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	THE PURPOSE OF THIS DOCUMENT


The purpose of this booklet is to serve as a guideline for forum hosts, organisers and participants. A formalised approach to the management of the forums will hopefully support the continuity and smooth functioning of Occupational Therapy forums, in support of the achievement of the Occupational Therapy vision and mission in the Public Sector.

Our vision is to position Occupational Therapy in the Public Sector as an equal role player in health teams in the National Health System, in support of the complete transformation of the health sector in South Africa.

Our mission is to render a quality Occupational Therapy service in the Public Sector that meets the needs of our consumers and clients within the Primary Health Care Approach as envisaged in the National Health Plan.

	FOREWORD


With the change of government Occupational Therapy in the Public Sector was faced with the challenge of positioning Occupational Therapy within the new National Health System. Maluta Tshivhase and other occupationally therapists in the Northern Province acknowledged the importance of networking, which is a “process of using contacts to obtain and share ideas, information resources and problems”. They developed the initial documentation and the “circles model” from which the forum structures for Occupational Therapy in the Public Sector evolved. The forums are managed in the spirit of the original idea of networking.

The forums provide a discussion and working platform for Occupational Therapy in the Public Sector. The effective and efficient management of the forums posed a problem. Forum procedure guidelines were developed following a request from Provincial and National Forums for Occupational Therapy in the Public Sector. A decision was then made to revise the booklet on an annual basis to coincide with the National Forum.

This first edition of the booklet is the result of a process of feedback and consultation. We would especially like to thank PAWC Occupational Therapy Executive Committee and the OTASA Executive Committee for their extensive and valuable feedback and suggestions.

We trust that this booklet will meet the needs of forum hosts and organisers and that it will promote the continuation and smooth functioning of the forums. On going feedback to improve the usefulness of this booklet is welcome. 

	CONTENTS












Page

1. The need for a forum structure 





4

2. Objectives of the forums at the various levels



4

2.1 Regional Forums 






4

2.2 Provincial Forums






4

2.3 National Forums






4

3. Forum structure







5

    3.1 The networking diagram





5

    3.2 The frequency and scheduling of forums



6

    3.3 Duration of forums 






6

    3.4 Forum hosts







6

    
3.4.1 Regional Forums





6


3.4.2 Provincial Forums





6


3.4.3 National Forums





6

   3.5 Forum organising committees





6

   3.6 Forum programmes






6

   3.7 Forum membership, representatives and participants


7


3.7.1 Public Sector representatives




7


3.7.2 Training Institutions 





7


3.7.3 Regional Forums 





7


3.7.4 Provincial Forums





8


3.7.5 National Forums





8

   3. 8 National forum work processes




8

4. Organising of forums 






9


4.1 Obtain permission






9


4.2 Appoint an Organising Committee



9


4.3 Obtain sponsorship





9


4.4 Telephone and Fax Tree





9


4.5 Facilities







11


4.6 Notification






11


4.7 Finalisation of the programme




11


4.8 Final preparation for the forum




11


4.9 Responsibilities during the forum




11


4.10 Evaluation of the forum





12


4.11 Forum report






12


4.12 Hand-over to the next forum host



12


4.13 The Forum File 






12

Addendum 1.1
Suggested letter of Notification/Circular letter
14 


Addendum 1.2
Suggested letter of invitation 



15


Addendum 2:
Lists of forum participants 





2.1 Regional Forums


16

2.2 Provincial Forums 


17

2.3 National Forums 


18

Addendum 3:
Suggested programmes 




3.1 Regional Forums 



19





3.2 Provincial Forums



21




3.3 National Forums



23

Addendum 4:
Confirmation of attendance 



25

Addendum 5:
Suggested reporting format:



26

Addendum 6:
Suggested responsibility: chair / facilitator:

27

Addendum 7:
Suggested responsibility. “flip-chart scribe”

29

Addendum 8:
Suggested outline for the minute secretary 

29

Addendum 9:
Suggested “TO DO” list



30

Addendum 10:
Suggested format: evaluation form 


30

Addendum 11:
Suggested format: forum report


31

Addendum 12: Suggested format: Forum File 


32

Addendum 13:
Suggested checklist for organising forums

33

	1. The Need for a Forum Structure


The need was expressed to: 

· support and promote the positioning of Occupational Therapy in South Africa in accordance with the Reconstruction and Development Programme, the National Health Plan and the Primary Health Care Approach 

· promote uniformity regarding policies, philosophies, norms and standards for Occupational Therapy in the Public Sector 

· co-ordinate efforts or initiatives in the Public Sector (in order to avoid duplication and minimise waste)

· identify and deal with common issues at a centralised level (either Regional, Provincial or National – depending on the nature of the issue) 

· promote democratic decision-making in Occupational Therapy in the Public Sector 

The forums at the various levels will provide mechanisms to address these needs. 

