SENIOR MEDICAL OFFICERS’

STUDY AND CONFERENCE LEAVE AGREEMENT 1999

Record of Agreement

On the ……………day of ………….…… 1999, the parties to this Agreement, the Queensland Department of Health (including District Health Services and the Mater Misericordiae Public Hospitals) and the State Public Services Federation (Queensland) Union of Employees, mutually agree as follows:
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PART 1
PRELIMINARY
1.1
TITLE OF AGREEMENT

This Agreement shall be known as the Senior Medical Officers’ Study and Conference Leave Agreement 1999.

1.2
APPLICATION
This Agreement shall apply to:

· Medical Superintendents, Deputy Medical Superintendents and Assistant Medical Superintendents (howsoever titled) employed at the various District Health Services and/or the Corporation of the Sisters of Mercy in Queensland at the Mater Misericordiae Public Hospitals; and

· Senior Medical Officers employed at the various District Health Services and/or by the Corporation of the Sisters of Mercy in Queensland at the Mater Misericordiae Public Hospitals; and

· Senior Medical Officers employed as such in Corporate Office of the Queensland Department of Health in a position which requires a clinical workload.

This Agreement shall NOT apply to:

· Resident Medical Officers (RMOs) as defined by the Regional Health Authorities Senior Medical Officers’ and Resident Medical Officers’ Award - State; or

· Medical Superintendents With Right of Private Practice (MSRPP); or

· Medical Officers With Right of Private Practice (MORPP); or

· Visiting Medical Officers engaged under the Queensland Government Visiting Medical Officers’ Agreement (VMOs); or

· Visiting Medical Officers engaged on contract; or

· Itinerant Medical Officers (IMOs); or

· Medical Administrators employed at Corporate Office of the Queensland Department of Health; 

· Overseas Trained Doctors and Temporary Resident Doctors on placements; or

· Medical Practitioners employed on administrative duties at the District Health Services in Queensland at a District Office.

1.3
DEFINITIONS
1.3.1
Senior Medical Officer
A Senior Medical Officer (SMO) is defined as a Medical Superintendent, Deputy Medical Superintendent, Assistant Medical Superintendent, Senior Staff Specialist, Staff Specialist, General Practitioner or a Medical Officer employed in accordance with the Regional Health Authorities Senior Medical Officers’ and Resident Medical Officers’ Award - State.
1.3.2
Study Leave
Study Leave is defined as approved leave to pursue an approved and defined program of study which may include but shall not be limited to meetings, seminars, conventions or training courses which are directed at the improvement in the practice of the individual and the organisation and are consistent with the roles and responsibilities of the applicant’s position.

Study Leave may be taken within or outside Australia.

With the exception of the days spent travelling or the first and/or last days of meetings which may involve only one half day of activity, the organised study leave program must constitute at least five (5) hours per working day. 

1.3.3
Travel Costs
Travel costs are defined as those costs associated with all inter-country and inter-city travel undertaken as part of the period of approved Study Leave.  This includes air fares, train fares, motor vehicle hire and the like.

1.3.4
Conference Leave
Conference Leave is defined as approved leave to attend a meeting, seminar, convention or training course which is directed towards the dissemination of relevant professional knowledge or the improvement in the practice of the profession and the organisation.

Conference Leave can only be taken in Australia, New Zealand and/or Papua New Guinea.  An application for Study Leave must be made to attend a conference outside these countries.
1.3.5  One Week


One (1) week shall mean five (5) days salary plus expenses and two (2) days expenses only.
1.4
DATE OF OPERATION AND PERIOD OF REVIEW
This Agreement shall operate from 1 July 1999 and shall expire on 30 June 2002 unless otherwise agreed between the parties.

The parties to this Agreement agree to commence a review of the provisions of this Agreement no later than six (6) months prior to 30 June 2002.   

The terms of this Agreement may be varied during the life of this Agreement by consent of the parties to resolve disputes or other like impediments which prevent the implementation or operation of the Agreement.

1.5
TRANSITIONAL ARRANGEMENTS
Existing accrued entitlements for Study and Conference Leave shall be preserved subject to Clause 2.8 (Maximum Accumulation of Study Leave Entitlements) and Clause 3.6 (Maximum Accumulation - Conference Leave Entitlement) of this Agreement.

