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	Introduction


Welcome to the Postgraduate Nursing Education Programme for nurses in the Waitemata District Health Board (WDHB) catchment area. The information contained in this booklet is easy to understand and should answer many of your questions.

Please feel free to contact the HWNZ Programme Coordinator if you have any queries.

· Barbara Simpson

Programme Coordinator - Postgraduate Nursing Education


Nursing Development Services, 

Lower Ground Floor, North Shore Hospital


Takapuna 0740


P O Box 93-503, Takapuna 0740


Ph: (09) 486 8920 ext 3446 * Fax: (09) 441 8916

Email: barbara.simpson@waitematadhb.govt.nz
	Background


Health Workforce New Zealand (HWNZ) is a business unit within the Ministry of Health (MOH). Every year, HWNZ allocates funding to assist nurses participating in postgraduate education. Postgraduate education is encouraged as a way of developing your practice as a nurse which is why there is the opportunity for nurses to access funding through HWNZ.

The funding is applied for each year by the Director of Nursing (DoN) and is approved or declined based on set criteria. Further information about HWNZ is available on http://www.healthworkforce.govt.nz/
HWNZ specifications outline some very clear outcomes for nurses who undertake postgraduate training. These outcomes include:

· completion of a postgraduate certificate, diploma or Masters degree

· application of evidence-based practice in a range of treatment/care models relevant to the healthcare service setting

· application of advanced nursing practice in the provision of clinical care to people and their families

· demonstration of meeting organisational nursing workforce requirements

· provision of clinical leadership, clinical management and mentoring skills

· provision of care and facilitation of service coordination between relevant healthcare services required for the client and their family

· improved contribution to client and/or service outcomes by providing accessible, skilful, and timely nursing assessment, management and coordination of client care needs in the relevant health care setting 

· interdisciplinary approaches to care including establishing an  appropriate plan of care and ongoing management

· culturally competent clinical care

· the benefit of applied evidence-based nursing practice in the relevant health care service settings

	Postgraduate Education


Postgraduate education is a formal education Programme within a university or approved tertiary provider. The education Programme leads to completion of a qualification at Level 8 on the New Zealand Qualifications Framework, such as a postgraduate certificate, postgraduate diploma or Masters degree. HWNZ will also fund other postgraduate education qualifications that are recognized by the NZ Nursing Council as contributing to the development of Nurse Practitioners.

Why undertake postgraduate study

· All nurses working in specialty settings need more knowledge in order to practice safely.

· Also, to be eligible for a senior nursing position, it is expected that a nurse has undertaken postgraduate education. This is needed as senior roles require in-depth specialty learning to meet clinical demands and to communicate effectively with other colleagues. 

· Postgraduate study expands your critical thinking, boosts your confidence in using evidence-based practice and prepares you for the responsibility of a senior position.

Postgraduate education for nurses is encouraged and supported by WDHB because it assists in:

· developing expert practice and advanced practice roles

· improving the delivery of nursing care by encouraging the application of evidence-based practice

· improving health outcomes

· promoting ongoing professional development for nurses

· meeting the requirements of the Professional Development Recognition Programme (PDRP) and the Nursing Council in professional development.
What does it involve?

Postgraduate study may be a PG Certificate, PG Diploma or a Masters Programme. The nurse chooses the Programme, plans which papers to do in sequence and enrols, completes the work as required and completes the qualification. It requires dedication, planned time to complete assignments, attendance at study days.

What does the funding cover?

There is a fixed amount for each approved trainee and out of this the following costs should be covered:

· Full course fees

· Subsidised study leave - release time/backfill costs for compulsory study days. A flat daily rate is paid based on current MECA rates. The amount of study days is dependent on the points value of the paper and the current FTE of the trainee. In cases where the study day requirement is more than the allocated amount, the trainee will need to negotiate with their manager or use annual leave.

· Subsidised travel and accommodation ONLY if study days are 100km or more away.

· Subsidised clinical access costs for Nurse Practitioner Prescribing practicum.
Other funding is available for cultural supervision for Maori and Pacific Island nurses. This needs to be applied for separately at the beginning of each semester and MUST be indicated on the application form. 

See the HWNZ Programme Coordinator for details.
Funding does NOT cover

· Books

· Refreshment costs

· Organisational overheads

How do I access funding?

There is funding available through HWNZ. If you and the course you choose to do meet certain criteria, we would encourage you to access this. This funding covers course fees and release time for your organisation. Mental Health nurses can also access specific postgraduate certificate courses which are funded by HWNZ directly with the education providers. Your access to this funding is through the education provider and needs to be discussed with their advisors.