	2. Objective of the forums at the various levels


2.1. The objectives of Regional Forums are to:

· network on a multi-disciplinary and multi-sectoral level regarding the planning of multi-disciplinary services in the Region 

· develop Occupational Therapy services in the Region 

· establish and maintain a data base for the Region

· establish support mechanisms, communication and referral links 

· share information and network on a Regional level 

· carry out directives from and give feedback to other forums 

· update and maintain current management methods for Occupational Therapy in the Public Sector

2.2 The objectives of Provincial Forums are to: 

· develop policies for Occupational Therapy services in the Province 

· plan and co-ordinate Occupational Therapy services in the Province 

· establish communication links, support mechanisms and referral links between Regions 

· share information and network on a Provincial level 

· update and maintain current management methods

2.3 The objectives of National Forums are to:

· develop a common operational policy for Occupational Therapy services in the Public Sector within the new health system

· promote uniformity regarding policies, philosophies, norms and standards for Occupational Therapy within the Public Sector

· facilitate communication and encourage co-operation between Occupational Therapy services in the Public Sector, professional organisations and training institutions 

· share information and network on a national level 

· promote Inter-provincial co-operation 

· facilitate co-ordination of efforts or initiatives in the Public Sector

· empower under resourced Occupational Therapy services in the Public Sector and lessen the impact of isolation

· empower the Occupational Therapy work force in the Public Sector 

· create an opportunity for national communication by discussion and group interaction 

· support the equal distribution of Occupational Therapy services in the Public Sector in the  country 

· provide support and credibility for Occupational Therapy in the Public Sector at Provincial and Regional levels, based on national consensus

	3. Forum structure


3.1 The networking diagram

· Fora for Occupational Therapy in the Public Sector are managed according to the Networking Diagram (the “circles model”), in the spirit of the original idea of networking which is “a process of using contacts to obtain and share ideas, information resources and problems”.

· The forums provide an open platform for networking, discussion and working sessions for Occupational Therapy staff that is interested in participating.

· The Networking Diagram summarises the main characteristics of the forums. It shows the different levels of participation, forum participants at each level, the proposed number of participants per forum, the frequency and scheduling of forums and the flow of information.

3.2 The Frequency and Scheduling of Forums 

A Guideline for the frequency of Forums: 

	Regional Forums:                      four to six times a year 

Provincial Forums:                     twice per year

National Forums:                       once per year


Suggested fixed schedule for Forums: 
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The frequency of Regional Forums will depend on the needs and resources in each case. In some instances the formation of Regional Forums may not be viable, in which case the frequency of Provincial Forums may increase. 

3.3 Duration of forums 

The duration of a forum will depend on the needs of the participants and the programme contents.

3.4 Forum hosts

3.4.1 
Regional Forums 

The responsibility to act as host for a Regional Forum should rotate between Districts. The host and dates for the next forum will be determined at each forum.

3.4.2 Provincial Forums

The responsibility to act as host for a Provincial Forum should rotate between Regions. The host, venue and dates for the next forum will be determined at each forum.

3.4.3 National Forums 

The responsibility to act as host for a National Forum should rotate between Provinces. The host must determine the venue and dates for the next forum.

3.5 Forum organising committees

Forum hosts should appoint an organising committee and a convenor to ensure the smooth management of the forum. 

3.6 Forum programmes/ agenda

Certain programme items for the forum are fixed items. Additional items must be called for in the notification of the forum. Issues that are identified for further discussion during a forum should be discussed at a next forum in order to allow participants and representatives to prepare adequately for discussion. Those who submit programme items will be responsible for presenting the session and for the circulation of relevant documents (preferably prior to the forum).

The programme should be finalised well in advance in order to allow representatives and participants to prepare adequately for discussion session. The allocation of duties such as chairmanship, scribe, minute secretary, report secretary should be confirmed with participants prior to the forum.

3.7 Forum membership, representatives and participants 

3.7.1 Public Sector Forum Representatives 

The forums for Occupational Therapy in the Public Sector provide an open platform for networking, for those who are interested in participating.

All Occupational Therapy staff in the employment of the Public Sector is members of the forum (this “membership” is free as a forum is not an organisation but a working body). Costs to the participant or representative include a fee to cover expenses such as registration and catering (and accommodation where applicable). Representatives from the Public Sector may receive reimbursement from their employer (subject to the availability of funds).