PART 2:
STUDY LEAVE
2.1
ENTITLEMENT - TIME OFF ON FULL SALARY
Each eligible SMO shall be entitled to thirteen (13) weeks Study Leave on full salary for each five (5) years of continuous service.  Full salary shall include any administrative allowance (Director’s Allowance, Managing Private Practice) and any Option A payment.  Provided that payment of the Managing Private Practice Allowance shall only be included if the period of Study Leave does not exceed two (2) weeks.

Provided further that full salary shall not include any on-call allowance or overtime payment.

Study Leave may be taken on a pro-rata basis after an initial one (1) year of continuous service following first appointment as an SMO eligible for Study Leave in accordance with this Agreement.

Travel time is to be included as part of the period of Study Leave.

2.2
MINIMUM PERIOD OF STUDY LEAVE 
The minimum period of Study Leave that may be taken at any one time shall be one (1) week.  Study Leave can be taken above the minimum period in periods of whole weeks and days.

2.3
ENTITLEMENT - TRAVEL COSTS
Each eligible SMO shall be entitled to an amount of up to $7571.40 (as at 1 July 2001) for travel costs for each five year period.

This amount is to be adjusted from 1 July each year by a factor equivalent to the Consumer Price Index variation for the previous financial year.  

Corporate Office of the Queensland Department of Health, as soon as reasonably possible after 1 July each year, will advise District Health Services of the amount to be added to the balance of the available travel costs from the previous year to obtain the new adjusted amount for each eligible SMO.  

Any travel costs incurred in addition to those provided for in this Agreement must be met by the individual SMO.

This entitlement shall not be used to fund fares or other expenses (in whole or in part) for any other person.

Travel costs are not paid in advance of the entitlement having accrued.  

Travel arrangements are to be made through Queensland Health’s (or the relevant District Health Service’s) official travel service provider (an/or their nominated approved local agents).

2.4
CONVERSION OF LEAVE
Individual SMOs have the option to convert three (3) weeks of Study Leave (Entitlement - Time off on Full Salary) into additional travel assistance (Entitlement - Travel Costs) once every five years.  To determine the amount of additional travel assistance (Entitlement - Travel Costs), three (3) weeks salary at the MO1-7 salary level is used.  Additional allowances for example Directors, on-call and the like are NOT included in this figure.

This option must be reviewed at the commencement of each five (5) year period and the chosen option can not be reversed until the commencement of a subsequent five (5) year period.

2.5
ENTITLEMENT - ACTUAL REASONABLE EXPENSES

Actual reasonable expenses are paid for the period of approved Study Leave.  Actual reasonable expenses will include:

· hotel expenses (but only bed, breakfast, lunch and dinner);

· tips and porterage;

· laundry (where absence is greater than one (1) week);

· official telephone calls, faxes, e-mails, telegrams and postage;

· airport entry and exit taxes;

· intra-city travel (eg. motor vehicle hire, taxis); and

· conference registration fees (if applicable).

Claims can not be made for the items covered by the daily personal allowance (which are covered at Clause 2.6) even if the individual spends more on these items.

There is no entitlement for expenses associated with clothing or equipment.  

This entitlement shall not be used to fund fares or other expenses (in whole or in part) for any other person.

This entitlement shall not be paid in advance of the entitlement having accrued.  

If a motor vehicle is hired and utilised for both inter-city and intra-city travel, the costs must be clearly separated and identified.

The District Manager (or Director-General in the case of Corporate Office) has the discretion to refuse or reduce any claim for expenses on the basis that an item of the claim is not substantiated or is unreasonable

2.6
DAILY PERSONAL ALLOWANCE
A daily personal allowance is payable in addition to actual reasonable expenses.  A daily personal allowance applies only when overseas and covers incidental expenses as follows:

· newspapers, magazines;

· snack including coffee, tea or drinks and the like;

· private telephone calls; and

· necessary personal items.

The daily personal allowance ($25 per day as at October 2000) shall be paid pursuant to the Department of Employment, Training and Industrial Relations Directive No. 3/00.  

2.7
NO CASH EQUIVALENT
No cash payment is to be made in lieu of granting Study Leave or for travel costs.

On exiting Queensland Health (including resignation, retirement and the like) there shall be no payment in respect of unexpended travel costs, salary or any other entitlements relative to the period of accrued leave.

2.8
MAXIMUM ACCUMULATION OF STUDY LEAVE ENTITLEMENTS

The maximum accumulation for all purposes (time and travel costs) is to be that applicable to two (2) five (5) year periods. 

