CPD CHECKLIST — Activity I nitiator

asat 19/11/2002

Title Of ACHVITY... oo Date.......ooevviie i
Person RespONSIDIE ...
Prior to Activity
Discuss proposed activity with CPD Coordinator
5pph 6 weeks prior to Vent ..o
20ph 4 weeks prior to 8VENt ..o
Discuss with Admin Coordinator — CPD Caender ........oocovvvveiiiiiiiinnn
venue (and booking) ............coceeiiiinines
catering requirements ...............ocouennn.
SPONSOISNIP .. e
staff to assist with activity ...................
Record activity on database & notify Admin activity isrecorded ......................
ATTANGE SPEAKENTS ..t e e e e
Confirmation letter to speaker/sincluding EBM policy ..........ccoovviiiiiinnnnnn.
Confirm payment with CEO - and/or - arrange gift/s ...........ccovvviieiiiiieinnnnnn.
ATTANGE CRAITPEISON ... e ittt et e e e et e et e e e e e e e n e e e

Draft flyer content and fwd t0 AdMIN ..o e

OO0 O0OO0OO0O0OO0O0OO0OoO0a0a0n

Complete application form, agenda, MDM evaluation form and pre/post ............
tests (where applicable) and flyer and fwd to CPD Coordinator for adjudication

Filereturned 5pph pre-testS ....vuvi e
Article for newsletter AND website where appropriate ............o.cocvevveeuieninnnns
Prepare handouts/resources & fwd to Admin for p/copying ...........ccovvvvievennnen
Prepare info sheet for chairperson (program, sponsors, speaker’s background) ......
CONTITM SPEAKENS ..ttt e et e e e e et e e e

O0000a0

Arrange for PowerPoint presentations to be loaded onlaptop .............ccoccvnennnn.
The Activity
Check resources/equipment for activity (including transporting) .......................

ATENA BCHVITY ..ottt e e e e e e e

O

Organise photoS Where appropriale ..........c.eoeeeioe it e et e e e e
After the Activity

Ensure attendance list has been handed to Admin ...,

Write evaluation of activity (as required) fwd to Admin and CPD Coordinator ......

Letter of thanks & payment to speaker/s (where appropriate) .............coovevennnnn.

Follow up requestsfrom evaluation forms ............ oo i,

OO0 000

Record and summarise 5pph post tests & fwd summary to CPD Coordinator ..........
Article for newdetter AND website (Where appropriate) ...........ccovveiiierineeennnene. O



CPD CHECKLIST — Admin Coordinator

asat 19/11/2002

Title of ACHVITY....c.oe i e Date.......cooeeviiie e
Person RespONSIDIE ...
Prior to Activity

Book — activity on CPD Calendar ..........covvovviiiiiiiiiiieie e e

venue - Name

catering — Name

sponsorship —Name

staff to attend — Name

Design flyer (information supplied by activity initiator) .............cccooviiininnns
Enter activity OnWEDSItE ..o

Mail flyer ~ 3 weeks prior to activity ~ Date

Enter registrations 0N dafaDase ..........ccoeiie i
FaX SPPN PrEteSES ... ettt e e e e
Confirm @teNdaNCE .......oeivie e e e e e
Confirm catering NUMDEIS ... ... e e
Print - attendancelist .................. O name badges ..............
MDM evaluation forms ...... O handouts ...................
2pph certificates of attendance O
Prepare AV Equipment (as requested by activity initiafor) ...............cooeiviiineenne
Load PowerPoint presentations (as requested by activity initiator) ......................
The Activity
AENd BSTEQUITEH ..ttt e e e e e e e e e e e
After the Activity
Record attendance 0N dafabase ............ovieiie it
Write evaluation of activity (8Srequired) ..........couveoiinis i e
For 5pph activities-  fax 5pph post-tests - 4 weeks after activity .....................
re-fax post-tests (as required) 1 week later .....................
record completion of post-test on database .....................
post 5pph certificates of attendance ...............c.ccovveninn.
Email attendance and evaluation/StO RACGP .........ovii i e
Update website and registration form ..........co.oevi i e
FIE PAPEIWOIK ..ot e e e e e e e
INVOICE SPONSOT FOI BCLIVITY ... vt et et e e e e e e e e e e

Sign off on activity (Admin Coordinator) ..........ccvieeiiiiiii e e

O 000 O0OO0O0OO0O0OO0OO00OO0OaO0

O

O0000 O

O O



CPD CHECKLIST — CPD Coordinator

asat 19/11/2002

Title Of ACHVITY ... oot e Dae.......ccoevvvvvnenn
Person ReSpONSIDIE ... .o

Prior to Activity

Discuss the activity with initiaor ............cocoiiiiiii e, O

Assist with completion of application, agenda, evaluation form, pre/post ... O
tests as required

Adjudicate @pPliCaIION ... ittt e e e O

Discuss amendmentS if requIired ..........coooveiiniiniiiiie et e O

Forward adjudication confirmation letter to activity initiator ..................cocoeeeenien O

Forward Notification of Activity tO RACGP .........ciiiiiii i e O

Forward completed application, agenda, evaluation form, pre/post ...... ......... O
tests and adjudication confirmation letter to Admin

The Activity

ATENd @S TEQUITEA ... ee ettt et et e et et et e et et e e e e O

After the Activity

Assist with evaluation asrequired .............coeoiiiiiiiieiiiiie e e O

Forward relevant information t0 RACGP .........ovuiiiiii it e O

SIgN Off 0N ACHIVITY ..oee i e e e e e eeaes O



CPD CHECKLI ST — Resources/Equipment

asat 19/11/2002
Title Of ACHVITY....ovoe e e e Dae.......ccoovvvveenn
Person RESPONSIDIE ... ...
ATENAANCE lISE oon it e e O
NAMEDAAGES ... .e et ittt e et e e e e O
Attendance certificates (2pph and practice staff) ..........cocovviiiiiiiiiiii O
Division evaluation TOMMIS ... ..iuiitiiie et et e e e e O
N = 3o - O
HaNAOULS/TESOUICES ... ..t ettt et e e et et e e et et e aee e eene O
Information sheet for ChairPerSON ..........ceii it e O
GIft/STOr SPEAKENTS ... it e e e O
B 2= Y (0] vt (o (PP O
Laptop (presentation 10aded) ..........c.vvniiiii it O
OVErhEad PrOJECLON ... .v.tie et ittt e et et e et et e e e e et e e eaeeaenaes O
S Lo (= /(o= ot (o PP O
1= 0 PP O
o= g oo o O
EXTENSION COM ..ot e e e e e et et e e e e O
1Y e oo o = TP O
(@ 1007 - PP O
S = g oo (= PSPPI O
S0z 11 0 1 (0= S PP O