Occupational therapists from all other sectors are invited to attend, in the spirit of mutual support, co-operation, sharing and service development. Participation is voluntary.

Public Sector representatives are elected or nominated at the place of work (for Regional Forums) and at the forums (for Provincial and National Forums)

Responsibilities of Public Sector forum representatives 

· provide inputs from the place of work/forum they represent

· provide feedback to the place of work/forum they represent 

· ensure that the forum report is circulated to all parties concerned  (e.g. place of work, the Region or Province being represented)

· confirm attendance timeously to facilitate catering and accommodation arrangements and finalisation of the programme

3.7.2 Training Institutions 

Financing university staff’s attendance is very difficult. Academic staff’s attendance must be cost effective. The role of training institutions can not be seen as separate from that of service delivery.

Suggestions: 

· Changes in curricular design should be agreed upon by the services delivery sector

· To have critical discussion of the professional and theoretical factors and beliefs that determines services, rather than changing the profession to marry it with current situations.

· That the Public Sector Services compiles a report with respect to training needs and knowledge base required.

· Topics reported by training centres should be tackled from all perspectives in an integrated manner – not just from the training perspective.

· Decide how policies are implemented in training and service delivery 

3.7.3       Regional Forums

3.7.3.1. Regional Forum representatives and participants: 

Regional Forums are to be established depending on the needs and resources in the province. Representative/s form all the sectors in the Region should be invited to attend the forum (participation is not compulsory):

· representative/s from each public hospital in the Region who wish to participate 

· participant/s from private practitioners and NGO’s in the Region who wish to participate 

· participant/s from other disciplines in the Region who wish to participate

3.7.3.1 Responsibilities of representatives to Regional Forums: 

· provide input to the Regional Forum from their place of work 

· give feedback to the place of work from the Regional Forum.

· Ensure that the forum report is circulated to the place of work they represent 

3.7.3.2 Nomination or election of representatives to Provincial Forums:


Participants of the Regional Forum elect or nominate representative/s to attend the Provincial Forum. In instances where Regional Forums may not be viable, individual hospitals in that Region may nominate a representative/s directly to the Provincial Forum.

3.7.4 Provincial Forums

3.7.4.1. Representative to the Provincial Forum: 

· elected or nominated representative/s from each of the Regional Forums attend the Provincial Forum

· elected or nominated representatives from those Training institutions who wish to attend 

· members of the Executive Committee for Occupational Therapy in the Province 

3.7.4.2.     Responsibilities of the representatives to Provincial Forums: 

· provide input to the Provincial Forum from the Regional Forum or body they represent

· give feedback to the Regional Forum or body they represent 

· ensure that the forum report is circulated to their place of work and / or the forum they represent

3.7.4.3.     Nomination or election of representatives from the Provincial Forum to the National Forum:

· participants of the Provincial Forum elect or nominate representative/s to attend the National forum.

· In instances where Provincial Forums are not viable, individual hospitals in that Province may nominate a representative/s directly to the National Forum.

3.7.5. National Forums

3.7.5.1.     Composition of the National Forum:

· representative/s from each Provincial Forum 

· representation from OTASA if they wish to participate 

· representation from all training institutions who wish to participate 

· representation from Department of Education, etc if they wish to participate 

· representation from any other body who wish to participate (e.g. team members, service users)

· a member/s of the Executive Committee and/or Organising Committee of the host Province of the current and previous forum 

3.7.5.2        Responsibilities of the representatives to National Forums: 

· provide input to the National Forum from the Provincial Forum or body they represent

· give feedback to the Provincial Forum or body they represent 

· ensure that the forum report is circulated to their place of work and / or the forum they represent

3.8. National forum work processes

The forum work processes are illustrated in the diagram on the next page.

· the forums are largely concerned with service rendering networking, staff development and marketing of the service in the Public Sector within the framework of the policies of the government of the day.

· The forums focus is largely concerned with issues relating to service rendering. Continued education, management and research within the service rendering environment.

National Forum Work Processes
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4. Organising of Forums

The following section is to serve as a guideline for forum hosts.

(Refer to the checklist in addendum 13):

4.1 Obtain permission

Obtain permission from relevant authorities to host/attend the forum if applicable / required

4.2 Appoint an Organising Committee 

Each member of the organising committee could be allocated a different portfolio e.g. convenor, facilities, finances / sponsorship, secretariat 

4.3 Obtain sponsorship 

Make arrangements for sponsorship if required for certain items such as stationery, secretariat, report, etc. 