How do I apply?
The following check list outlines the process in brief and allows you to check off your progress:
Read the full information in this postgraduate information booklet
(
Check out paper options/career path with university personnel, your manager/senior nurses/nurse educators in your organisation/service
(
Check your eligibility criteria with HWNZ specifications and the university
(
Complete ALL sections of the WDHB application form
APPLICATIONS CLOSE ON FRIDAY 20th OCTOBER 2017
You will be notified in writing of the outcome of your application to WDHB by mid-November
(
You need to ENROL at the university IMMEDIATELY
(
All students (WDHB or non-WDHB) who are enrolled with AUT, UoA or Massey, please DO NOT PAY YOUR FEES.
WDHB has an arrangement with UoA, AUT and Massey to bulk invoice WDHB.
What postgraduate education Programmes for nurses are funded by HWNZ?
· Programmes which lead to a nationally recognised qualification at Level 8 on the National Qualifications Framework for Postgrad Certificate, Diploma or Master Degree.
· Programmes that are approved by the New Zealand Nursing Council or credited towards a NZNC approved Programme.
What are the eligibility criteria for funding?
You must:
· Be a registered nurse under the Health Professionals Competency Assurance Act (2003) with a current annual practicing certificate
· Be a current employee of WDHB OR a health service funded by the DHB or the MOH from VoteHealth. It is preferable that you work a minimum of 0.6 FTE, although this is negotiable
· Have undertaken personal practice development and be compliant with a PDRP framework or NZNC requirements
· Be a NZ citizen or resident
· Show evidence of support to meet training requirements by current employer/manager 
· Meet the entry criteria of the education provider
· Have a career plan

WDHB Support
· The HWNZ Programme Coordinator can arrange guidance and support for you if you require it during your paper. There may also be assignment writing workshops/career planning sessions provided. Look out for more information on these.
Organisation Support
· Your manager on behalf of organization/ service must sign their support for you to do the education on the application form. Funding will not be granted if this is not done. Your manager must be willing to release you for the study days.
Cultural Supervision
· There is provision for cultural supervision for Maori and Pacific nurses. Details in relevant section of this booklet or contact HWNZ Programme Coordinator for details of this process.

	Postgraduate Education Made Easy


There is a difference between the qualifications and trainees need to have an understanding of these differences and the points values allocated to them. 

Each postgraduate qualification for nurses has been approved by the relevant education body and the Nursing Council. Each qualification and paper has a credit value assigned to it. Each credit equates to approximately 10 hours learning time.

A Postgraduate Certificate is made up of 60 credits and is often the first step in a study Programme and can provide the basis for further postgraduate study. It is usually completed within one year, studying part time. The Postgraduate Certificate requires a minimum of 60 credits at level 8 and serves as a qualification recognising continuing professional development in the same area as the candidate's original degree or relevant skills and knowledge acquired through appropriate work or professional experience.

The Postgraduate Diploma requires a minimum of 120 credits with a minimum of 72 credits from level 8. A person who commences a diploma will normally have completed all requirements of the relevant Bachelors Degree or is deemed to have acquired the relevant skills and knowledge through appropriate work or professional experience. A person who holds a Postgraduate Diploma may, in most cases, be enrolled for a Masters Degree or a Doctoral Degree.

The Masters Degree is at least 240 credits, although, it may be fewer than 240 credits if it builds on 4 years of prior study at Bachelors Degree level or above. However, it must comprise a minimum of 40 credits at level 9 with the remainder at level 8. Providers of courses leading to a Masters qualification are responsible for establishing entry requirements.

	The Next Step


When considering whether or not to pursue postgraduate studies, there are a few things you should think about, because balancing work, life and study can be a real challenge!! Some issues to consider are:

· how much time will it take?

· how will it help my career?

· which university? paper? qualification?

· am I eligible for funding?

· what support is available?

CAN I DO IT?

Time

Postgraduate education is a big commitment and you do need to consider what is happening at home and work and if you have the time to fit in study as well. While the WDHB is committed to supporting you through this – the dedicated study time MUST come from you.

Each semester lasts approximately 12 weeks and requires a commitment of at least 10-12 hours per week (average of lectures, tutorials, private study) for a 15 point paper.

Career Plan

HWNZ requires all those applying for funding to have a formal, written career plan in place. Funding will not be approved to those who do not have a career plan. It is important to consider how postgraduate study fits into your professional development.

Have you thought about where you want to be in your career in five years time? What educational Programme will fit with your plans? Have you thought about how you want your practice to grow? You can talk about this with your manager, Associate Director of Nursing (ADoN), Nurse Educator (NE), Nurse Consultants or PHO nurse leader. The universities will also be very happy to discuss these pathways with you and what you can do to get there.

Which University/Tertiary Institution/Paper/Qualification?

You may already have a preference for which education provider you wish to attend. But this choice is also dependant on who offers the papers you want to do. Another thing to think about is the support that they offer students. It is always a good idea to speak, in person, to the postgraduate coordinator of the nursing departments within the provider.

You can also talk to others who have done postgraduate study and find out their experiences within the institutions.

The following contacts from the three local universities will be able to provide guidance and advice regarding the different courses on offer. However you don’t have to use these ones - just ensure the course you are considering meets HWNZ criteria for funding.

· AUT University 
David Healee david.healee@aut.ac.nz
· Massey University 
Dr Jill Wilkinson j.wilkinson@massey.ac.nz
· University of Auckland


Lee-Anne Govender la.govender@auckland.ac.nz
Eligibility

To be eligible for HWNZ Postgraduate Nursing Training funding each trainee shall:

· be registered as a nurse or a nurse practitioner under the Health Practitioners Competence Assurance Act (2003)

· hold a current annual practicing certificate (APC) with no restrictions on that APC that would negatively impact on their ability to participate in the Programme
· be currently employed as a registered nurse by a health service that is funded by the DHB or Ministry of Health from Vote Health

· be a New Zealand citizen or hold a New Zealand residency permit as conferred by the New Zealand Immigration Service

· have evidence of support by their current employer to meet the training requirements meet the entry criteria required by the education provider

· have a documented career plan in place

· supply a fully completed application form within the stated application timeframe 

Our policy also states the following criteria:

· It is preferable that the minimum FTE of fully funded training is 0.6 (3 days per week). However each application will be viewed individually on merit.