2.9
PORTABILITY OF ENTITLEMENTS
Entitlements shall be fully transferable within the Queensland Public Health System between positions which are eligible for Study Leave in accordance with this Agreement provided that any break in service is not longer than three (3) calendar months.  Provided further that such break in service shall be twelve (12) months for employees engaged on or after 1 December 1989.
No cash equivalent shall be made when transferring to a position which is not eligible for Study Leave in accordance with this Agreement.

2.10
LINKING STUDY LEAVE TO OTHER LEAVE
SMOs may link the period of Study Leave with other forms of approved leave (eg. long service leave, annual leave and the like).  Provided that no expenses for travel costs or other expenses can be claimed for the period covered by the additional leave.  

Applications for such leave must indicate that an application for Study Leave has been made and must include the proposed dates/approved dates for Study Leave.
2.11
BALANCES TO BE MAINTAINED BY EMPLOYER
The parties to this Agreement agree within six (6) months of the date of signing this Agreement to develop an agreed method of maintaining individual Study Leave balances for SMOs to be maintained by the Employer.
2.12
DISSEMINATION OF KNOWLEDGE GAINED FROM STUDY LEAVE
Each employee must, within two (2) months of return from Study Leave, disseminate knowledge gained from the program of study.  This may include but shall not be limited to:

· provision of report(s);

· presentations of findings; and

· publications. 

2.13
APPLICATION KIT - STUDY LEAVE
Queensland Health will maintain an Application Kit (Study Leave) which details the operational components of the Study Leave arrangements and must be used for applications for Study Leave under this Agreement.

This Kit will be readily available and is attached as Schedule 1 to this Agreement.
PART 3
CONFERENCE LEAVE
3.1
ENTITLEMENT - TIME OFF ON FULL SALARY
Each eligible SMO shall be entitled to one (1) weeks Conference Leave on full salary for each year of continuous service.  Full salary shall include any administrative allowance (Director’s Allowance, Managing Private Practice) or any Option A payment.  Provided that payment of the Managing Private Practice Allowance shall only be included if the period of Conference Leave does not exceed two (2) weeks.

Provided further that full salary shall not include any on-call allowance or overtime.

This one (1) week shall comprise five (5) days salary plus expenses and two (2) days expenses only.

3.2
MINIMUM PERIOD OF CONFERENCE LEAVE 
The minimum period of Conference Leave that may be taken at any one time shall be one (1) day.  Provided that the period of absence shall include the period required for attendance plus time spent in travelling to and from the venue by the most practical approved means of transport.
3.3
EXPENSES ALLOWABLE 

There are two (2) separate options for payment of expenses associated with the period of Conference Leave.  These are:

· Option 1:
Payment of a Travel Allowance; OR

· Option 2:
Payment of actual necessary expenses incurred.

3.3.1
Option 1 - Payment of a Travel Allowance
The Travel Allowance shall be paid pursuant to IRM 2.3-3 - Fares and Travelling.

3.3.2
Option 2 - Payment of Actual Necessary Expenses
At the discretion of the individual SMO, actual and necessary expenses  may be claimed.  The nature of those expenses requires the prior approval of the District Manager (or Director-General in the case of Corporate Office). 

The payment of actual necessary expenses must be substantiated by documentary evidence, including receipts, itemised statements and certification. 

If this option is taken, the applicant must indicate this on the relevant application forms and must provide the District Manager (or Director-General in the case of Corporate Office) with an estimate of expenses (in particular daily hotel rates).  

Actual necessary expenses include the following and apply only for the individual SMO:

· meal and accommodation expenses (bed, breakfast, lunch and dinner only);

· tips and porterage;

· laundry (when absence is greater than one (1) week);

· official telephone calls, faxes, e-mails, telegrams and postage;

· airport entry and exit taxes; 

· intra-city travel (including vehicle hire if applicable); and

· Conference registration fees (if applicable).

The District Manager (or Director-General in the case of Corporate Office) has the discretion to refuse or reduce any claim for expenses on the basis that an item of the claim is not substantiated or is unreasonable.

3.4
ENTITLEMENT - OTHER
Each SMO shall be entitled to claim costs of transport associated with travel to and from the Conference venue by the most practical approved means and claim registration fees incurred. 