4.4 Make use of the Telephone and Fax Tree

The Telephone and Fax Tree could be used to circulate urgent forum messages to all forum representatives/participants. The tree works on the principle of a chain reaction and provides a quick way of networking with the added advantage of dividing the workload. Each Province or Region should design their own trees for use in the Province or Region.



Guidelines on how to use the Telephone and Fax Tree:

i
Submit the FORUM TREE MESSAGE to the key person (the forum host) by telephone or fax (the message must be written down before it is forwarded to ensure clarity and accuracy)

ii
The message must be marked as a FORUM TREE MESSAGE.

iii
When a FORUM TREE MESSAGE is received, it must be transmitted to the first person after you in your line within 24hrs (if this person is not available, you must forward the message to the second person after you in the your line on the tree, whilst continuing to contact the first person after you in your line)

iv
As a cross check, the person on the “ end of the line” Telephone or Faxes the key person (the forum host) to report that the message has run its course.

v
Please note that the Telephone and Fax Tree must be revised at least once a year. The National Fax and Telephone Tree will revised annually at the National Forum for Occupational Therapy. During the course of the year, all changes of names and telephone and fax numbers must be submitted to your forum host/s.

	
	
	
	
	
	
	
	
	


	FORUM HOST
	
	Education


	
	
	
	
	
	BACK TO FORUM HOST

	
	
	
	
	
	
	University of Limpopo


	
	

	
	
	
	
	UP


	
	
	
	

	
	
	
	
	
	
	Wits


	
	

	
	
	
	
	
	
	
	
	

	
	
	Gauteng
	
	KZN
	
	UDW


	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	Free 

State
	
	UFS


	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	Northern 
	
	

	
	
	Welfare


	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	Mpuma-

langa 


	
	Eastern Cape


	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	University of Stellenbosch
	
	

	
	
	Western Cape
	
	UCT
	
	
	
	

	
	
	
	
	
	
	UWC


	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	Northern Cape
	
	North West 
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	OTASA
	
	
	
	
	
	


4.5
Facilities 


The following facilities are to be arranged:

· Venue: find a suitable venue to host the forum on the date/s as determined at the previous forum (obtain permission if necessary) 

· Accommodation/transport: make arrangements for suitable cost effective accommodation/transport as far as possible (if applicable)

· Audio visual equipment: make arrangements for appropriate audio visual equipment 

· Refreshments: make arrangements for tea and meals, etc.

4.6
Notification/ Letter of Invitation 

Send a notification, circular letter of invitation to the forum (see addenda 1.1 and 1.2) to participants (see paragraph 3.7 and addenda 2.1; 2.2 or 2.3) well in advance, informing them of:

· the date/s time/s venue

· accommodation/transport (as arranged or supply a list of available accommodation/transport in the vicinity of the forum venue) 

· preliminary programme (see addenda 3.1; 3.2 or 3.3)

· cost of tea, meals, accommodation, conference facilities, etcetera.

· any other special arrangements or requirements.

Attach the Confirmation of Attendance (addendum 4) form to the notification/circular/invitation. (Request forum participants to return this form well in advance to facilitate arrangements for the forum).

Call for:

· additional programme items 

· participants’ expectations of the forum 

· documents and reports to be circulated prior to the forum

Remind representatives of their duties regarding the forum e.g. reporting, chairmanship, scribing, minute keeping etceteras (see addenda 5.1 & 5.2).

4.7 Finalisation of the programme 

The programme should be finalised according to fixed items and additional items submitted by participants. Those who submit agenda items will be responsible for presenting or leading the session and the submission or circulation of any relevant documents during or before the forum. Allocate specific duties to forum participants- indicate this on the final programme and confirm with the persons involved beforehand.

4.8 Final preparation for the forum 

Circulate to participants (upon receipt of their confirmation slips):

· the finalised programme and relevant documents 

· information regarding final forum arrangements 

· specific duties of forum participants (addenda 5.1 & 5.2, 6.1, 6.2, 7.8)

· Indicate clearly in your communications with participants that they will be held responsible for all costs if they cancel less than 5 days in advance of the forum. 

Confirmation arrangements regarding:

· accommodation, transport, venue, secretarial support required 

Communicate duties with: 

· chairpersons, scribes, minute secretaries

Prepare forum documents:

· programme, attendance register, “TO DO” grid (addendum 9), evaluation form (addendum 10)

Compile list of forum objectives 

4.9 Responsibilities during the forum

Ensure that participants are familiar with duties allocated to them (refer to addenda 5.1, 5.2, 6.1, 6.2,7 and 8).

4.10 Evaluation of the forum 

Obtain feedback from participants regarding the content, facilities, arrangements and any other relevant aspects of the forum (addendum 10). Include the analysis of the evaluation of the forum in the report.

