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	Meetings for 2010 – commencing at 10:30am

	Date
	Meeting 
	Location

	13 December
	Business Meeting
	Lecture Hall CGHS


	Business Meetings for 2011
to be held in the CGHS Lecture Hall from 10:30am till 1:00 pm
	Executive Meetings for 2011
to be held in the CGHS e-health room from 10:30am till 12:00pm

	31 January
	28 March
	28 February
	27 June

	23 May
	25 July
	22 August
	24 October

	26 September
	28 November
	12 December
	


	Health Promotion Meetings
9.30am – 11am
Conference Room - CGHS
	Chronic Disease Mgmt Meetings
2pm – 4:30pm
Conference Room - CGHS

	21 December 2010
	15 February 2011
	7 December 2010
	1 February 2011

	19 April 
	21 June 
	5 April
	7 June

	16 August
	18 October
	2 August
	4 October

	20 December
	
	6 December
	


	Newsletter Publication Dates

	Deadline for submitting articles
	Publication Date
	Deadline for submitting articles
	Publication Date

	28 January
	4 February
	25 February
	4 March

	25 March
	1 April
	29 April
	6 May

	27 May
	3 June
	24 June
	1 July

	29 July
	5 August
	26 August
	2 September

	30 September
	7 October
	28 October
	4 November

	25 November
	2 December
	
	


Service Coordination
Jo Cockwill

EO Wellington PCP

Dear partners

As 2010 comes to an end WPCP members can look back on the year with satisfaction that the implementation of the WPCP Catchment Plan is on track.  Together we have strengthened partnerships across the catchment, through shared workforce development, networking opportunities and integrated planning and evaluation.  We have also welcomed new partners and projects, along with a more robust partnership agreement.

Wellington PCP has supported collaborative planning and has enthusiastically worked with Local Government to produce planning documents which represent the needs of the whole of community.  

The Closing the Gap project has meant work with the Indigenous community to enhance opportunities for local Indigenous youth to become more active, socially and physically. 

The WPCP has supported regional projects like the Care Planning Steering committee and the rollout of two pilot projects.  The pilot care planning workforce development project trained 17 Gippsland participants, who have now been accredited with a TAFE qualification in care planning.  The feedback given to the Department of Health by the participants will ensure that the Victorian rollout of the training across the State will better meet the needs of health professionals.  The E-Care Planning Pilot project will result in a Gippsland pilot of the S2S care planning functionality, the feedback from which will result in new protocols, processes and practice information for future E-care planning.  More importantly, the pilot will share information about care planning and the integral part it plays in the continuum of service coordination/ care coordination processes.

Progress measured against the strategic and operational plans is outlined in detail on the WPCP web site.

The business meeting on December 13th will be a celebration of the year’s achievements as well as a review and look at next steps in the CDM and SC areas. The plans are now in the process of being updated and this meeting will give partners the opportunity to revisit the objectives and strategies for the coming year. Whilst it is a very busy time of the year it would be great to see people come and share their ideas.

Whilst we have made progress over the past 12 months there is still much to be done.  Building the capacity of agencies and the PCP to better engage with the community and better meeting the workforce development needs of agencies are key areas for more work. Our partnerships have the potential to more efficiently meet the health needs of the Wellington community. 

I would like to take the opportunity to thank all our partners who have contributed so much over the last 12 months.  The WPCP is its partner agencies – we are not an entity in ourselves so collaboration and shared work are the reasons we exist.

I would also like to thank the WPCP staff who have worked hard to support the work of Wellington agencies.

Have a wonderful Xmas everyone and we look forward to working together in 2011 regards Jo
Chronic Disease Management 

Emily Durbridge

Hi everybody,

I’m not sure where 2010 has gone - I can’t believe that it’s December already! 

I hope you all have a safe holiday period and I look forward to continuing to work together in 2011.

Cheers,

Emily
Final Chronic Disease Network Meeting of 2011

We have a very special presentation from the Department of Health. Richard Adams and Rowena Lam will be talking to us about HACC Active Service Model and how it relates to Chronic Disease Management.

Please make sure you don’t miss out and RSVP as early as possible (don’t forget to let me know your dietary requirements).  This is the last meeting for the year – make sure you come along and reflect on 2010 while we plan for 2011:

Tuesday 7 December 2:30-4:30pm- CGHS Conference Room, Community Health Building, Palmerston St, Sale

RSVP: Friday 3 December to: emilyd@glch.org.au or ph 5152 0022

Upcoming Workshops & Training

“A commitment to training is a commitment to personal, professional, organisational and community development through continual improvement” 

http://www.training.infoxchange.net.au/download-our-2010-flyer
Monash University – Health Promotion Short Course

Date:
13 - 17 December 2010
Room:
Monash Conference Center 

Venue:
Collins St Melbourne 

This five-day course: 

· Is designed to increase understanding of health promotion principles and practices, core health promotion processes of planning, development, selecting strategies, implementation and evaluation of programs

· Promotes contemporary skills in partnerships, alliances, use of settings and dissemination 

· Has case studies and exercises that provide practical applications of the theoretical concepts and frameworks

· Provides opportunities to network and share experiences with people of similar interests and discuss evaluation challenges

Lunch to be provided

For further information on these courses or to register, please visit the schedule on the department website: http://www.med.monash.edu.au/healthsci/shortcrse/schedule-2010.html
You may also contact the Short Course Administrator via email: healthsocialscience@med.monash.edu.au or call on 03 9903 1680

SAVE THE DATE!