· Have undertaken personal practice development and be compliant with the PDRP framework (if your organization does not have an official Programme then you must have a portfolio which contains the minimum NZNC requirements).

Support

· University Support

The universities have student learning centres which are there to assist the students. Libraries usually have facilities and teaching sessions on how to search for literature. You can also talk to the paper coordinators/ lecturers if you are struggling and they will be able to clarify some things for you

· Clinical Supervision

HWNZ provides funding for compulsory clinical supervision if it is required by the particular training Programme being undertaken – for example - a practicum. The tertiary institutions will have specific guidelines and processes for this so in the first instance please discuss it with them. If you are having trouble with this component, contact the Programme Coordinator. Please note that this is not the same as some of the clinical supervision practices you may already have in place in your workplaces and we don’t want there to be any confusion around this.

Please note that the clinical supervision requirements for the nurse prescribing practicum are complex and extensive and there is also funding available for this. However we require you to complete the Prescribing Practicum section of the application form which clearly outlines support from your service/manager and a supervision plan.
· Assignment Help

This seems to be a problem for some trainees as assignments are usually the way you are assessed. Again the universities should offer help in this area from the student learning centres. Some universities offer assignment writing sessions at the beginning of their first papers for new students and we encourage you to access these. We also offer assignment writing workshops at the beginning of each semester – check the internet and your emails for times/places. You can also discuss assignments with your support and guidance person if you have one.

· Organisational Support

You must have documented support from your manager in order to qualify for funding. You must then be released for the study days that are required for your paper – provided you have indicated on your application form how many days you need for study. Funding will go to your organisation/service for your release time, and therefore you should not have to take annual leave or use your days off to attend, unless in some circumstances, the release money from HWNZ does not sufficiently cover requirements. In these cases you will need to negotiate with your employer. A general guide of the funding available is 6 study days per 30 point paper.

· Other Students

It may be invaluable to get contact details from the other students doing your papers. Having your own informal study group may be helpful – just discussing assignments or studying together for tests is a good way to support each other.
· Other Funding

There are a couple of other funding streams available for those that meet the criteria:

Firstly – there is separate funding available for Maori and Pacific Island nurses, that is aimed at providing mentoring, cultural supervision and cultural development activities. This funding needs to be separately applied for but there is space on the application form to indicate you wish this to be done. Please note that you will have to complete a supervision plan. Please discuss this with the Programme Coordinator.

Secondly - there is funding for a subsidy of travel and accommodation costs ONLY if the course is more than 100km away and if the course is not being run locally - this needs to be indicated on the application form. It cannot be done retrospectively.
· Library

There are some nursing journals and information available in the WDHB library – situated on the lower ground floor. You do need to be a WDHB employee to access this. However, by enrolling at your university you will have access to their libraries electronically and through them access to many journal databases. If you get a chance to attend a session on searching a data base attend it – it is very helpful and can markedly reduce the time you need to spend on the computer.

	Application Process


Part One – Apply to WDHB for HWNZ Funding

This part of the process is only done ONCE each year and includes papers for the whole academic year – not just the first semester.

Step 1 Check your eligibility against HWNZ and WDHB criteria

Step 2 Discuss with the appropriate person 

· whether your manager/organisation will support your application

· your career plan/goals

· the appropriate paper/Programme choices for you in relation to your scope of practice, role and career plan

This may be:

· your charge nurse/nurse leader

· nurse educator

· nurse manager

· nurse consultants

· your ADON

· Programme Coordinator

· a university advisor - universities are happy to career counsel you

· the person in your organisation responsible for education and training

It is also wise to discuss the commitment with your family as their patience and support will be needed.

Step 3
 Obtain a copy of the WDHB application form. If your service or nurse educator does not have one, this is available online through the nursing midwifery intranet webpage OR fromWaitematadhb.govt.nz OR you can email the Programme Coordinator to request one.

PLEASE MAKE SURE YOU COMPLETE ALL SECTIONS – INCOMPLETE FORMS WILL BE RETURNED TO THE APPLICANT.

Step 4
 Complete and send in an application form, a letter outlining how postgraduate education will enhance your practice, your career plan and any other documentation as outlined on the application form, to the Programme Coordinator.
· All sections of the form must be completed, including the section on use of information.

· We are unable to process your application unless it is complete.

· Please be aware that the information collected will be needed for HWNZ reports.

APPLICATIONS CLOSE ON FRIDAY 20th OCTOBER 2017
Part Two – Enrolling at the University

Step 5 If your application is successful, enrol in the university IMMEDIATELY.

DO NOT WAIT!! Check the university websites for enrolment dates and requirements for supporting documentation. This is especially important if you are a first time student – as often the enrolment date is early. Be aware that some universities require you to accept an offer of place as part of the enrolment process.

For AUCKLAND AND MASSEY UNIVERSITIES – ENROL THROUGH THE POSTGRADUATE COORDINATORS, NOT THE ENROLMENT OFFICE

Remember also that you need to enrol in a qualification – whether a postgraduate certificate, diploma or Masters. HWNZ requires that an outcome of funding is a qualification. WDHB WILL NOT fund individual papers.