4.11 Forum report

A forum report (addendum 11) is to be drawn up and circulated within three weeks (include the analysis of the evaluation of the forum and recommendations). The report is to be circulated to all participants of the specific forum (see paragraph 3.7 and the relevant addenda). Forum participants to be reminded to circulate the report at their place of work and / or the Region or province they represent.

4.12 Hand-over to the next forum host

A Forum File has been developed to facilitate hand-over and continuity of the forums. The file is to be handed over to the next forum host (include the latest forum report). This should be done within 2 months after the forum. It is the responsibility of the current host to documents and pro-forma’s are to be kept in the Forum File. 

4.13 The Forum File 

The following should be contained in the forum File (see addendum 12): Procedure guidelines, forum reports, forum programmes, list of forum participants, pro-forma’s, address lists and the telephone and fax tree.

	ADDENDA


	         PRO-FORMA’S


Suggested formats for forum documents 

Addendum 1.1
Suggested letter of Notification/Circular letter 


Addendum 1.2
Suggested letter of invitation 


Addendum 2:
Lists of forum participants 

2.4 Regional Forums

2.5 Provincial Forums 

2.6 National Forums 

Addendum 3:
Suggested programmes 




3.1 Regional Forums 




3.2 Provincial Forums




3.3 National Forums

Addendum 4:
Confirmation of attendance 

Addendum 5:
Suggested reporting format:




5.1 Provincial/Regional Forums 




5.2 Participating training institutions 

Addendum 6:
Suggested responsibility: chair / facilitator:




6.1 general feedback sessions 




6.2 discussion or workshop sessions 

Addendum 7:
Suggested responsibility. “flip-chart scribe”

Addendum 8:
Suggested outline for the minute secretary 

Addendum 9:
Suggested “TO DO” list

Addendum 10:
Suggested format: evaluation form 

Addendum 11:
Suggested format: forum report

Addendum 12: Suggested format: Forum File 

Addendum 13:
Suggested checklist for organising forums


ADDENDUM1.1

	            LETTER OF NOTIFICATION / CIRCULAR LETTER 


TO < THE SUPERINTENDENTS/CEO’S AND OCCUPATIONA THERAPY STAFF AT PUBLIC SECTOR INSTITUTIONS>

	<Next ><National /Provincial/Regional >FORUM

 FOR OCCUPATIONAL THERAPY IN THE PUBLIC SECTOR


1 <Approval has been granted > for <elected representatives>to attend the <Next><National/Provincial/Regional.

Forum for Occupational Therapy in the Public Sector in official time <with appropriate financial assistance – funds permitting>. OR: <Notification is hereby given> of the <Next> Forum for Occupational Therapy in the Public Sector.

2. Details

Date/s:
<…>

Time/s:
<…>Venue:

<…>

Accommodation:
<details>
Cost:

R< >

3. Attached please find: 

Provisional programme (see addendum 3.1, 3.2 or 3.3)

Confirmation of attendance slips (see addendum 4)

4. Please submit (on the confirmation of attendance slip):

· additional programme items

· comments on the provisional programme 

· your expectations for the <next>forum; and 

· accommodation/transport requirements (if applicable)

By <date> To: <name: forum host>, <address>, <telephone, <fax>, <e-mail> 

5. Documentation 

Representatives are requested to bring the following to the forum: 

· a typed report and copies of the report from the organisation/forum you represent

· report of the <previous>forum

· information / preparation on discussion points 

· Provincial organograms, and 

· the status of Occupational Therapy in the province (if applicable);Representatives and participants are requested to refer to the booklet “Procedure Guidelines for the Management of Regional Provincial and National Forums for Occupational Therapy in the Public Sector” for proposed reporting formats, responsibilities of representatives, the role of the chairperson, <etc.>.

Thank you for your co-operation, <~ Head of Department/ Organising committee>   <date>

ADDENDUM 1.2

	SUGGESTED LETTER OF INVITATION


<name>, <department>, <organisation/institution>, address

INVITATION TO THE <next> <NATIONAL /PROVINCIAL> FORUM FOR OCCUPATIONAL THERAPY IN THE PUBLIC SECTOR TO BE HELD ON <date>AT <venue>

We would like to invite you to the <next> <National/Provincial>Forum for Occupational Therapy in the Public Sector. The details regarding this forum are attached under separate cover.

The <National / Provincial Forum > for Occupational Therapy in the Public Sector was established to support <….>.