We are thrilled to again be offering the popular two-day Motivational Interviewing training presented by Helen Mentha.

Dates: Monday 7 and Tuesday 8 February 2011

The training will be held at the Gippsland Regional Sports Complex, 116 Cobains Road, Sale.  

You must attend BOTH days of the training and places are limited. There will be a waiting list in the case of too many registrations and agencies will be contacted if registrants fail to attend.

Chronic Disease Resources 

Project Management Resource
A comprehensive resource and series of templates designed to support agencies and agency staff in the design, development, implementation and monitoring of a range of projects. 

Care Planning with General Practice - FAQs about the use of CDM Medicare Items

This resource addresses some frequently asked questions regarding integrated chronic disease management (ICDM), specifically care planning for people with chronic disease and complex care needs that involve working with GPs funded through Medicare Benefits Schedule (MBS) chronic disease management (CDM) items.

http://www.health.vic.gov.au/communityhealth/downloads/factsheet06.pdf 

Patient Centred Care: Improving quality and safety by focusing care on patients and consumers

This discussion paper has been drafted for public comment by the Australian Commission on Safety and Quality in Health Care (ACSQHC) and is available on the website of the ACSQHC: www.safetyandquality.gov.au 

This discussion paper is based on preliminary work undertaken on consumer engagement funded by the Australian Commission on Safety and Quality in Health Care (ACSQHC) and should be considered in the context of the ACSQHC’s development of a National Safety and Quality Framework and the National Safety and Quality Healthcare Service Standards.

The ACSQHC will be accepting written submissions up to 17 December 2010. 

Submissions marked ‘Patient and Consumer-Centred Care’ should be forwarded to:

GPO Box 5480
SYDNEY NSW 2001 

Or emailed to: mail@safetyandquality.gov.au 

Victorians Participate in Health

This document has been added to the Health Issues Centre’s webpage recently. Check it out to see a list of new resources, web links and practice examples added for helping consumers to make decisions about health care. The challenges to develop and use decision aids are also contained in the list of resources.
Access via: http://www.healthissuescentre.org.au/home.shtml 

Health Promotion 


Rachael Dooley

Research & Practice Forum 

A Men’s Sheds Evaluation Forum was held on 11 November with 21 people in attendance.  

Simon Rice, PHD Candidate with the Australian Catholic University, provided an overview of his research design and instruments to collect data. He welcomes additional Men’s Sheds in collecting data simon.rice@acu.edu.au 

Koo Wee Rup Health Service presented on the establishment of the Men’s Shed and their involvement in data collection and Gary Green, Community Engagement Coordinator, Australian Men’s Shed Association discussed the Australian Men’s Shed Survey and 2011 Conference.  

Next Meeting - 8 February– Healthy Choices: Food and drink guidelines for Victorian hospitals 
Sexual & Reproductive Health Strategy Working Groups
Due to a number of meeting clashes I have had to reschedule the S&RH Working Group meetings for December.  The new date and times are as follows:

Health Info/Access to Services Working Group Meeting

Thursday 9 December 

11am – 12.30pm

Dept Health, 64 Church Street, Traralgon

School Communities Working Group Meeting

Thursday December 9th
12.30pm – 2pm

Dept Health, 64 Church Street, Traralgon

Please contact Jodie for further information - hpo@gwhealth.asn.au
Sexual Health and Diversity Enterprise (SHADE) – Resources & Grants 

The Sexual Health and Diversity Enterprise (SHADE) seeks to raise awareness of sexually transmissible infections and blood borne viruses (STIs/BBVs) in young gay, lesbian, bisexual, intersex, transgender and queer (GLBTIQ) people. 

It aims to promote STI and BBV prevention and testing as well as supporting greater access to sexual health care in these communities. 