Payment of Fees
If you are enrolled with AUT, UoA or Massey, please DO NOT PAY YOUR FEES. Waitemata DHB has an arrangement with AUT, UoA and Massey to bulk invoice the DHB. If you enrol at another institution you will need to pay your fees then forward the invoice and your proof of payment the HWNZ Programme Coordinator. 
Change of Papers

Applicants are to discuss the option of changing papers with the Programme Coordinator before doing so. The Programme Coordinator has sole discretion to approve change. The decision can be discussed with appropriate personnel at his/her discretion.

Withdrawal from Papers

If you decide to withdraw, you must withdraw from the paper before the specified date set out by the tertiary institution. Failure to do this, results in WDHB being charged for a paper not completed/undertaken. You may be required to repay WDHB – a decision will be made on a case by case basis.

Each tertiary institution has a process you must complete for withdrawing including late withdrawals. It is your responsibility to undertake this process.

You MUST inform the Programme Coordinator, in writing, of your decision and reason for withdrawing as soon as possible.

Study Leave Entitlements

WDHB is expected to provide full educational leave for all of the study days for every nurse undertaking HWNZ funded postgraduate education. WDHB is funded for this leave as part of the HWNZ funding. All nurses undertaking postgraduate study with HWNZ funding do require allocated educational leave for all of their study days. If you work 0.6 FTE or less, then study leave is on a pro-rata basis. If you are undertaking an online paper, you are still entitled to the equivalent study leave.

	Clinical Mentoring


Clinical Mentoring Funding
HWNZ will provides extra funding for the provision of clinical mentoring for those papers which require this as a compulsory component OR for those doing the Postgraduate Certificate in Long Term Conditions Management.

· This funding is not applicable to those completing the Nurse Prescribing Practicum (this is separate funding)

· This funding is only available if applied for during the yearly application process for funding.

· This funding is not available for clinical mentoring already provided by the tertiary education provider as part of the training Programme.

Within the Auckland region, AUT, Massey University and Auckland University have identified a number of papers which have compulsory clinical mentoring components and/or are eligible for the extra clinical mentoring funding. Please check with the universities for the current list.
Clinical Mentoring Definition

HWNZ defines clinical mentoring as the “provision of teaching, coaching and mentoring to support the trainee to integrate their learning into the practice setting” (HWNZ Postgraduate Nursing Training Specifications 2009)

It is the responsibility of the mentor to ensure that:
· The level of mentoring will be appropriate to the trainee’s knowledge and skills
· Theory and clinical experience are well integrated
· Trainees participate in quality improvement processes
· It is the responsibility of the mentee to:
· Remain accountable for their own practice at all times
· Ensure that the identified mentor fits the requirements of the tertiary institution
Roles and Requirements of a Mentor

Roles

· support and encourage the student 
· facilitate the development of clinical assessment skills
· provide constructive feedback about student’s progress
· challenge student clinical decision making
· assess/evaluate clinical skills if required
Requirements
· clinical expertise
· advanced assessment skills
· skilled in providing constructive feedback
· able to facilitate learning
· able to provide evaluation/assessment if required

General Information

Remember that clinical mentoring is a formal process that is focused with protected time and a developed plan. Mentoring may take place on a one to one basis or in a group situation.
Both mentor and mentee
· must respect each other’s input
· listen to each other
· be open to new ways of thinking
· maintain confidentiality
· be committed to professional growth
· establish and maintain expectations
· have regular contact
· develop a plan
· agree to refer appropriately if practice issues occur
The mentor
· must be a positive role model
· must provide constructive feedback
· encourage independent decision making
· be able to challenge assumptions
The mentee
· must share openly
· accept feedback

WDHB Processes for Clinical Mentoring

· Identify on your application form that clinical mentoring is compulsory for the paper you are doing. Unless this is done the extra clinical mentoring funding will not be available

· Discuss this requirement with your HOD (nursing) and/or manager when you get their application approval

· When you have received funding approval enrol at the university. Then identify an appropriate mentor. This can be done in one of the following ways

· Discuss with senior staff in your area such as CNM, NE, CNS, Nurse Leader or other nurses who have completed the paper 

· Discuss with academic staff

· Set up a signed clinical mentor agreement with the mentor (see template on nursing intranet site, Clinical Mentoring page) and then keep the log/record of your mentoring sessions. The HWNZ Programme Coordinator may ask to see this log to verify funding claims and you will also need to supply a copy of the agreement 
· At the END of the semester the mentoring funding will be disbursed according to the following process provided the HWNZ Programme Coordinator has verification of the contract and hours. The maximum available will have been identified on the approval letter. 
Reimbursement Process

Internal
· If mentoring occurs during work hours the mentor will have been paid their normal hourly rate

· If mentoring occurs out of hours then the mentor will be able to claim the extra hours (up to the maximum approved) on their timesheet at the end of the semester

· Payment for these extra hours will be placed into the RC code of the mentor 
External
· An invoice from the mentor will need to be sent to the HWNZ Coordinator at the end of the semester along with verification of mentoring hours. Payment will occur through accounts payable 
Long term conditions certificate
· The WDHB primary health care nursing team will provide all mentoring requirements for this certificate.

	Prescribing Practicum


Prescribing Practicum Funding

Special prescribing practicum funding is available for nurses completing their Masters Programmes with the prescribing practicum option.