Forum programmes cover a wide variety of issues pertaining to the positioning of Occupational Therapy services, the rendering of Occupational Therapy services, service management and student clinical training in the Public Sector. The participation of representatives from a variety of service rendering organisations, training institutions and professional organisations is important as forums serve as a platform for obtaining consensus regarding realignment of Occupational Therapy services within changing health policies and structures in the new health dispensation.

The objectives for the <next> <National/Provincial>Forum include the consolidation of information regarding the position of Occupational Therapy in the participating provinces and institutions, the monitoring of progress regarding current projects and liaison with other organisations/institutions in order to establish mutual needs and the formulation of action plans to meet mutual needs.

Issues that will be dealt with include:

You are welcome to submit any further agenda items to 

<name><address>

<name><date>

ADDENDUM 2.1

	LIST OF PARTICIPANTS: REGIONAL FORUMS 


Participating hospitals:

One or two representatives per hospital or service rendering organisation in the Region: 

<name><hospital>

<name><hospital>

<name><hospital>

Participating Members of the Regional Forum Executive Committee 

<name>

<name>

<name>

Private practitioners who wish to participate: 

<name>
<name>

<name>

Representatives from other disciplines who wish to participate:

<discipline><name>

<disciplines><name>

Service users who wish to participate:

 <organisation><name>

<organisation><name>

NGO’s who wish to participate

<name>

<name>

Work group representatives/leaders

<work group><name>

<work group><name>

Training institution representatives who wish to participate 

<training institution><representative/s>

<training institution><representative/s>

OTASA 

<name>

<name>

ADDENDUM 2.2

	LIST OF PARTICIPANTS: PROVINCIAL FORUMS


HOST/S:

<name>

<name>

REPRESENTATIVES FROM REGIONS:

<Region>
<name/s>

<Region>
<name/s>

<Region>
<name/s>

<Region>
<name/s>

REPRESENTATIVESFROM TRAINING INSTITUTIONS WHO WISH TO PARTICIPATE:

<training institution>

<name/s>

<training institution>

<name/s>

<training institution>

<name/s>

EXECUTIVE COMMITTEE FOR OCCUPATIONAL THERAPY IN THE PROVINCE:
<name>

<name>

<name>

REPRESENTATIVES FROM HOSPITAL/S

<hospital name>

<representative name/s>

<hospital name>

<representative name/s>

<hospital name>

<representative name/s>

<hospital name>

<representative name/s>

<hospital name>

<representative name/s>

WORK GROUP LEADERS:

<work group>

<name>

<work group>

<name>

<work group>

<name>

ADDENDUM 2.3

	LIST OF PARTICIPANTS: NATIONAL FORUMS


Forum hosts/s

Organising Committees of the present forum (if applicable)

Organising Committees from previous forums (if applicable)

Elected representatives from the nine Provinces of South Africa 

· Eastern Cape 

· Mpumalanga 

· Free State 

· Gauteng 

· KwaZulu – Natal

· Northern 

· North West

· Northern Cape

· Western Cape

Head Office representatives for Occupational Therapy services in the Provinces: 

· Free State 

· Gauteng 

· KwaZulu-Natal  

· Mpumalanga 

· Northern 

· North West  

·  Western Cape 

· Eastern Cape

· Northern Cape 

Training Institutions who wish to participate:

· University of Pretoria

· University of Stellenbosch

· University of the Witwatersrand 


· University of the Western Cape

· University of Limpopo (Medunsa Campus) 


· University of the Free State

· University of Durban Westville 


· University of Cape Town

· Technikons etc.

· Department of National Health: National and Regional Offices 

· Department of Education (if they wish to participate)

· OTASA (if they wish to participate)

· HPCSA Professional Board for Occupational Therapy, Medical Orthotics/Prosthetics and Arts Therapy

· Interested Occupational Therapy staff of the host Province 

ADDENDUM 3.1

	                  PROGRAMME: REGIONAL FORUMS                           

	

	NB: HIGHLIGHTED AREAS INDICATE FIXED PROGRAMME ITEMS

	PROVISIONAL PROGRAMME BASED ON PREVIOUS FORUMS AND ITEMS SUBMITTED BY THE PROVINCES. 

	TIME
	SESSIONS TOPIC
	LED BY
	PREP

	<8.30>
	Welcome

Introduction
	<host>

participants
	

	
	Confirmation of forum objective (based on the expectations submitted by participants)

Confirmation of the programme

Confirmation:  scribes to record common issues on flipchart 

Confirmation:  report secretary (refer to suggested report format)
	
	Submit expectation



	<8.45>
	FEEDBACK FROM DISTRICTS AND DISCUSSION AND CONSOLIDATION ON:

< topic>
	<Chair: Name>


	Documents circulated prior to the forum.

