NHS Education for Scotland

Attendance at Conferences & International Travel
   1.    Introduction

1.1 This policy sets out  the principles and procedures on conference attendance and international travel in order to ensure NES achieves best value in all its expenditure; there is equity of access to opportunities to attend conferences for all staff; and a  consistent approach is being taken across all Directorates.   

1.2 Through our commitment to the professional development of all our staff and our Research and Development Strategy
 NES has strong commitment to enhance the knowledge of our staff and engage in world class research. Attendance at conferences or travelling to international meetings is an integral part of that and is promoted subject to the terms of this policy. 
1.3 This policy sets out the procedures that must be followed for NES staff applying to attend conferences or wishing to travel internationally and line managers receiving such requests. The policy also applies to:- 

(a) University staff or other employees whose services are paid for through a Service Level Agreement with NES
(b) Individuals who provide NES with services on a sessional basis and who wish to attend a conference as a NES representative or employee; and

(c) NES staff who are funded to attend a conference from external sources. 

1.4. From time to time Directorates will organise internal conferences/large meetings. As a national organisation NES does need to have the facility to bring staff together provided it is appropriate and costs are kept to a minimum. Directors are responsible for the prudent management of expenditure for staff meetings/conferences in accordance with their normal budgetary responsibilities. 
  2.   Applications 
2.1 All staff requesting authorisation to attend conferences must do so through their line manager in advance of reserving a place or making any other commitments e.g. travel arrangements.  Staff applying to attend conferences  must set out full details of the conference date/meeting, location, and programme; identify the benefits to be gained to the organisation from their attendance and specify sources of funding. Members of staff should make their application using the Conference Attendance Authorisation Form (see Appendix A). 
2.2 In considering the appropriateness of any application, the line manager must review the need for attendance in the context of the organisation or the staff member’s Personal Development Plan, the number of individuals who have requested leave to attend, the time which will be lost to the organisation from attending and the cost involved of both the conference itself and any travel and subsistence costs.  Each decision to authorise attendance at a conference must be made in considering the benefits of attendance against these factors. 
2.3 It is recognised that members of staff involved in the delivery of corporate work streams may be funded by another Directorate to attend a conference. In these circumstances the funding Directorate should ensure any application is also authorised  By the staff member’s Director to ensure time and fit with Personal Development Plans is duly authorised. 

3. Feedback and Dissemination of Learning

3.1 It is an important principle of conference attendance that there is an appropriate feedback and dissemination of learning to colleagues and more widely in the service where appropriate. Dissemination of feedback to colleagues normally takes place within a month of attendance.  Conference attendance is linked to Personal Development Plans and managers should ensure attendance and learning is recorded and informs future development plans.
4.          Procedures

4.1 When considering a request to attend a conference the line manager should take into account the numbers planning to attend from within their Directorate. Line managers must make sure applications are made well in advance to allow sufficient time for the appropriate approval process to be completed. Each Business Group member is responsible for ensuring a nominated point of contact in their Directorate to coordinate all conference applications. This will ensure the Business Group member has a clear overview of the members of staff planning to attend a conference before any decisions on attendance are made. 
In our larger Directorates accountability for this is likely to be held by the Business   Manager/Executive Manager role. Other Directorates are required to put appropriate arrangements in place and to communicate this to their staff.
4.2 The authorisation level for conference attendance (apart from International Conferences and International Travel) is the appropriate Business Group member/Post Graduate Dean/Director or Depute Director as nominated by the Business Group member. This is subject to the appropriate coordination of applications as set out in 4.1 above.
For clarity all aspects of conference attendance must be authorised by a more senior manager to the person attending the conference and in the case of a Business Group member by the Chief Executive or Deputy Chief Executive. 
4.3 NES guidance is that normally no more than five individuals should represent NES at a conference. The Coordinator has a responsibility to liaise across the Directorate to ensure the Business Group member is aware of all staff that have made applications within their Directorate. Where the Directorate wishes more than five individuals to attend, a Business Case should be considered by the Business Group member in the first instance. Thereafter the Business Group member will submit a Business Case with recommendations if appropriate to the Chief Executive/Deputy Chief Executive for final decision. 
4.4 There will be circumstances where staff in a number of Directorates apply to attend a conference. It is the responsibility of the coordinators in each Directorate to liaise in order to establish the number of staff across NES who wish to attend. Business Group members must also liaise in order to agree on the five individuals who will attend. If there is no agreement on the five attendees or a desire to authorise more than five, a Business Case should be discussed in the first instance with the relevant Business Group members. Thereafter a Business Case with Business Group members recommendations will be submitted if appropriate to the Chief Executive/Deputy Chief Executive who will make the final decision. 
5.  International Conferences & International Travel 
5.1 Attendance at conferences/undertaking international travel outwith the United Kingdom must have the express authorisation of the Chief Executive/Deputy Chief Executive before abstracts are submitted and/or arrangements are made. 