SHADE will be running in Northern Victoria and Gippsland regions from February 13-28 2011.  To find out more about SHADE, please click here: http://www.fpv.org.au/pdfs/SHaDE_2010_OVERVIEW.pdf
Click below to order free resources; these are available to community organisations, secondary and tertiary institutions or any other community group who would like to assist in promoting the SHADE sexual health and diversity messages.
http://www.fpv.org.au/pdfs/SHADE2011resourceform.pdf
Gippsland Health Promotion Conference – 2011 

The Research and Practice Forum and the Gippsland Health Promotion Task Group wish to invite you to participate in organising the Gippsland Health Promotion Conference to be held in late 2011. 
The first meeting is to be held on Tuesday 14 December at 64 Church Street Traralgon at 2 pm.  Teleconference facilities are available. 
The purpose of the meeting will be to confirm dates and venue, form working groups (eg: call for abstracts; program development; speakers; workshops; social) discuss themes, speakers etc. 
We would value the input of new members which will build on the knowledge, experience and feedback obtained from running the 2009 conference. 
Please RSVP to Debbie Mitchell by close of business Tuesday 7 December.  An agenda will be forwarded prior to the meeting. debbie.mitchell@health.vic.gov.au 
Health & Wellbeing Strategies – Men’s & Women’s 
Please find links to the first Victorian Men’s health and wellbeing strategy: 2010–2014 and the third Victorian Women’s health and wellbeing strategy 2010-2014 

The release of the strategies provides a broad framework for understanding and responding to important gender differences in the incidence of health conditions, lifestyle risk factors, and health behaviours and attitudes.  The strategies identify a number of priority areas and aim to improve the health and wellbeing of Victorian women and men over the next four years, as well as focusing on groups with poorer health outcomes. They may assist you and your organisations in responding to men's and women's health improvement in the community. 
DEECD final Report Schools as a focus for promoting healthy community living
Some interesting recommendations in this report 

Parliamentary inquiry into the potential for developing opportunities for schools to become a focus for promoting healthy community living – This report is available to download. 
Victorian Population Health Survey 2008 

Local Government Area (LGA) level data for the first time 

Background 

The Victorian Population Health Survey (VPHS) is conducted annually by the Department of Health and since 2001, the survey has reported on the health and wellbeing of Victorians at the statewide level. It is a comprehensive source of Victorian population-level health information that links disease and health status with the underlying determinants of health. 

The survey presents information on health and lifestyle, including asthma, diabetes, alcohol and tobacco consumption, fruit and vegetable consumption, physical activity, adult obesity, mental health, selected chronic diseases, social inequalities in health and social networks. 

What’s new? 

For the first time the VPHS is analysed and presented at the local government area level.  This has been made possible by expanding the survey respondents from 7,500 to 34,168 with a target sample of 426 interviews per LGA. 

Estimates are age standardised and statistical significance of differences between the estimates is presented. 

More reliable and quality data at LGA level is available to be used for evidence-based policy development and strategic planning across the region. 

Better access to Gippsland results 

For easy reference Department of Health, Gippsland region has developed a consolidated document containing just the Gippsland LGAs results. This document is available from Gippsland Health Online website from the following web link: 

http://www.dhs.vic.gov.au/operations/regional/gippsland/regional-initiatives/gippsland-health-online/victorian-population-health-survey 
For the full report check the following link: http://www.health.vic.gov.au/healthstatus/vphs_current.htm
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Mental Health Promotion Online Network

The Promo brings you highlights of news, events and discussions on MHpro – the mental health promotion network. 
Current highlights include…….. 
Membership reaches new high! 
The benefit of being brand new; is that each day we get to reach a record high. Today MHpro welcomed our 50th member, the members hail from across Victoria, and from sectors including health, education and government. 
New posts 

· The Victorian women’s health and wellbeing strategy 2010 - 2014 has been released. 

· “Realising the health benefits of work” links to the highlights from a recent presentation by Dame Carol Black on the health benefits of work.

Tips for using MHpro 
The little envelope icon that is next to each forum will subscribe (or un-subscribe) you to all postings related to that forum.   
Log on to MHpro to view, discuss, share all this and more 
Has someone sent you this, and you are not a member?  Register through the link at www.health.vic.gov.au/mentalhealthpromotion 
Victorian Food Strategy

In mid-2009 a State Government Food Inter-Departmental Committee (IDC) was established to consider the complex and often interdependent challenges and opportunities facing Victoria's food system. The IDC agreed that the ‘food system' encompasses producing and harvesting, processing and manufacturing, packaging, distributing, selling and serving, procuring and consuming food.  Consideration is also given to environmental, economic, health and social outcomes or influences of these activities.
The IDC is leading the development of a Victorian Food Strategy.  It is chaired by Justin Hanney, Chief Executive, Regional Development Victoria (RDV) and membership consists of Senior Executives from:

· Department of Health 

· Department of Innovation, Industry and Regional Development (Skills Victoria and Tourism Victoria) 

· Department of Planning and Community Development 

· Department of Premier and Cabinet 

· Department of Primary Industries 

· Department of Sustainability and Environment 

· Department of Transport 

Vision:

There is a future for food that is better for all Victorians – for a healthy economy, healthy community and healthy environment.

Themes:

1. Victoria's food businesses are competitive in domestic and international markets 

2. Victorians are healthier and obesity and diet-related disease are declining 

3. Victoria's food system is safe, secure, sustainable and resilient 

4. Victoria has a vibrant food culture and connected communities. 

The Victorian Food Strategy will be developed around this vision and key themes.