	<10.00>
	TEA
	
	

	<10.30>
	MATTERS ARISING FROM PREVIOUS FORUMS: FEEDBACK AND FURTHER ACTION TO BE TAKEN

(Responsible person should  circulate appropriate documents prior to forum

<Topic> 
	<Chair: Name>


	

	<12.30>
	LUNCH
	
	

	<13.15>
	CONSOLIDATION OF ALL PROBLEMS/ISSUE AND ACTION PLANNING

Feedback from the floor 

Further action to be taken
	<Name>
	

	<15.15>
	TEA
	
	

	<15.30
	SERVICE/PERSONNEL MANAGEMENT ISSUES

· Item; discussion; action

OR: Workshop a specific management topic
	<Name>


	

	<time>
	IN-DEPTH DISCUSSION OF ISSUES IDENTIFIED AT THE PREVIOUS FORUM    

 (Participants are requested to prepare for this session before the forum and to bring any relevant references or information - to ensure that discussions are meaningful)

· Presentation 

· Small group discussion 

· generation of possible solutions to the problems 

· decide on action to be taken                                    

· action planning
	<Name>


	

	<time>
	<next> National Forum: (when applicable) 

Confirmation of representatives 

Discussion: submission of new agenda items: all participants
	<Name>


	

	<time>
	<next> Provincial Forum (if applicable) 

Decision: submission of agenda items, date/s, host and venue, Forum executive
	<Name>
	

	<time>
	<next> Regional Forum:

Agenda Items, Date/s, host and venue, Confirmation: forum executive
	<Name>
	

	<time>
	Confirmation of: Feedback required by the forum, Feedback to be given at the workplace
	<Name>
	

	<time>
	Evaluation and closure
	<Name>
	


ADDENDUM 3.2

	PROGRAMME PROVINCIAL FORUMS


	
	<Next>Provincial  Forum for Occupational Therapy in the Public Sector

Date:

Time

Host: <Region><Name>

Venue: <Specific venue>

	PROVISIONAL PROGRAMME


Day one: <day and date>

	TIME
	SESSIONS TOPIC
	LED BY
	PREP

	<8.30>
	Welcome

Introduction
	<host>

participants
	

	
	Confirmation of forum objective (based on the expectations submitted by participants)

Confirmation of the programme

Confirmation:  scribes to record common issues on flipchart 

Confirmation:  report secretary (refer to suggested report format)
	
	Submit expectation



	<8.45>
	FEEDBACK FROM REGIONS AND DISCUSSION AND CONSOLIDATION ON:

Provincial structures

Organograms at regional level

Implementation of circles model

Staffing situation 

Progress with establishment of services

Developments, achievements and successes 

              Problems

(20 minutes per report and 10 minutes for discussion, consolidation and further action planning)
	<Chair: Name>


	Documents circulated prior to the forum.

	<time>
	<Region>
	<representative>
	

	<time>
	Participating training institutions: <name of training institution>
	<chair>

<Rep>
	

	<time>
	Other participating institutions:

(OTASA)

(NATIONAL EDUCATION)

(HPCSA)
	<chair>

<Rep>

<Rep>

<Rep>
	

	<time>
	CONSOLIDATION OF NEW ISSUES IDENTIFIED

Brief discussion 

Action Planning
	<Host>
	

	<time>
	FEEDBACK: MATTERS ARISIING FROM PREVIOUS  

FORUMS (PROVINCIAL AND NATIONAL ) FURTHER ACTION TO BE TAKEN

(forum host or official representative is responsible to ensure carryover and continuity between forums- Checklist format useful for this purpose) 

Topic, feedback, further action to be taken>                                                         
	<Host>
	

	12.30
	LUNCH
	
	

	<time>
	IN-DEPTH DISCUSSIONS OF ISSUES IDENTIFIED  AT THE PREVIOUS FORUM(Participants are requested to prepare for this session before the forum and to bring any relevant references or information to ensure that discussions are meaningful)      

   Introduction ,    Discussion 

   Feedback, Further action and action planning
	<name>
	

	<time>
	<next> National Forum: (when applicable) Confirmation of representatives, Discussion: submission of new agenda items:
	<Name>
	

	<time>
	<next> Provincial Forum (if applicable) Confirmation of arrangements, Agenda items for National Forum – all participants
	<name>
	

	<time>
	Confirmation of:                                                                   

Feedback required by Executive Committee or project leaders

Feedback to be given at local forums
	<Name>
	

	<time>
	Evaluation and closure
	<Name>
	


	ADDENDUM 3.3 



	PROGRAMME NATIONAL FORUM

	

	
	<Next> National  Forum for Occupational Therapy in the Public Sector

Date:

Time

Host: <Region><Name>

Venue: <Specific venue>

	PROVISIONAL PROGRAMME BASED ON PREVIOUS FORUMS AND ITEMS SUBMITTED BY THE PROVINCES. 