Business class fares should be used for flights outside of Queensland, Victoria, New South Wales and the Australian Capital Territory.  Economy class travel should be used within these States/Territory.

Any costs incurred in addition to those provided for in this Agreement must be met the individual SMO.

This entitlement shall not be used to fund fares or any other expenses (in whole or in part) for any other person.

Travel arrangements are to be made through Queensland Health’s (or the relevant District Health Service’s) official travel service provider (an/or their nominated approved local agents).

3.5
NO CASH EQUIVALENT
No cash payment is to be made in lieu of granting Conference Leave or in lieu of expenses.

On exiting Queensland Health (including resignation, retirement and the like) there shall be no payment in respect of unexpended Conference Leave or expenses.

3.6
MAXIMUM ACCUMULATION OF CONFERENCE LEAVE ENTITLEMENT

The maximum accumulation for all purposes (time off) is to be that applicable to two (2) years, that is two (2) weeks which is ten (10) days salary plus expenses and four (4) days expenses only.

3.7
PORTABILITY OF ENTITLEMENTS
Conference Leave entitlements shall be fully transferable within the Queensland Public Health System between positions which are eligible for such leave in accordance with this Agreement provided that any break in service is not longer than twelve (12) calendar months.
No cash equivalent shall be made when transferring to a position which is not eligible for Conference Leave in accordance with this Agreement.

3.8
LINKING CONFERENCE LEAVE TO OTHER LEAVE
SMOs may link the period of Conference Leave with other forms of approved leave (eg. long service leave, annual leave and the like).  Provided that no expenses for travel costs or other expenses can be claimed for the period covered by the additional leave.  

Applications for such leave must indicate that an application for Conference Leave has been made and must include the proposed dates/approved dates for Conference Leave.
3.9
BALANCES TO BE MAINTAINED BY EMPLOYER

The parties to this Agreement agree within six (6) months of the date of signing this Agreement to develop an agreed method of maintaining individual Conference Leave balances for SMOs to be maintained by the Employer.
3.10
DISSEMINATION OF KNOWLEDGE GAINED FROM CONFERENCE LEAVE
Each SMO must, within one month of return from Conference Leave, disseminate knowledge gained from attendance at the Conference.  This may include but shall not be limited to:

· provision of report(s);

· presentations of findings; and

· publications. 

3.11
APPLICATION KIT - CONFERENCE LEAVE

Queensland Health will maintain an Application Kit (Conference Leave) which details the operational components of the Conference Leave arrangements.

This Kit will be readily available for use by SMOs and is attached as Schedule 2 to this Agreement and must be used for applications for Conference Leave under this Agreement.

PART 4
APPLICATION AND APPROVAL PROCEDURE

4.1
STUDY LEAVE
Applications for Study Leave must be made to the District Manager (or Director-General in the case of Corporate Office) at least three (3) months in advance on the relevant application forms. Applications must include a detailed itinerary and an estimate of costs.  Failure to comply with the application and approval procedure (including timeframe for application) is grounds to refuse the application.  Provided that this period may be reduced in exceptional circumstances at the discretion of the District Manager (or Director-General in the case of Corporate Office).

The approval of the District Manager (or Director-General in the case of Corporate Office) is required for the full Study Leave program and the period of leave.

4.2
CONFERENCE LEAVE
Applications for Conference Leave must be made to the District Manager (or the Director-General in the case of Corporate Office) at least two (2) months in advance on the relevant application forms. Failure to comply with the application and approval procedure (including timeframe for application) is grounds to refuse the application.  Applications must include timeframes and an estimate of costs.  Provided that this period may be reduced in exceptional circumstances at the discretion of the District Manager (or Director-General in the case of Corporate Office).

The approval of the District Manager (or Director-General in the case of Corporate Office) is required for the full Conference program and the period of leave.

Conference Leave shall not be unreasonably withheld because of staffing shortages.  If the Employer believes a reliever is required while the SMO is absent on Conference Leave, the employment of a Locum will be the responsibility of the Employer.

PART 5:
GRIEVANCE PROCEDURE

Any grievance arising from the interpretation or application of this Agreement shall be considered in accordance with Clause 2.4 of the Regional Health Authorities Senior Medical Officers’ and Resident Medical Officers’ Award - State.  If the parties cannot resolve a matter relating to the interpretation or application of this agreement using this grievance procedure, then either party may notify the Queensland Industrial Relations Commission of the existence of a dispute.