The Strategy will encompass but not be limited to:

· Providing a vision for Victoria's food system and outlining the Government's overarching objectives relating to food 

· Communicating existing government activity across the food system to improve stakeholder understanding and access to existing government programs 

· Detailing areas for action and support for stakeholders from across the food system to respond to existing and future challenges and opportunities. 

The Strategy aims to: 

· Improve coordination and collaboration between different areas of government and with stakeholders 

· Increase collective knowledge to better understand the complex interactions of different parts of the food system 

· Facilitate collaborative action to tackle current and future challenges and to capture opportunities. 

The Food Strategy is expected to be released in late 2011.
http://www.diird.vic.gov.au/diird-strategies-and-initiatives/victorian-food-strategy 

2011 Strong Foundations for Early Childhood Conference

The ‘Strong Foundations for Early Childhood’ Conference is to be held on 22 July at Monash University, Churchill Campus.  The themes for the 2011 Conference are:   Language, Literacy and Inclusion.  All abstracts to be submitted to Leanne Coupland by Friday the 17 December 2010
Call for Abstracts - abstract topics should include, but are not limited to: 
· Language and Literacy 

· Inclusion 

Newsletters
MindMatters Term 4, 2010 E-Newsletter
Included in the issue:

· Latest Evaluation findings – MindMatters has doubled it’s impact 

· MindMatters Recognised Schools 2010 – Schools announced! 

· Community Partnerships – joint event at Nyangatjatja College Yulara. 

· Student Empowerment – link to the 12 month progress report 

· School Stories – Adelaide Secondary School of English 

· State Specific News
www.principalsaustralia.edu.au/servlet/Web?s=157573&p=Mindmatters_Issue04_2010
Active Ageing Network Newsletter

http://ecm7.com/rp/316/process.clsp?EmailId=500026749&Token=25E457E0E186E71986E6E5AC6149F582E  
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Merry Christmas from the WPCP
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There’s always one…..











Steve Elvy WPCP Chair


Yarram and District Health Service


Commercial Road, Yarram  3971�Phone: 	5182 0222 


Fax: 	5182 6081 


Email: 	� HYPERLINK "mailto:steve.elvy@ydhs.com.au" ��steve.elvy@ydhs.com.au� 





Jo Cockwill Executive Officer


Central Gippsland Health Service 


Community Services, Palmerston Street,  Sale  


Phone: 	5143 8843 


Mobile: 	0424 600 535 


Fax: 	5143 8890 


Email: 	� HYPERLINK "mailto:jo.cockwill@cghs.com.au" ��jo.cockwill@cghs.com.au�





Rachael Dooley Health Promotion Coordinator


Central Gippsland Health Service 


Community Services, Palmerston Street,  Sale  


Phone: 	5143 8868 


Mobile: 	0409 355 043 


Fax: 	5143 8890 


Email: 	� HYPERLINK "mailto:rachael.dooley@cghs.com.au" ��rachael.dooley@cghs.com.au� 





Emily Durbridge Chronic Disease Management Project Officer 


Gippsland Lakes Community Health 


285 Main Street,  Bairnsdale  3875 (PO Box 1888) 


Phone: 	5152 0022 


Mobile: 	0400 161 781


Fax: 	5152 0025


Email: 	� HYPERLINK "mailto:emilyd@glch.org.au" ��emilyd@glch.org.au�





Claire Haines Admin Support


Central Gippsland Health Service 


Community Services, Palmerston Street,  Sale  


Phone: 	5143 8831 


Fax: 	5143 8890 


Email: 	� HYPERLINK "mailto:claire.haines@cghs.com.au " ��claire.haines@cghs.com.au �





� HYPERLINK "http://www.activecitizenship.org.au" ��www.activecitizenship.org.au� 


Department of Planning & Community Development - � HYPERLINK "http://www.dpcd.vic.gov.au" ��www.dpcd.vic.gov.au� (previously Dept. of Victorian Communities)








BHCiG CDM Resource Kit now online


� HYPERLINK "http://www.health.vic.gov.au/communityhealth/cdm/res_bhig.htm" ��http://www.health.vic.gov.au/communityhealth/cdm/res_bhig.htm�  �


Infoxchange Australia


Infoxchange Australia is a non-profit company dedicated to providing a quality up-to-date information service and the latest on-line newsletter can be found @


� HYPERLINK "http://www.communitynews.infoxchange.net.au/infocast/" ��http://www.communitynews.infoxchange.net.au/infocast/�





Primary Health Weekly Bulletin Department of Human Services


� HYPERLINK "http://www.dhs.vic.gov.au/rrhacs/ph_bulletin/_nocache?src=email&id=090409" ��http://www.dhs.vic.gov.au/rrhacs/ph_bulletin/_nocache?src=email&id=090409� 





Victoria Walks website:  � HYPERLINK "http://www.victoriawalks.org.au/Love_living_local/" ��http://www.victoriawalks.org.au/Love_living_local/�  





Social Research in Transport (SORT) Clearing House is a repository of research reports, research abstracts and links to research findings http://www.sortclearinghouse.info/
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Victorians Participate in Health


New resources, web links and practice examples added for October 2010 

Helping consumers to make decision about health care – The challenges to develop and use decision aids


Health Issues Centre with funding from the Department of Health maintains and provides a webpage which contains information about consumer participation in health. Documents focus on resources - key relevant policy documents, examples of participation in practice, and research on consumer participation. 