WDHB will approve HWNZ funding for this option only if there is a clear supported plan for the use of the prescribing practicum in the development of an advanced practice role, such as Nurse Practitioner.

The application process includes the completion of the Prescribing Practicum section of the application form which includes a plan showing:
· How supervision requirements will be met

· How clinical release will be orchestrated (includes managing backfill)

· How clinical access will be managed

· The use of the prescribing practicum in the development of a NP role within your organisation/service

· Budget planning

· Clear service support

You will need to discuss the above with the academic university staff, your HOD (nursing), your service/unit managers, and your potential medical supervisors. You may also like to talk to other nurses who have done the prescribing practicum

The application form is available internally on the nursing and midwifery intranet site on the Prescribing Practicum page.
Helpful Hints
1. Setting up your plan


It is vital that a detailed plan is established from the start. This plan should include how and where learning will take place. It is also a good idea to include identifying the areas of weakness in your knowledge, so you can plan how you will fill these gaps. Use your plan to set the goals for your practicum.

2.
Choosing your clinical supervisor


It is important that the prescriber who will be your supervisor is committed to the nurse prescribing/practitioner role development within the service/organisation. It is also a good idea to have an understanding of how your supervisor is as a teacher.  A supervisor who enjoys teaching is an asset.

3. Choosing your professional supervisor


You need to have demonstrated both giving and receiving professional supervision in your nurse practitioner portfolio. Choose a supervisor who will provide both support and challenge for you.

4.
Support


WDHB has an informal support group for those completing the nurse prescribing practicum. They meet monthly and are a recommended support. Please contact the HWNZ Programme Coordinator who will pass your details onto the group. 

5. Keep all your case studies – in fact keep everything you write, do or use during your practicum. Much of this can be used as evidence in your portfolios. 

6. Keep a log of your hours


It is strongly recommended that you keep a daily log of your hours during the practicum. This log will allow you to accurately demonstrate the learning during your practicum. For example – log time spent reading a journal article. 

7. Be familiar with the nursing council competencies for nurse practitioner before and during your practicum


This will allow you to direct learning and experience towards the demonstration of these competencies.

8. Clinical access time


If you are spending time in other clinical areas make sure you introduce yourself to all the staff in those areas, ensuring that everyone has a clear understanding of the reason you are there. This prevents any confusion of roles within the service and encourages collaboration

9. Other members of the MDT


Establishing working relationships with other members of the MDT is extremely useful.  It is recommended that you work closely with a pharmacist in your clinical area. Permission for this to happen may need to be gained from the pharmacist’s line manager. 

10. Permissions


You need to work out how you will be able to order and accept lab tests and X-rays within your organisation. Talk to your clinical supervisors

Reimbursement Process

Course Fees
· If you are enrolled with AUT, UoA or Massey, please DO NOT PAY YOUR FEES. Waitemata DHB has an arrangement with AUT, UoA and Massey to bulk invoice the DHB. If you enrol at another institution you will need to pay your fees then forward the invoice and your proof of payment the HWNZ Programme Coordinator. 

Clinical Supervision Costs

· WDHB Employees – When clinical supervision occurs during working hours the supervision costs will be paid into the RC code of the supervisor. Please ensure that this information is given to the HWNZ Programme Coordinator BEFORE the end of the prescribing practicum. A copy of the supervision contract and log of supervision hours must be sent to the HWNZ Programme Coordinator at the end of the prescribing practicum.

· If the supervision occurs out of working hours then the supervisor must e able to provide an invoice and a copy of the log must be provided to verify hours. Please discuss with the HWNZ Programme Coordinator before out of hours supervision occurs.

· Non-WDHB Employees - The supervision contract and an invoice must be provided at the end of the prescribing practicum, detailing the hours spent in supervision and the hourly rate of the supervisor. 
Clinical Release Costs

· Funding is available to cover the cost of clinical release time needed to complete the nurse prescribing practicum compulsory requirements.  The reimbursement process for this is the same as any other HWNZ funded paper. Evidence is required of attendance by the trainee and internally the money is paid into the RC code while externally paid on receipt of an invoice at the end of the prescribing practicum. 
Clinical Access Costs

· WDHB Employees - The funding for clinical access costs is reimbursed directly into the RC code of the trainee completing the prescribing practicum. The service is required to show evidence of use of the funding for clinical access costs.

· Non-WDHB Employees - An invoice is required by WDHB detailing the specifics of clinical access costs. This must be provided to the HWNZ Programme Coordinator at the end of the prescribing practicum and will be paid by Accounts payable 
	Reimbursement Process


If you are enrolled with AUT, UoA or Massey, please DO NOT PAY YOUR FEES. Waitemata DHB has an arrangement with AUT, UoA and Massey to bulk invoice the DHB. If you enrol at another institution you will need to pay your fees then forward the invoice and your proof of payment the HWNZ Programme Coordinator. 

Reimbursement of Study Days
· Managers are expected to support/pay nurses for their attendance at study days in the first instance.

· At the end of each semester and on confirmed successful completion of the paper, organisations/services are reimbursed for compulsory study days that have been attended by the trainees, up to the maximum funding available.

· The maximum reimbursement is based on the current hourly rate of $28.90 per hour (2009) MECA rate of a Level 2 nurse - stage 5) and adjusted to provide a flat day rate. 