PART 6:
SIGNATURES
Signed for and on behalf of the Queensland Department of Health (including District Health Services and the Mater Misericordiae Public Hospitals, South Brisbane)

Date:


………………………………………….

………………………………………….

In the presence of:
…………………………………………..

Signed for and on behalf of the State Public Services Federation (Queensland),Union of Employees

Date:

In the presence of:
…………………………………………

………………………………………….

…………………………………………..

SCHEDULE 1
APPLICATION KIT - STUDY LEAVE
(A)
PURPOSE OF THE KIT:

The purpose of this Kit is to:

· provide information to eligible Senior Medical Officers (SMOs) making an application for Study Leave in accordance with the Senior Medical Officers’ Study and Conference Leave Agreement 1999; and

· provide eligible SMOs with the approved application forms.

The Kit does not attempt to replicate the full details of the Senior Medical Officers’ Study and Conference Leave Agreement 1999 (The Agreement).  The Kit must be read in conjunction with the Agreement.
(B)
WHO IS THE KIT FOR?
The Kit must be used by SMOs making an application for Study Leave in accordance with The Agreement.
(C)
KEY TERMS:

Senior Medical Officers’ Study And Conference Leave Agreement 1999:

The Senior Medical Officers’ Study and Conference Leave Agreement 1999 is a signed Agreement between Queensland Health (including the District Health Services and the Mater Misericordiae Public Hospitals, South Brisbane) and the State Public Services Federation (Queensland).

Entitlements for Study Leave are set out in The Agreement which must be read in full prior to making an application for Study Leave.

The Agreement applies solely to SMOs as employees of Queensland Health.  Therefore, Queensland Health will not accept any liability for costs associated with any other party (including partners or family members) or for any other costs that are not specifically covered as part of The Agreement.

Conference Leave:

Although this Kit is not designed to address Conference Leave, it should be noted that Conference Leave can only be taken in Australia, New Zealand and/or Papua New Guinea.  Therefore, if wishing to attend a Conference outside these countries, an application for Study Leave must be made.

Applications for Conference Leave must be made in accordance with the Senior Medical Officers’ Conference Leave Application Kit.


Travel Costs:

Travel costs are not paid in advance of the entitlement having accrued.  This means that an SMO with two (2) years service is entitled to 2/5 of the travel amount which is currently 2/5 of $6,837.40 (or $2,734.96) (as at 1 July 1998).


Actual Reasonable Expenses:
Actual reasonable expenses are paid for the period of Study Leave only.

Actual reasonable expenses applies only for the individual employee.

A proposed estimate of expenses (in particular daily hotel rates) must be approved in advance by the District Manager.  This is included as part of the Application Form.  In addition, at least one (1) month prior to the period of approved Study Leave, the applicant must provide the Administrative Head (Medical Superintendent or Divisional Chair as delegated), and subsequently District Manager, with confirmed expenses for final approval consideration.

Given the lead time for applications, decision makers should note that final costs may be higher (or lower) than the original estimate.  The reasons may include currency fluctuations, unknown conference registration fees et cetera.  In addition, some conference organisers may allocate accommodation.  As a result, there are times when SMOs are not aware of the hotel allocation until a month or so before a conference.

A daily diary with relevant information to support attendances/expenses et cetera must be submitted with the claim for actual reasonable expenses.

The payment of expenses claimed is subject to the SMO producing documentary evidence (receipts, itemised statement, certification etc.) to the satisfaction of the District Manager.  It should be noted that certification statements for an amount equivalent to the total expenses claimed will NOT be considered satisfactory.

The District Manager has the discretion to refuse or reduce any claim for expenses that is considered to be unreasonable or unsubstantiated.

(D)
APPROVAL PROCESSES:
THIS SECTION MAY BE MODIFIED TO SUIT INDIVIDUAL DISTRICT REQUIREMENTS WITH THE APPROVAL OF THE DISTRICT MANAGER.

Making an application:
In accordance with The Agreement  and to ensure the Study Leave Application is processed without unnecessary delays, the SMO must complete the Application Form contained within this Kit at least three (3) months prior to the proposed period of Leave.



STEP 1:

The completed Application Form should be forwarded to the District Human Resource Management Unit.

STEP 2:

The Human Resource Management Unit will assess accrued entitlements including amount of leave and travel costs for the individual SMO.