Key Resources


Consumers in health care: Creating decision aids tools. 2006


This report outlines possible ways to overcome the problems that some consumers faced when using decision aids, including the issue of low literacy and the context where the decision making process takes place.


http://www.healthissuescentre.org.au/documents/items/2010/10/353479-upload-00001.pdf

A perspective on the patient's role in treatment decisions. 2009


This article describes some of the tools currently available to help support better decisions and looks at some of the challenges to the implementation and dissemination of these efforts.


http://www.healthissuescentre.org.au/documents/items/2010/10/353486-upload-00001.pdf

Practice Examples


Patient care experience enhanced by use of online journals: Preliminary results. 2007

Patient Gateway (PG) at Partners HealthCare in Boston, MA is a portal through which patients can communicate with their primary care providers (PCP) and review selected sections of their medical record. The article describes the results of a survey undertaken with patients after their visit to the doctor and having use the online portal.


http://www.healthissuescentre.org.au/documents/items/2010/10/353489-upload-00001.pdf

Creating a Conversation: Insights from the Development of a Decision Aid. 2007


This article describes the process to develop a Decision Aid in collaboration with patients affected by diabetes type 2.


http://www.healthissuescentre.org.au/documents/items/2010/10/353490-upload-00001.pdf

Website

Ask me 3


This is a USA-based website that has useful guidance and tips about asking questions to your doctor, nurse or pharmacist.


http://www.npsf.org/askme3/for_patients.php

LEVEL  5, HEALTH SCIENCES 2


LA TROBE UNIVERSITY    VIC   3086


PHONE:  (03) 9479 5827   FAX:  (03) 9479 5977


www.healthissuescentre.org.au


_1352641101.doc
Project Management

Early Intervention in Chronic Disease (EIiCD) 
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templates for project


management


Template No 1:  Project Brief


Project Name:

(Suggest an initial name for the project, remember the importance of acronyms, giving the project a positive image and that is understandable by a wide range of stakeholders.)


Background/Context:


(EIiCD context)

(Project Specific -Specific information relating to the background/context/rationale of this particular project)


Scope:


(what is within the scope of this project? What is excluded? What are the boundaries of this project?)


What is within the scope of this project?  What is excluded?  What are the boundaries of this project?


Objectives:


(An explanation of what the project is meant to achieve; objectives should be specific, measurable, achievable, realistic and time limited. Objectives should be expressed with ‘action oriented words e.g. review, undertake, conduct, improve)


Deliverables:


(What piece/s of work do you intend to provide? E.g. research paper; eight focus groups; new policy; new service for children with asthma, a new database)

Methodology:


(How will you achieve the deliverables? How will you implement this project? What methods will you use e.g. focus group consultation; research; contract out part of the process) 


Key Tasks:

(Outline the key tasks to be undertaken in the implementation of the project – consult, research, develop, report, feedback, implement, review)


		Project Planning/Methodology Tool attached

		 FORMCHECKBOX 




		Project Work Breakdown Structure attached

		 FORMCHECKBOX 






Stakeholders:


(Internal and external stakeholders - those individuals, groups, or sectors who are engaged in the project directly and who may be impacted by the outcome of the project)

		Stakeholder Analysis attached

		 FORMCHECKBOX 






Consultation Plan:


(What information do you need from stakeholders; how will you access this information; how will this information be useful to your project)


		Project Consultation Plan attached

		 FORMCHECKBOX 






Justification

 FORMCHECKBOX 

Project will improve efficiency by 


 FORMCHECKBOX 

Project will improve effectiveness by


 FORMCHECKBOX 

Project aligns with organisational Strategic or Business Plan 

 FORMCHECKBOX 

Project is required by statutory/regulatory requirements


Project Linkages:


(Does your project link to other projects in the Division? How, describe)


Project Governance:


(Describe or develop a diagram for the project governance structure; who reports to who on what? Who or what body makes decisions or has the authority to endorse or approve over the life of the project? If a reference group or steering group is established, describe its Terms Of Reference)

		Project Governance Structure attached

		 FORMCHECKBOX 




		Terms of Reference attached

		 FORMCHECKBOX 






Issue Management:

(How do you intend to manage and report issues?) 


