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Policy 

Administrative and other non-clinical practice team members have a vital role in the provision of safe 

and quality care, and therefore require training appropriate to their role. 

Having medical, clinical, and other healthcare providers who are suitably qualified reduces the risk of 

medical errors and means that Bega provides clients with safe and quality care.  

Administrative and other non-clinical practice team members must complete training appropriate to 

their role, and to our client population. This process commences at induction and proceeds on an 

ongoing basis with commitment from both the practice and the practice team member.  

The Bega team members involved in the medical and clinical care of clients have the responsibility to 

maintain their relevant national registrations, have proof of their credentialing, and comply with their 

ongoing continuing professional development requirements. All medical, clinical and other healthcare 

providers must: 

• Have appropriate current national medical or nursing registration. 

• Be suitably qualified and trained. 

• Maintain the knowledge and skills that enable them to provide quality clinical care.  

• Comply with the professional development requirements and code of conduct of the 

relevant professional organisation, regardless of whether they are a member of the 

organisation; and 

• Work within their scope of practice and competencies.  

Copies of records showing current registration (where required), training and qualifications, 

competency and continuing professional development activities for each member of the practice team 

(including general practitioners) are provided to the Human Resource Officer to be retained in the 

team member’s employment file.  

Bega encourages team members to maintain their knowledge, skills and a professional attitude by 

maintaining membership with their professional specialty organisations (e.g. RACGP, AMA, APNA, 

AAPM). 

Both in-house and external training programs are utilised for our staff. Practice team members are 

requested to obtain a certificate of attendance or evidence of participation and completion for all 

training (including informal training sessions) undertaken, allowing for this information to be retained 

on file.  

It is acknowledged that some crucial areas for training exist, depending on the team member’s role 

and responsibilities. These training requirements are met according to the team member’s training 

schedule. 

Education is not limited to professional technical skill updates but includes a variety of training and 

educational activities in areas of need as they arise.  



 

Training, Qualifications and 
Continuing Education Policy 

 

Document title: Clinic Policy and Procedure Manual 
Effective Date: 7/04/2022  Next Review Date: 7/04/2023
  Page 2 of 2 

All members of the practice team are encouraged to identify any training needs they may have and 

seek to find training to meet these needs. Usually, this occurs in consultation with the team member’s 

supervisor and this process should be documented.  

Methods for training opportunities include:  

• Education at formal institutions. 

• Attendance of educational seminars. 

• Online training. 

• In-service education given by company sales representatives or another team member; 

and 

• Reading of journals, evidence-based guidelines or researching information for the practice. 

Procedure 

Our practice’s GPs, nurses, aboriginal health practitioners and other healthcare professionals involved 

in clinical care must provide evidence of current national registration each year and we retain this 

information on file. 

Copies of training and qualifications, competency and continuing professional development activities 

for each member of the practice team (including general practitioners) is provided to the Human 

Resources Officer at least annually, so that this information can be retained in the team member’s 

employment file.  

If a member of the practice team identifies a course, education session, workshop, or a meeting that 

they wish to attend, they are to alert their supervisor who will discuss this with the practice 

manager/practice principal to seek approval for attendance. In seeking time off to attend external 

sessions, team members should consider workload to ensure adequate coverage. An application for 

study/conference leave should be lodged with as much advance notice as possible. 

Once an education/training session is approved, details of the session are recorded within the team 

member’s Training Plan. 

Training schedule 

It is acknowledged that to maintain competency required for the efficient and smooth running of this 

practice, and for medico-legal reasons, all practice team members are required to undertake ongoing 

training and upskilling and, where appropriate, competency assessment. The type of training and 

upskilling that is to occur will be dependent on that person’s position and role within the practice.  

A Training Plan is developed for each member of the practice team and is adhered to and reviewed 

during the annual performance appraisal process. 

 