· Refer to the tables below for the maximum number and costs of study days per semester that will be reimbursed. 

· Nurses working 0.6 FTE or less will be reimbursed study days on a pro rata basis i.e. for a 30 points paper, the study days will be 3.45 (5.75x0.6) days instead of 5.75 days.

	Point value 
(per semester)
	15 points
	20 points
	30 points
	60 points

	Cost per study day 8 hours @ $28.90 (adjusted to provide flat daily rate)
	$230.00
	$230.00
	$230.00
	$230.00

	Study days reimbursed
(pro rata – as above)
	2.8
	4.5
	5.75
	11.5

	Total MAXIMUM
	$644.00
	$1,035.00
	$,1322.50
	$2,645.00


Please note that the full 8 compulsory study days per semester will be reimbursed for registered nurses completing the Post Graduate Certificate in Long Term Conditions Management

For WDHB services
· At the end of each semester and upon confirmation of trainees successful completion of course, each RC will be reimbursed for study leave.

· Once semester funding from HWNZ has been received, the money due to you will be transferred into the RC Code of the trainee (WDHB only). 

· We will not reimburse study day costs for trainees who do not complete their paper as we do not get funded for non-completion.

For non DHB organisations

· At the end of each semester and upon confirmation of trainees successful completion of course, an invoice must be forwarded to WDHB for payment. The invoice should be sent to the HWNZ Programme Coordinator.

· Once semester funding from HWNZ has been received, WDHB will process the invoice for payment, authorised through Accounts Receivable. Some organisations may wish to bulk invoice for several trainees and this is acceptable to us.

· WDHB does not reimburse study day costs for trainees who do not complete their paper as we do not get funded for non-completion

Reimbursement of travel/accommodation subsidies

· Eligible trainees are reimbursed for travel and accommodation subsidies at the end of the semester and/or on completion of the paper ONLY once we have received HWNZ semester funding. 

· Proof of accommodation and travel costs for attendance at study days is to be sent to the HWNZ Coordinator at the end of the semester. 

· Once results are confirmed and funding from HWNZ is received the trainee will be reimbursed through usual processes. 

Please note that travel/accommodation subsidies are only given if travel one way FROM THE NORMAL PLACE OF WORK to the study days:

· is over 100km and

· if the need for travel has been indicated on the application form and approved at this time and
· if the course is not being run locally.

Please note that this funding only SUBSIDISES the costs of travel and accommodation for study days. Proof of costs in the form of receipts is required. 

The following costs are an approximate guide only 

$500 per semester per 15 point paper and $1000 per semester for 30 point paper

Reimbursement for cultural support costs
· Reimbursement for the cost of cultural support is based on the individual cultural support contract

· At the end of each semester, the cultural supervisor/mentor will provide the Programme Coordinator with an invoice. This invoice must be based on the approved costs/contract.

· Payment of this invoice will be processed when the funding is received from HWNZ. 

· Payment will not be made if an invoice is not supplied.

Reimbursement for clinical mentoring costs

· Nurses undertaking papers which have a compulsory clinical mentoring component must have indicated this on the application form

· Clinical mentoring costs will only be reimbursed with provision of a copy of the mentoring contract, and verification of hours 

WDHB reimbursement

· If mentoring occurs during work hours the mentor will already have been paid 

· If mentoring occurs out of hours the mentor will be able to claim the extra hours (up to the maximum approved) on their timesheet at the end of the semester. Reimbursement for this time will be placed in the RC code of the mentor

· The reimbursement will take place once final semester funding is received from HWNZ.

· PLEASE NOTE – there is a maximum of funding available for these supervision costs. This information can be accessed by contacting the Programme Coordinator.
External organisations

· An invoice from the mentor will need to be sent to the Programme Coordinator at the end of the semester

· Verification of mentoring hours and a copy of the mentoring contract will also need to be provided

· Payment will occur through accounts payable as per usual processes

Prescribing Practicum Costs

· Please contact HWNZ Programme Coordinator for further information.

	Frequently Asked Questions


What happens to my application?

First of all it is checked by the Programme Coordinator that it is complete and that you fit eligibility criteria. Those that meet the criteria are then short-listed. Those that don’t are notified why they cannot be considered.

The short-listed applications are then discussed with the HOD of your area and/or person in charge of professional development and/or your manager etc as well as the DON/M.

Decisions are made by this consultation process. The applicant is then informed in writing of this decision.

The data is then entered into the HWNZ spreadsheet and funding applied for based on this information.  A list of successful applicants is sent to the appropriate universities so that there is a way to double check enrolment does take place

What happens if my application is unsuccessful?

If your application is unsuccessful you may initiate the appeal process by making contact with the Programme Coordinator. This needs to be done in writing. In some cases you will be placed on a waiting list for funding that may become available. The final decision for the appeals process rests with the Director of Nursing/ Midwifery

Can I change my paper?

Applicants MUST discuss the option of changing papers with the Programme Coordinator before undertaking this. We are fixed in our contract with HWNZ and often changing papers has an impact on this. The decision is at the discretion of the Programme Coordinator after discussion with the appropriate nurse leader.

What if I change my mind and want to withdraw?