Communication Strategy:


(How will people be kept informed of the project progress and outcomes? Who needs to know what, when, for what purpose? How will you report on the project?)

		Communication Strategy attached

		 FORMCHECKBOX 






Time:

(When will the project commence and what is the target date for completion?)

		Project Gantt Chart attached

		 FORMCHECKBOX 






Cost:

(What is the anticipated cost? Include all costings and Project team salary costs)


		Budget Summary attached

		 FORMCHECKBOX 






Risks Analysis:

(What are the risks associated with this project? How will these risks be managed?)


		Project Risk Matrix attached

		 FORMCHECKBOX 






		Brief prepared by:

		



		Version:

		



		Project Sponsor:

		



		Project Manager:

		



		Approval Status:

		



		Approved by:

		





Template No 2: Risk Analysis 


		Risk Event



		Exposure

		Responsibility

		Response 



		

		

		

		



		1.





		

		

		



		[image: image2.wmf] 


2.





		

		

		



		3.




		

		

		



		4.




		

		

		



		5.




		

		

		



		6.




		

		

		



		7.




		

		

		



		8.




		

		

		





Template No 3: Terms of Reference

Name of Committee/Steering Group/Advisory Group


Terms of Reference


Date


1. Purpose:


1.1
The (name of Steering Group/Committee) will work towards (overarching statement about 


            intent)


1.2     The (name of Steering Group/Committee) sets out to achieve (what outcomes)

2. Objectives:

2.1      List 2 or 3 objectives – The (name of Steering Group/Committee) will provide (advice, guidance…)


3. Membership:


3.1
The (name of Steering Group/Committee) comprises (name who) nominated by the (name who). 


Name who will take minutes and/or coordinate meetings


3.3 The role of Chair is (name person and title).


3.4 All recommendations passed by (name of Steering Group/Committee) are to be signed off by (name body).


3.5 Location of each meeting will be determined (how and where?)


4. (Name of Steering Group/Committee) Procedures 


4.1 Process


4.1.1
Members will commit themselves to functioning in an environment that creates and extends opportunities for:


· (Identify 2 or 3 adjectives to describe how you want the committee to operate)


4.1.2
The (name of Steering Group/Committee) will seek to:


a) Support, engage, canvass and represent (which constituents)


b) Disseminate information to (who) in an efficient and timely manner


c) Ensure two way consultation and communication between (who and who).

4.2 Decision Making


4.2.1
Decisions will be made by: [nominate how the committee will make decisions. For example, by 

               consensus, voting etc.]

4.3  Minutes and Agendas 


Minutes will be taken and distributed by (name individual or group). Agendas will be compiled in consultation with (who and who) in consultation with the Chair. 


Agendas and minutes will be distributed within one week prior to the meeting. Minutes will be distributed within one week of the meeting.


4.4
 Absences 


If a member is absent for three consecutive meetings without notice or justifiable reason, the committee will review their membership.


4.5     Sub committees


The (name of Steering Group/Committee) may establish ad hoc sub committees as required. Its membership may be extended (under what conditions?). 


The (name of Steering Group/Committee) when establishing sub committees will:


· determine membership


· establish aims


· clearly define a process for decision making


5. Meetings:


5.1
The (name of Steering Group/Committee) will meet (how often – monthly; bi monthly) for (two hours or more, specify) at a regular time. Subgroup meetings will occur outside of these times. The scheduled meeting times are:


6. Resources


List other resources


Template No 4: Work Breakdown Structure


Work Breakdown Structure for your project / one phase of your project?




Project / Phase Name


Major Activities / Sub Projects & Component Tasks


		1.




		

		2.

		

		3.

		

		4.

		

		5.

		

		6.

		

		7.



		▼

		

		▼

		

		▼

		

		▼

		

		▼

		

		▼

		

		▼



		1.1




		

		2.1

		

		3.1

		

		4.1

		

		5.1

		

		6.1

		

		7.1



		1.2




		

		

		

		

		

		

		

		

		

		

		

		



		1.3




		

		

		

		

		

		

		

		

		

		

		

		



		1.4




		

		

		

		

		

		

		

		

		

		

		

		



		1.5




		

		

		

		

		

		

		

		

		

		

		

		



		1.6




		

		

		

		

		

		

		

		

		

		

		

		





Template No 5: Budget Summary Table


Budget Summary Table


Year 1


		Expenditure

		$



		Salaries

		



		Training & Workforce Development- management

		



		Training & Workforce Development- staff

		



		GP Engagement

		



		Resources

		



		Evaluation

		



		IT requirements

		



		Service System Development (agency support)

		



		Administration and Consumables

		



		

		



		

		



		Total Cost

		





Section 9: Regional Office comments:


		concerned

		satisfied

		confident





Comment


Template No 6: Gantt Chart

Gantt Chart


		Project Name

		



		Commencement Date

		



		End Date

		





		

		

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12

		13

		14

		15

		16



		

		Date

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		

		Activity

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		1

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		2

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		3

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		4

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		5

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		6

		

		

		

		

		

		

		

		

		4

		

		

		

		

		

		

		

		



		7

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		8

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		9

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		5

		

		



		10

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		3

		





Template No 7: Communication Strategy

Purpose 

This template will assist in identifying and establishing a communication strategy/plan that will support the initiation, implementation and close up of the project. It is important for maintaining relationships throughout the project as well as effective monitoring and reporting outcomes.