After assessing and confirming entitlements, the Human Resource Management Unit will forward the Application to the Administrative Head (Medical Superintendent or Divisional Chair as delegated).

STEP 3:

The Administrative Head (Medical Superintendent or Divisional Chair as delegated) will consider the Application and forward to the District Manager.

STEP 4:

The District Manager will consider the application for approval.  It should be noted that only the District Manager may approve/not approve Study Leave applications.

To ensure all records of the leave are accurate, the original Application Form will be returned to the District Human Resource Management Unit and copies will be forwarded to the SMO, Administrative Head (Medical Superintendent or Divisional Chair as delegated), District Manager and Finance Unit.

(E)
DISTRICT RESPONSIBILITIES:

It is the District’s responsibility to:

· maintain complete and accurate Study Leave and travel cost balances for all SMOs employed in the District;

· process applications in a timely manner such that approval or otherwise will take place within four (4) weeks of receipt of initial application by the Human Resource Management Unit; and

· process reimbursements in a timely manner. 

APPLICATION FORMS:  SMO STUDY LEAVE

PART 1:
APPLICANT’S DETAILS 



Name:



         _________________________________

Employee/Payroll No.: 

_________________________________



Contact Number:


_________________________________



Position:



_________________________________



Division:



_________________________________



Administrative Head:

_________________________________



Facility:



_________________________________



District:



_________________________________



PART 2:
DETAILS OF PROPOSED PROGRAM OF STUDY 



Dates of Proposed Study Leave (include travel time):

From:
  ___  /  ___  /  ____
To: 
___  /  ___  /  ____

Are you proposing to take other approved leave (eg. Annual leave) in conjunction with the proposed Study Leave?           YES/NO

Specify  __________________From ___  /  ___  /  ___    To ___  /  ___  /  ___

Outline of Proposed Program of Study (include travel time)



Applicant must include full and detailed particulars in accordance with provisions of Agreement to enable prompt consideration of application.  Attach a copy of any  conference agendas if possible.





PART 3:
PROPOSED EXPENSES



DETAILS
COSTS

1.  Travel 

· Detailed quotation from authorised Travel Agent must be attached

· Full details of inter-country and inter-city travel (related to travel cost component) (eg. Air fares/train fares etc.) must be included in quotation


$
________________

2.  Accommodation

· Detailed quotation from authorised Travel Agent* must be attached.  

· Full details of accommodation (eg. standard of room, rates per night, inclusions/exclusions)

· Estimate of meal expenses (breakfasts, lunches, dinners)

$
________________

3.  Estimate of Other Expenses

· Conference registration fees etc.

· Car hire (if not deducted from travel costs)

· local transport/taxis

· other - specify


$
________________

4.  Personal Allowance 

(if travelling overseas)

· Must indicate number of days claimed

$
________________

TOTAL:

* If authorised Travel Agent is not able to arrange bookings, information to this effect must be attached.

$
________________

PART 4:     DETAILS OF UNDERTAKINGS UPON RETURN FROM STUDY LEAVE  (eg. provision of Report etc.)





PART 5:     APPLICANT’S SIGNATURE



I, ……………………………. make an application for Study Leave in accordance with the Senior Medical Officers’ Study and Conference Leave Agreement 1999.

This application complies with the provisions of the Agreement and relates only to expenses to be incurred by me.



Signature:

Date:

PART 6:     ASSESSMENT OF ACCRUED ENTITLEMENTS:

(HR Department use only:  To be forwarded to Administrative Head when completed)



Date of Applicant’s commencement of duty as SMO:



Details of previous Study Leave as SMO:



Maximum Travel Component Accrued (in $):



Maximum Time Accrued (in weeks):



Current Daily Personal Allowance (eg. $23 per day):

COMMENT:



Name:



Position:



Signature:



Date:



PART 7:     ADMINISTRATIVE HEAD’S USE ONLY

                (To be forwarded to District Manager when completed)



This application for Study Leave for …………………………………………..…. is:



Supported/Not Supported



The Application complies with the provisions of the Agreement, the expenses proposed are reasonable and there will be a recognised benefit to the District.

COMMENT:



Name:

Position:

Signature:

Date:

PART 8:     DISTRICT MANAGER’S USE ONLY

(When finalised, Original to be forwarded to HR Department and copies to be forwarded to Applicant, Administrative Head and Finance Unit)

This application for Study Leave for ………………………………………. is:



Approved/Not Approved:



The Application complies with the provisions of the Agreement, the expenses proposed are reasonable and there will be a recognised benefit to the District.