We would much rather you complete your study once started so if you feel you need to change your mind please contact the Programme Coordinator early. If you withdraw after the university’s set dates it means that you will be responsible for the full cost of the paper. If you withdraw at any stage (even before the university set dates) you MUST notify the Programme Coordinator in writing of your decision, the reason for withdrawal and the date of withdrawal from the university. You are also responsible for completing the tertiary institution’s process of withdrawal.

What happens if I don’t pass the paper?

Again – please ask for help if you are struggling (see SUPPORT section). If, because of fair and reasonable circumstances you don’t successfully complete the course requirements we will understand. However if you have just been slack and have not done all you can we will take steps to retrieve the full cost of the paper back from you. This decision is made by the DoN and is taken on a case by case basis. If there is a medical reason you may need to provide a medical certificate.

What do I have to do when the paper is completed?

You must notify the Programme Coordinator of your results at the end of each semester/paper and when you have completed your qualification. We are also required to get some evaluative feedback from you about the experience so at the end of the semester you will be emailed a quick survey for you to fill out. If you have anything you want to say in person please feel free to contact the Programme Coordinator. We will also be contacting the university in order to get a summary of the student evaluations they complete as part of their quality processes Please consider providing support and guidance for someone else doing post graduate study. The more we have, the more effective the Programme is and the less the workload is for those who are willing. The process and expectations are outlined in the support and guidance guidelines in the appendices.

	Mentoring/Cultural Supervision - Maori & Pacific Island Nurses


Nurses who identify themselves as Maori and Pacific are eligible for additional funding for mentoring and cultural supervision. This is inclusive of the NEtP Programme nurses.

There are a number of criteria that HWNZ uses in making funding decisions regarding the additional support for Maori and Pacific trainees enrolled on HWNZ funded training Programmes. This funding must be applied for at the same time as completing application forms.

1.
Maori and Pacific Peoples Support funding applies to actual and reasonable costs associated with Mentoring, Cultural Supervision and Cultural Development activities.

2.
Eligible trainees must be of Maori Pacific Peoples descent and have established cultural links to the Maori Pacific Peoples communities.

3.
Support funding is up to a maximum of $2,000 (excluding GST) per trainee Programme Training Unit, but may be less depending on factors such as available budget. Of this a maximum of $200 (excluding GST) may be spent on resources for Cultural Development in conjunction with Cultural Mentoring/Supervision only. Funding is applied on a pro-rata basis for part-time study.

4.
The Contracted Party must negotiate and agree a written plan (Support Plan) with the Mentor, Cultural Supervisor and Maori Pacific Peoples trainee. The Support Plan must include mentoring and cultural supervision and may include cultural development.

5.
The Contracted Party must appoint an appropriately qualified and experienced person who facilitates learning, supervises and assesses trainees continually so that the trainee achieves their outcomes at the end of the Programme. Mentors motivate and encourage trainees to continue their education. Mentoring may take place on a one to one basis or as part of a group.

6.
The Contracted Party must appoint an appropriately qualified and experienced person who facilitates a process that explores and reconciles clinical and cultural issues with trainees and provides appropriate management strategies, skills and confidence for trainees to retain their cultural identity and integrity as Maori Pacific Peoples. Cultural supervision may take place on a one to one basis or as part of a group.

7.
In conjunction with mentoring and cultural supervision, cultural development may be part of the Support Plan and includes:

a.
Cultural resources and activities including support from a respected person of standing in the Maori or Pacific community and peer support

b.
Membership to Maori or Pacific Peoples Health Professional Organisations

8.
Mentor and cultural supervisor may be the same person as long as all components of 5 and 6 are covered.

9.
The following activities are excluded from funding as part of Maori Pacific Peoples Support:

a.
academic, clinical, cultural supervision, or mentoring, already provided as part of the training Programme or as part of the trainee’s employment;

b.
mentoring, cultural supervision and cultural development funded through other sources such as scholarships;

c.
travel, accommodation and meals; and

d.
Overseas conferences and conferences not specifically relating to Maori Pacific Peoples Health.

10.
Funding is limited and should eligible applications exceed available monies the grant funding will be apportioned equally among eligible applicants on the basis of the number of eligible applications. No grant will exceed the value of the initial application.

11.
If the trainee does not attend the training Programme as indicated in the application it is expected that the unused portion of the support funding will be refunded to the HWNZ (or not invoiced).

12.
HWNZ will determine the eligibility of applications and that determination is final. Further information can be found in the HWNZ Maori Pacific Peoples Support Funding Guidelines for Contracted Party and the Programme Specific Clauses of the service agreement.

Process

At each application round:

1.
Maori and Pacific Nurses will indicate on the application form if they desire support funding:

· Maori nurses need to indicate Iwi & hapu

· All Pacific Nurses (including Fiji-Indian nurses)

2. The Programme Coordinator will contact identified nurses via email and indicate process nurses must complete:

· Send nurses mentoring/cultural supervision guidelines and contracts

· Nurses to identify mentor and cultural supervisor

· Nurses, mentors and cultural supervisors to complete mentoring contact

· Send to Programme Coordinator – PNE to sign

· Contract photocopied and return to nurse

· Programme Coordinator – PNE to file contract

3. Programme Coordinator completes HWNZ template and submits to HWNZ before/on due date via email and send hard copy.

	Nursing Council of New Zealand


Nursing Council of New Zealand

The New Zealand Nursing Council is required by law (Health Professionals Competency Assurance Act 2003) to ensure the competency of nurses to protect public safety. The Council has developed the Continuing Competence Framework and audit system to monitor the continuing competence of nurses on application for a practising certificate.