The communication plan should keep the stakeholders involved, informed and committed to the Project methodology and outcomes.

Communication Strategy


Project Name:   



Issue/Project:  (State the nature of the issue or project; eg., road closure, disruption of usual rubbish collection service, new building works, park or reserve upgrade.) 


Commencement Date:  (Identify the date the project or issue is expected to begin. This could be the date the road is due to be closed, building works begin or the date when the first complaint is received about a specific issue.) 








Projected End Date:  (Identify the date the project or issue is expected to end; eg., when a road undergoing works will re-open or when a building will be finished. For an ongoing issue, simply state ‘ongoing’ with an anticipated time frame.) 






Target Audience:  (Identify who it is you need to inform about this project or issue; eg., residents who live near a building site or road under construction, user groups of a reserve being upgraded.)


Communication Method:  (What is the best way to communicate with your target audience? eg., personalised letters, advertising, press release, general flier delivered via letter box drop, etc.)


Communication Actions


1:  (eg., letter to be sent to all residents living within a 1.5km radius of a building site informing them about the nature of the works, etc.)


Target Completion Date: 



2:  (eg., advertisement to appear in all local newspapers informing all residents about the building in progress and estimated completion date.) 


Target Completion Date: 



Situation Analysis


What issues could impact positively/negatively on the project?  What are the economic, environmental, social and political factors which may influence the project?

Objectives


What are the main objectives of your communication plan ie. change perception, issue management, damage control, obtain funds, spread good news?


Key Messages


What do you want to say?

Evaluation


How will you know you have achieved your objectives?


Template No 8: Progress Report

1. PROJECT DETAILS


		Project Name:

		<<Insert Project Name>>



		Organisation Name:

		<<Insert Organisation Name>>





		

		Contact Details for Project Manager:

Has this changed since your last report?  Yes  (  No (



		Contact Name

		



		Title

		



		Telephone

		



		Email

		





2. MILESTONE REPORTING PERIOD

		Start date / month 

		



		End date / month 

		





3. PAYMENT DETAILS

		A. Total approved $s

		$ Insert amount here



		B. Total $s made to date 

		$ Insert amount here





NB. All amounts should be GST exclusive.


4. EXPENDITURE DETAILS

		A. Total funds spent to date 

		$ Insert amount here



		B. Total of Yours and Other Contributions spent to date

		$ Insert amount here



		C. Total project expenditure to date (A+B=C)



		$ Insert amount here



		D. Total current project cost*

		$ Insert amount here





NB. All amounts should be GST exclusive. 

5. PROGRESS REPORT


General description of project progress during the reporting period:


		In this section, provide general information about the project that isn’t going to be reported on in the next section. This may include:

· Specific activities, significant outcomes, achievements or community comments that have occurred 

· Anything relevant to the project that may be of interest or useful for us to know about

· Statistics on participation and number of activities undertaken 

· If the project has experienced, or is likely to experience, significant timeline or financial deviations 





Description of project progress against relevant milestones during the reporting period:

		Milestone

(Final period milestones only)

		Progress towards milestone



		1. Insert current Milestone from Attachment 1 – Milestones and Payments 


e.g.  Details of appointment of successful consultant.




		Provide details about progress towards, and outline achievements, against each stated Milestone. 


e.g. Who was appointed, and when, etc?  What consultation has been undertaken?  Who was consulted?  When? How?  Etc. Provide a copy of supporting attachments e.g consultants brief, details of tender process and copy of tender documents, copy of questionnaire. 








Please provide copies of documents or items that help illustrate the achievement of a project milestone. 

If any Specified Personnel have been appointed during this reporting period, please detail in the table below:


		Name of Specified Personnel

		Skills Required of Specified Personnel

		Activity (or part thereof) to be undertaken by Specified Personnel



		

		

		



		<insert additional rows as required>





6. PROGRESS STATUS

		Is your project progressing according to the agreed Milestone and Payments schedule?

		Yes  (  No (





· You must address the following general comments:


· Document any issues/risks identified that may impact on the achievement of milestones, and indicate how they are being managed.


If your Milestones and/or Payments are not progressing to schedule, please explain below:


		· Please provide information on what deviations to the agreed Milestones and Payments schedule have occurred, how they have come about, any consequences and what action (if any can be taken) has or is being taken to get the project back on track.