5.2 Business Group members are accountable through their coordinators for putting in place appropriate procedures within their Directorate, to ensure the submission of one comprehensive Business case to the Chief Executive/Deputy Chief Executive covering all staff within their Directorate or across Directorates for approval. The Business Case should include a recommendation from the Business Group member who must review the application before it is submitted to the Chief Executive/Deputy Chief Executive. The submission to the Chief Executive/Deputy Chief Executive should be made using the (See Appendix B).
5.3 NES provides corporate overseas insurance for business travel. Once approval for attendance at conference/international travel is granted, all attendees should apply for overseas travel insurance by using the form on the intranet:- 

http://intranet.nes.scot.nhs.uk/finance/payroll_timetable/documents/TRAVELINSURANCE.doc
  6.   Staff Who Are Externally Funded

6.1 In certain circumstances, NES staff may be invited to attend conferences as speakers or to give other such input which could involve the payment of expenses (conference fees, travel and subsistence). NES staff may also be invited to attend meetings overseas for which e.g. accommodation expenses are paid. Irrespective of the payment of expenses, the authorisation processes set out in this policy should be followed and in the case of attendance at international conferences/international travel, the Business Case submitted to the Chief Executive/Deputy Chief Executive should include information on staff that are externally funded. 
   7.  Funding Arrangements
7.1 In presenting a request for authorisation to attend any conference, the individual member of staff and line manager must first have identified a source of funding for the conference before an application can be approved.

7.2 Any request to attend conferences/undertake international travel requires to be funded from within existing directorate budgets and the source of funding must be identified with the budget holder prior to the request being authorised.

8. Costing of Conference/International Travel Expenses.  
The person submitting the form for approval must provide estimated costs of all expenses associated with attendance at the conference/meeting including travel from home/base; hotel accommodation costs; conference fees; and subsistence allowances. All travel must be booked through the NES approved travel management service. Actual costs will be recorded by finance and a report of actual vs estimated set to Chief 

Executive/Deputy Chief Executive and Business Group member. 

The Finance Department are currently reviewing procedures in order to clarify the use of codes for a range of expenditure including travel to conferences/international travel and conference expenditure. Further guidance on the coding of expenses will be given in due course. 

9.  Summary

These principles are designed to ensure that NES achieves best value in all its expenditure and that opportunities to attend conferences & undertake international travel are equitable to all staff across the organisation.  Any issues regarding the interpretation of this policy should be directed to the appropriate line manager in the first instance or alternatively to the Director of Finance & Corporate Resources or the Depute Director of Finance.
Caroline Lamb Director of Finance and Corporate Resources
Deputy Chief Executive 
 August 2010
APPENDIX A:
Attendance Authorisation Form 
(UK Only)


NHS Education for Scotland

Attendance Authorisation Form (UK Only)

To be completed by applicant and submitted to appropriate Line Manager for approval. 

Name:

Directorate:

Location:

Position:

Details of Conference (Dates & Location to be included):

	


Please identify the benefits for NES/Your Directorate by attending this conference

	


How does this support your PDP?

	


How does this support our Research Strategy?

	


___________________________________________________________________________________
Estimated Costs:

Cost Centre: E _ _ _ _ _ _
Travel (main journey) car/rail/air: £ 

Other travel costs (specify):
£


Course/Conference fee:
 £

Other costs (specify): 
£


Accommodation:    
 (nights)
 £

Meals/allowances:
£


Total Cost: £ 


___________________________________________________________________

This application is Supported/Not Supported

Signed:….................................................... 
                             Date:…………………

Print Name:…………………………………..

APPENDIX B:
Attendance Authorisation Form 
(International Only)

NHS Education for Scotland
Attendance/Travel Authorisation Form (International Only)
Group Application
To be completed by the Business Group Member and submitted to the Chief Executive/Deputy Chief Executive for approval.

Details of Conference (Dates & Location to be included):

	


Please complete the following Business Case identifying how your Directorate benefits from you attending this conference,/undertaking this international travel and how it supports your PDP/Directorate objectives and NES Research Strategy?

	

	Name of Attendee
	Reason for Attendance

	1.
	

	2.
	

	3.
	

	4.
	

	5.
	


Name (of the person making application):

Directorate:

Location:

Position:
Signature:




Date:

Estimated Costs:

Cost Centre: E_ _ _ _ _     Date of Actual Departure: ……… Date of Actual Return: …………
 

Travel (main journey) car/rail/air: £ 

Other travel costs (specify):
£


Course/Conference fee:
 £

Other costs (specify): 
£


Accommodation:    
 (nights)
 £

Meals/allowances:
£


Total Cost: £ 


(If more than one cost centre is to be charged, provide estimated costs by each cost centre and attach confirmation of approval from the relevant budget holder unless applicant is budget holder for all cost centres.)

___________________________________________________________________

This application is Supported/Not Supported

Signed:………………………………... (Chief Executive/Deputy Chief Executive)  

Date: ……………….. 


Approval No ___________________








� NES Research and Development Strategy 2010-2014. The Good Research Practice Guidelines provide guidance on conference attendance and an inventory is maintained of potentially relevant conferences on the NES educational research intranet site.  





