Conference Attendance Policy
Paid and voluntary staff as well as consumers will need to attend conferences from time to time as a way of improving skills and knowledge which are clearly identifiable as useful for the Disability Advocacy and Complaints Service of South Australia.

This policy outlines the procedures for application eligibility and special need assistance.

Disability Advocacy and Complaints Service of South Australia has the right through the Chief Executive Officer and Management Committee to approve or disapprove all applications.  They also will determine the level of financial assistance provided to attend conferences. 

Application procedure:
 All applicants will be required to complete an application form and present it to the Chief Executive Officer. The Disability Advocacy and Complaints Service of South Australia Inc. will provide assistance to anyone who requires assistance to complete an application. Alternate formats will be accepted if a person is unable to complete the written form as a result of disability. 
Applications need to be presented at least 21 working days prior to closing date of the conference application.  Special effort should be made to present the application as early as possible as early applications reduce costs of conference registration and flights, if interstate, and also allow time for an appeal against a decision to refuse support for attendance.
The Chief Executive Officer will present all applications to the Management Committee with recommendations.
Decision on the Application:
The decision will be passed on to the applicant in time for conference arrangements to be made. 
If the applicant is unhappy with the decision they may appeal. Every reasonable effort will be made to process the appeal in time for the appellant to attend the conference if the appeal is successful.
Criteria for Decision Making:
To ensure a fair and equitable process in assessing applications, a set of eligibility criteria is required.  The criteria will be especially useful in situations where there is a need to set priorities for applications.
In assessing applications the Chief Executive Officer and if necessary the Management Committee will consider:
· What are the benefits for the Disability Advocacy and Complaints Service of South Australia Inc..  Do the benefits warrant the expense?

· How many representatives from the Disability Advocacy and Complaints Service of South Australia want to attend the conference?
· Is there enough money in the budget to support the application? If not, is there enough money to make a contribution?

· Is the applicant willing to contribute to the costs to the extent that this can be reasonably expected, taking into consideration the income of the applicant?
· Has the applicant been funded in the past by the Disability Advocacy and Complaints Service of South Australia to attend conferences?  If yes, should someone else be given a chance to attend a conference?
· Will the applicant report back to the Disability Advocacy and Complaints Service of South Australia on the conference at a stated time?
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Application Form for 
Conference Attendance
Name of the Applicant:

Position at DaCSSA:   

Contact Details:


Title of Conference:

Organisers of Conference:

Where will it be held?

When will it be held?

Costs:

Conference Registration:



Travel:

Accommodation:

Other costs:


Total


Why do you want to attend this Conference?

What do expect to learn from attending the conference?

How do you think DACSSA will benefit from your attendance?  What can we learn from your attendance?

Are you willing to write a one page report?       YES
(
NO    (
Do you need any assistance in writing your report?  

YES
(
NO    (
If yes, how can we help?

Do you need any other assistance to attend the conference?

YES
(
NO    (
If yes, how can we help?

Eligibility Criteria for the Application to Attend Conferences

In assessing applications the Chief Executive Officer and if necessary the Management Committee will consider:
· What are the benefits for the Disability Advocacy and Complaints Service of South Australia Inc..  Do the benefits warrant the expense?

· How many representatives from the Disability Advocacy and Complaints Service of South Australia want to attend the conference?
· Is there enough money in the budget to support the application? If not, is there enough money to make a contribution?

· Is the applicant willing to contribute to the costs to the extent that this can be reasonably expected, taking into consideration the income of the applicant?
· Has the applicant been funded in the past by the Disability Advocacy and Complaints Service of South Australia to attend conferences?  If yes, should someone else be given a chance to attend a conference?
· Will the applicant report back to the Disability Advocacy and Complaints Service of South Australia on the conference at a stated time?
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