Template No 9: Issues Log


Issues Log

		Project Name

		     



		Commencement Date

		     



		End Date

		     





		Date

		Issue description

		Proposed Action 

		Action Taken

		Outcome



		     

		     

		     

		     

		     



		     

		     

		     

		     

		     



		     

		     

		     

		     

		     



		     

		     

		     

		     

		     



		     

		     

		     

		     

		     



		     

		     

		     

		     

		     



		     

		     

		     

		     

		     



		     

		     

		     

		     

		     



		     

		     

		     

		     

		     



		     

		     

		     

		     

		     



		     

		     

		     

		     

		     





Course References


Cole, K. ( 2nd Edition 2001 ) Supervision: The Theory and Practice of First-Line Management, Prentice Hall / Pearson Education Australia, French’s Forest, NSW 


Hartley, S  Project Management Principles, Processes and Practice Pearson Prentice Hall 2009 


ISBN: 9781442502659

A Guide to the Project Management Body of Knowledge (PMBOK Guide) 4th Edition ISBN: 978-1-933890-51-7 Project Management Institute Inc 2008
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2011 


‘Strong Foundations for Early Childhood’ Conference 


22nd July, Monash University, Churchill Campus 


Call for Abstracts 


All abstracts to be submitted to Leanne Coupland by Friday the 17th December 2010 


  Email :Leanne.coupland@ucgipps.org.au 


Mail : 3 Church Street Leongatha Victoria 3953 


  


 
The 2011 ‘Strong Foundations for Early Childhood’ Conference will focus on Language, Literacy and Inclusion 


 


Abstract topics should include, but are not limited to 


Language and Literacy 


Inclusion  


 


Presentations 


To be 1 1/4 hours in duration, this is to include time for questions 


Presentations may be supported by audio visual equipment. Please advise conference organisers if equipment is 


required 


Abstracts are to be completed using the template provided and must adhere to the specified word limit. 


Any pictures used in the abstract application will not be used in the Conference Brochure 


Abstracts are to follow the template guidelines attached 


Abstracts must include a biography of presenter/presenters  


 


Selection Process 


All abstracts submitted will be considered on the merit of the individual submission and selected by the Organ-


ising Committee of not less than three individuals. 


Selection acceptance will involve correct and timely submission of abstracts 


 


Closing Date 


Closing date for the submission of abstracts is Friday 17th December 2010 


 


Disclaimer 


The invitation to submit an abstract does not constitute an offer to pay travel, accommodation or registrations 


costs associated with the Conference. Successful applicants to negotiate fees with Conference organisers 


By submitting an abstract you are granting permission for the Conference Organisers to post a PDF of your 


presentation online after the conference. 


By submitting an abstract you are granting permission for your presentation to be audio/video recorded and 


hereby grant the Conference Organisers the right to display and reproduce the recorded material for the pur-


poses of quality accreditation and agency education and training.  


All decisions made by the Conference organising Committee are final 


Important Date 


 


Abstract deadline: Friday 17th December 2010 
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An Introduction to


Motivational Interviewing


with 


Helen Mentha 


For Practice Nurses, Community Nurses, Aboriginal Health Workers, HACC Workers, Home Based Nurses, Allied Health Staff and Project Workers.


This very practical two day introduction to Motivational Interviewing will give health professionals the communication skills to assist clients explore their own health and wellbeing, and develop solutions to their own health issues. 


These communication skills are valuable tools for anyone working with clients with chronic conditions.


Monday 7 February 2011

Tuesday 8 February 2011

9.30am to 4.30pm


Venue: Gippsland Regional Sports Complex

116 Cobains Road  SALE 
see page 3 for map 


For further information or to register by Monday 31 January 2011 please contact:


Claire Haines

Project Support Worker

Wellington Primary Care Partnership

claire.haines@cghs.com.au   


Ph: 5143 8831



		

		

		





REGISTRATION FORM


		Name:

		



		Position:

		



		Organisation:

		



		Contact Phone:

		



		Contact Email:

		



		Dietary Requirements:

		





Please note: places are limited so get in early!

Please send in completed forms by Monday 31 January 2011 to:


Claire Haines

Project Support Worker

Wellington Primary Care Partnership

claire.haines@cghs.com.au   


Ph: 5143 8831


Fax: 5143 8890
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		Template for Abstract


2011 ‘Strong Foundations for Early Childhood’ Conference


22nd July, Monash University, Churchill Campus






		Please indicate theme




		Language and Literacy   (

Inclusion                           (

Other                                 ( Please state .......................................






		Abstract Title

		



		Method


Synopsis


Other


Support requirements


Biography of Presenter/Presenters

		By what means will the presentation be delivered, what technical support / equipment will you require to deliver your presentation?


Please provide a brief outline as to the content of your presentations, its intended audience and its links to the theme as identified above? (maximum 300 words )

Additional information to support your abstract ( maximum 50 words)


IT, travel, accommodation, disability access, dietary requirements etc


Maximum 100 words per presenter (to be used in the conference literature if selected) 
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