COMMENT:



Signature:

Date:

SCHEDULE 2

APPLICATION KIT - CONFERENCE LEAVE

(A)
PURPOSE OF THE KIT

The purpose of this Kit is to:

· provide information to eligible Senior Medical Officers (SMOs) making an application for Conference Leave in accordance with the Senior Medical Officers’ Study and Conference Leave Agreement 1999; and

· provide eligible SMOs with the approved application forms.

The Kit does not attempt to replicate the full details of the Senior Medical Officers’ Study and Conference Leave Agreement 1999 (The Agreement).  The Kit must be read in conjunction with the Agreement.
(B)
WHO IS THE KIT FOR?
The Kit must be used by SMOs making an application for Conference Leave in accordance with The Agreement.
(C)
KEY TERMS:

Senior Medical Officers’ Study and Conference Leave Agreement 1999:

The Senior Medical Officers’ Study and Conference Leave Agreement 1999 is a signed Agreement between Queensland Health (including the District Health Services and the Mater Misericordiae Public Hospitals, South Brisbane) and the State Public Services Federation (Queensland).

Entitlements for Conference Leave are set out in The Agreement which must be read in full prior to making an application for Conference Leave.

The Agreement applies solely to SMOs as employees of Queensland Health.  Therefore, Queensland Health will not accept any liability for costs associated with any other party (including partners or family members) or for any other costs that are not specifically covered as part of The Agreement.

Conference Leave:

Conference Leave can only be taken in Australia, New Zealand and/or Papua New Guinea.  Therefore, if wishing to attend a Conference outside these countries, an application for Study Leave must be made.

Applications for Conference Leave must be made in accordance with the Senior Medical Officers’ Conference Leave Application Kit

Study Leave:

A separate kit is available to cover Study Leave applications.  Note that Study Leave is available either within or outside Australia, and does not have the geographic constraint of Conference Leave.  Therefore, if wishing to attend a Conference outside Australia, New Zealand and/or Papua New Guinea, an application for Study Leave must be made.


Travel Costs:

The Agreement provides for transportation costs as well as for travel and conference expenses. Any additional costs beyond those set out in the Agreement is the responsibility of the individual SMO.

SMOs are to make all travel arrangements through Queensland Health’s (or the relevant District’s) travel agent and that is currently Ansett Australia.  This is a Queensland Health policy applying to all officers.  For air travel outside Queensland, New South Wales, Victoria and the Australian Capital Territory, SMOs have an entitlement to business class airfares.  Queensland Health pays these expenses directly to the airline.

For payment of travel expenses, SMOs must make a choice between two options, either payment of a Travel Allowance or reimbursement of actual necessary expenses.  This is strictly an either/or choice, with no option to partially combine the two.

To gain prior approval for actual necessary expenses the SMO should provide the District Manager with an estimate of expenses (in particular daily hotel rates).  This is a part of the Application Form.

In addition, at least one (1) month prior to the period of approved Study Leave, the applicant must provide the Administrative Head (Medical Superintendent or Divisional Chair as delegated) and subsequently District Manager, with confirmed expenses for final approval consideration.

Given the lead time for applications, decision makers should note that final costs may be higher (or lower) than the original estimate.  The reasons may include currency fluctuations, unknown conference registration fees et cetera.  In addition, some conference organisers may allocate accommodation.  As a result, there are times when SMOs are not aware of the hotel allocation until a month or so before a conference.

(D)
APPROVAL PROCESSES:
THIS SECTION MAY BE MODIFIED TO SUIT INDIVIDUAL DISTRICT REQUIREMENTS WITH THE APPROVAL OF THE DISTRICT MANAGER.

Making An Application:
In accordance with The Agreement  and to ensure the Conference Leave Application is processed without unnecessary delays, the SMO must complete the Application Form contained within this Kit at least two (2) months prior to the proposed period of Leave.



STEP 1:

The completed Application Form should be forwarded to the District Human Resource Management Unit.

STEP 2:

The Human Resource Management Unit will assess accrued entitlements for the individual SMO.

After assessing and confirming entitlements, the Human Resource Management Unit will forward the Application to the Administrative Head (Medical Superintendent or Divisional Chair as delegated).

STEP 3:

The Administrative Head will consider the Application and forward to the District Manager.