Nurses must demonstrate their competence to practice on a yearly basis, with the application and issuing of the yearly practicing certificates, and are responsible for seeking opportunities to learn and maintain their competence.

One of the competencies specified by the nursing council is:

· Competency 2.9 Maintains professional development.

· Indicators of meeting this competence include:

· Contributes to the support, direction and teaching of colleagues to enhance professional development

· Updates knowledge related to administration of interventions, treatments, medications and best practice guidelines within area of practice

· Takes responsibility for one’s own professional development and for sharing knowledge with others

Further information is available on the Nursing Council of New Zealand website www.nursingcouncil.org.nz
Postgraduate education provides a way to assist in meeting this competency and also fits well into the Professional Development Recognition Programme (PDRP) of WDHB. Some of the health services in the DHB area have gone into partnership with the WDHB PDRP Programme 

	Professional Development and Recognition Programme 


The New Zealand Nursing Council has approved the Professional Development and Recognition Programme (PDRP) of Waitemata District Health Board (WDHB). This means WDHB can assess the competence of all nurses employed by WDHB and their partnership organisations on behalf of the Nursing Council. By preparing a portfolio and being assessed as competent on our Programme you are exempt from audit! 
As well as ensuring that nurses meet their professional obligations to provide safe and effective care, the PDRP forms a framework that helps nurses to develop their professional practice and assists them on a career pathway. The PDRP encourages nurses to reflect on their practice and to set goals to plan for their future in care delivery and leadership. To meet the professional and organisational obligations, each nurse should:

· annually demonstrate their competence

· have this validated 3 yearly by presenting a portfolio for formal assessment

For further information contact:

· Teresa Shapleski - Nurse Consultant – PDRP


Tel: 486 8920 Ext. 3369


Mobile: 021809529

	Support/Supervision for HWNZ Programme


This section is intended to clarify the process of support/supervision for nurses within the WDHB area, who are funded by HWNZ for post graduate training.

HWNA Requirements

HWNZ require that:

· the trainee is supported to access resources to assist with their training Programme
· trainee clinical supervision arrangements meet trainee needs

· trainees are aware of available cultural support resources and access to these resources is facilitated (CTA Postgraduate Nursing Training Specifications, 2006) 

Resources (Support and Guidance) Offered by the WDHB

1. General information about support available to the student is in the post graduate handbook. This includes information on support available from the education provider.

2. The WDHB HWNZ Programme Coordinator will assist trainees in the study process, especially new trainees

3. The contact details of the HWNZ Programme Coordinator are made easily available to trainees

4. A contact list of nurses who are willing to support trainees through their studies and who have experienced post graduate study themselves will be available through the HWNZ Programme Coordinator. This process will consist of the following steps:

· Trainee approaches HWNZ Programme Coordinator identifying a need for support and guidance

· HWNZ Programme Coordinator ascertains specific needs and requirements

· HWNZ Programme Coordinator gives trainee contact details of possible people

· Trainee contacts people and ascertains willingness etc

· Discussion occurs between the trainee and support person and if necessary the HWNZ Programme Coordinator, as to specific needs and requirements – it is strongly suggested that agreement is reached on frequency and length of contacts, what will be discussed, and what assistance offered. Suggested areas of support area as follows - not all may be appropriate or necessary and this list is not exhaustive:
· Assignment clarification

· Integration of knowledge into practice

· Time management

· Professional development issues

· Reflection on practice related to education Programme
Clinical Supervision

HWNZ identifies clinical supervision as being

“The provision of coaching and mentoring to support the trainee to meet the requirements of the training Programme” 

(CTA Postgraduate Nursing Training Specifications, p.6)

HWNZ states that clinical supervision must be provided when required by the particular training Programme being undertaken by the trainee or identified by the Programme coordinator.

This role must be undertaken by designated experienced nurses or relevant registered health professionals who have the required qualification and the trainee must remain accountable for their practice at all times

(CTA Postgraduate Nursing Training Specifications)

Tertiary institutions which offer education Programmes that have a clinical supervision requirement have formal clinical supervision processes for the setting up of this component. The HWNZ Programme Coordinator will provide support for the trainee to set up this if required.

Some funding is available through HWNZ for clinical supervision requirements in the case that costs are not covered by the funding that the tertiary education provider receives from the Tertiary Education Commission. Examples of this may include clinical supervision costs for prescribing practicum. The need for this funding has to be indicated on the application form so it can be applied for by the WDHB in the HWNZ contracting process.

Cultural Mentoring and Supervision

Maori and Pacific Island nurses who access HWNZ funding for education Programmes may also apply for special Maori and Pacific Island Support Funding.

This support funding must be used for reasonable costs incurred with mentoring, cultural supervision and cultural development activities. Eligibility criteria include:

· Enrolment in a HWNZ funded Programme
· Whakapapa and cultural links to whanau, hapu and iwi, or

· Pacific Peoples descent and established cultural links to Pacific Peoples’ communities

Further explanations/conditions for this funding are available through the HWNZ Maori Support Funding Policy and the HWNZ Pacific Peoples Support Funding Policy. These are available through the Ministry of Health HWNZ Web Page. The HWNZ Programme Coordinator also has information on this.
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