment Meeting 4, 2003-04


� 	Chew 2004.   What conflict of interest?  Medical Journal of Australia 2004; 181 (1): 4-5.  This article is a useful summary of the policy of the Medical Journal of Australia on these matters.





� 	International Committee of Medical Journal Editors 2009.  Uniform Requirements for Manuscripts Submitted to Biomedical Journals: Ethical Considerations in the Conduct and Reporting of Research: Conflicts of Interest.  � HYPERLINK "http://www.icmje.org/ethical_4conflicts.html" �http://www.icmje.org/ethical_4conflicts.html�  Accessed 20 February 2011.





� 	Slightly modified from: WAME Editorial Policy and Publication Ethics Committees.  Conflict of Interest in Peer-Reviewed Medical Journals.  � HYPERLINK "http://www.wame.org/conflict-of-interest-in-peer-reviewed-medical-journals" �http://www.wame.org/conflict-of-interest-in-peer-reviewed-medical-journals�.  Posted March 27, 2009; updated July 25, 2009.  Accessed 20 February 2011.








� Updated October 2015Com Meeting





Updated COM 4 2016