STEP 4:

The District Manager will consider the application for approval.  It should be noted that only the District Manager can approve/not approve Conference Leave applications.

To ensure all records of the leave are accurate, the original Application Form will be returned to the District Human Resource Management Unit and copies will be forwarded to the SMO, Administrative Head, District Manager and Finance Unit.

(E)
DISTRICT RESPONSIBILITIES:
It is the District’s responsibility to:

· maintain complete and accurate Conference Leave balances for all SMOs employed in the District;

· process applications in a timely manner such that approval or otherwise will take place within four (4) weeks of receipt of initial application by the Human Resource Management Unit; and

· process reimbursements in a timely manner. 

APPLICATION FORMS:  SMO CONFERENCE LEAVE

PART 1:
APPLICANT’S DETAILS 



Name:



         ________________________________

Employee/Payroll No: 

_________________________________



Contact Number:


( _ _)____________________________



Position:



_________________________________



Division:



_________________________________



Administrative Head:

_________________________________



Facility:



_________________________________



District:



_________________________________



PART 2:
DETAILS OF PROPOSED CONFERENCE LEAVE


Dates of Proposed Leave (include travel time):

From:
  _____  /  _____  /  ____
To: 
_____  /  _____  /  ____

Are you proposing to take other approved leave (eg. Annual leave) in conjunction with the proposed Conference Leave?           YES/NO

Specify  __________________From ___  /  ___  /  ___    To ___  /  ___  /  ___

Outline of Proposed Conference Program (include travel time)



Applicant must include full and detailed particulars in accordance with provisions of Agreement to enable prompt consideration of application.  Copy of Conference Agenda must be attached.





PART 3:
PROPOSED EXPENSES



DETAILS
COSTS

CLEARLY IDENTIFY EXPENSES OPTION IN ACCORDANCE WITH CLAUSE 3.3 OF THE AGREEMENT

(   Option 1: Travel Allowance

(   Option 2: Actual Necessary Expenses

1.  Travel 

· Detailed quotation from authorised Travel Agent must be attached

· Local transport /taxis


$
________________

2.  Accommodation

· Detailed quotation from authorised Travel Agent* must be attached.  If this is not possible then full details from the conference organisers.

· Full details of accommodation (eg. standard of room, rates per night, inclusions/exclusions)

· Estimate of meal expenses (breakfasts, lunches, dinners)

$
________________

3.  Estimate of Other Expenses

· Registration fees etc.

· Car hire 

· Other - specify


$
________________

TOTAL:

* If authorised Travel Agent is not able to arrange conference accommodation bookings, information to this effect must be attached.

$
________________

PART 4: 
DETAILS OF UNDERTAKINGS UPON RETURN FROM  Conference LEAVE  (eg. provision of Report etc.)






PART 5:
APPLICANT’S SIGNATURE



I, ……………………………. make an application for Conference Leave in accordance with the Senior Medical Officers’ Study and Conference Leave Agreement 1999.

This application complies with the provisions of the Agreement and relates only to expenses to be incurred by me.



Signature:
_______________
Date:
__ / __ / 19__



PART 6:     ASSESSMENT OF ACCRUED ENTITLEMENTS:
(HR department use only: To be forwarded to Administrative Head when completed)

Date of Applicant’s commencement of duty as SMO:



Details of previous Conference Leave as SMO:



Balance of Conference Leave :
Paid Days          ___________

Unpaid Days 
  ___________ 







(Max. is 10 paid and 4 unpaid days.)

COMMENT:



Name:

Position:

Signature:

Date:



PART 7:
ADMINISTRATIVE HEAD’S USE ONLY
                  (To be forwarded to District Manager when completed)


This application for Conference Leave for ………………………………………is:

Supported/Not Supported

The Application complies with the provisions of the Agreement, the expenses proposed are reasonable and there will be a recognised benefit to the District.  



COMMENT:



Name:

Position:

Signature:

Date:



PART 8:     DISTRICT MANAGER’S USE ONLY

(When finalised, Original to be forwarded to HR Department and copies to be forwarded to Applicant, Administrative Head and Finance Unit)


This application for Conference Leave for ……………………………………………is:

Approved/Not Approved:

The Application complies wit the provisions of the Agreement, the expenses proposed are reasonable and there will be a recognised benefit to the District.

COMMENT:



Signature:


Date:
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