RANCH Inc. 
                                   PROCEDURE MANUAL
SECTION: 1 GOVERNANCE  
PROCEDURE NO: 1.12
PROCEDURE TITLE: PROFESSIONAL DEVELOPMENT
                                 COMMITTEE OF MANAGEMENT MEMBERS


1.0 PROCEDURE

1.0
Neighbourhood Houses Victoria (NHV) Annual Conference

1.1
Committee of Management Member Conference applications will be submitted together with any RANCH Inc. staff applications 
1.1.1
Committee of Management Members are to notify the RANCH Inc. Administration Officer of their intent to attend prior to the closing date for applications

2.0
Other Professional Development 

2.1
Information Requirements
2.1.1
The onus is on the applicant to provide adequate information for the President Committee of Management to be able to make a reasonable judgement whether or not the application is relevant to the role of a Committee member

2.1.2
To be considered, an application for professional development must demonstrate that it broadens the Committee member’s experience and further develops existing skills and knowledge.
2.1.3
An analysis of the professional development budget allocation shall be undertaken by the Treasurer prior to approving any professional development

3.0
Application Process
RANCH Inc. Committee of Management meets on a bi-monthly basis. 

3.1
Professional Development – Within Bi-Monthly Time Frame

3.1.1
Committee of Management members are to complete a “Professional Development Application Form and forward to the RANCH Inc. Administration Officer no later than 14 days prior to the event.

3.1.2
The Administration Officer will provide the applicant with the outcome of their application, in writing, no later than 10 days prior to the event.

3.2
Professional Development – Outside Bi-Monthly Time Frame

3.2.1
The Committee member to complete “Professional Development Application Form and forward to the President Committee of Management no later than 14 days prior to the event.

3.2.2
The President will contact the RANCH Inc. Committee members for discussion and approval  

3.2.3
The President will then advise the Administration Officer of the outcome. The Administration Officer will then advise the applicant no later than 10 days prior to the event

4.0    Attendance and Reimbursement
4.1
Individual Houses/Centres are to pay for all professional development costs 

4.1.1
At the conclusion of the professional development, Committee members are to complete a RANCH Inc. reimbursement form including a copies of the event attended and any associated receipts

4.1.2
This information is to be provided to the RANCH Inc. Administration Officer, who will seek authorisation from the RANCH Inc. Treasurer. Payment will be made either by cheque or direct credit.
5.0 DOCUMENTATION   
NHV Conference Attendance Application Form and
Staff Professional Development Application Form
SCOPE:


All current serving members of the RANCH Inc. Committee of Management
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