	<day and date> day 1

	TIME
	SESSIONS TOPIC
	LED BY
	PREPARE

	<8.30>
	Welcome
	<host>
	

	<8.40>
	Introductions
	Participants
	

	
	Confirmation of forum objective (based on the expectations submitted by participants)

Confirmation of the programme

Confirmation:  scribes to record common issues on flipchart 

Confirmation:  report secretary (refer to suggested report format)
	
	Submit expectations



	<9.30>
	REPORTS
	<Name:
	

	
	Feedback from responsible persons on matters arising from the previous National Forum for Occupational Therapy

Appropriate documents circulated prior to the forum.

< item>

< item>
	Previous Forum host


	

	<10.00>
	TEA
	
	

	<10.30>
	Combined report from the nine provinces

(province to submit reports 3 weeks prior  to forum hosts, forum hosts to compile a combined report) 
	<Forum Host>
	chair>

	<12.30>
	LUNCH
	
	

	<13.30>
	Combined report from the training institutions.

(Training institutions to submit reports 3 weeks prior  to forum hosts, forum hosts to compile a combined report) 
	Forum Host
	

	
	Other participating institutions:

(OTASA)

(NATIONAL EDUCATION)

(HPCSA)
	<Name: chair>


	

	<15.00>
	Consolidation of problems and needs from the reports and decide on future action to be taken


	<Name: chair>


	Bring any references or info

	<15.30>
	TEA
	
	

	<16.00>
	IN-DEPTH DISCUSSION OF ISSUES IDENTIFIED AT THE PREVIOUS  FORUM 


	<Name: chair>
	Bring any references or info

	
	Presentation 

Small group Discussion generation of possible solutions

Decide on actions

Action planning

(Participants are requested to prepare for this session before the forum to ensure that discussion is meaningful)
	Representative


	

	<time>
	Evaluation and closure for the day
	<host>
	

	<day and date> day 2



	<8.30>
	Opening
	<Name:

host>


	

	<8.40>
	TOPIC SUBMITTED BY PROVINCES

Presentation

small group discussion

Feedback

Further action

(participants to prepare in advance for maximum benefit)                                                                              
	<Name:

chair>
	Bring any                                                                                           relevant references

Document circulated 

prior to the forum

	<10.00>
	TEA
	
	

	<10.30>
	TOPIC SUBMITTED BY PROVINCES (Cont)

Presentation

Small group discussion

Feedback

Further action

(participants to prepare in advance for maximum benefit)
	<Name:

chair>
	Bring any                                                                                           relevant references

Document circulated 

prior to the forum

	<12.30>
	LUNCH
	
	

	<time>
	WORKSHOP ON TOPIC IDENTIFIED BY HOST/AT PREVIOUS FORUM/BY ONE OF THE PROVINCES

Small groups

Consolidation

(participants to prepare in advance for maximum benefit)
	<Name:

chair>
	Bring any                                                                                           relevant 

references

	<time>
	Consolidation and future action
	<name: host>
	

	<time>
	Decide Next National Forum

Date, host and venue:  Next National
	<name: host>
	

	<time>
	Evaluation and closure
	<Name>
	


ADDENDUM 4

	CONFIRMATION OF ATTENDANCE


	<next>  FORUM FOR OCCUPATIONAL THERAPY IN THE PUBLIC SECTOR


Please return by <date> to the address below so that arrangements may be finalised timeously.

CONFIRMATION OF ATTENDANCE

1. _____________________________________________________ will attend the <next> National/Provincial/Regional>Forum for Occupational Therapy in the Public Sector.

I am the representative of <province/region>

Address        <  >

Telephone    <  >

Fax               <  >

      E-mail           < >

2. I would like to submit the following agenda items:

3. My expectations of the forum are:

4. <My accommodation/transport requirements are:>

I fully understand that I will be held responsible for all costs if I cancel my participation less than 2 weeks prior to the forum.  

<Superintendent/CEO>:  ______________________________ (if applicable)

Date:  _____________

Please return by <date> to:

<forum host>

<address>

<telephone>

<fax>

<e-mail>

ADDENDUM 5.1

	SUGGESTED REPORTING FORMAT: REPORTS FROM THE PROVINCIAL/REGIONAL FORUMS


Report on:

· a short overview of the province/regions (geographical, population, posts etc.)

· changes to provincial structures and organograms

· networking models (Tel/fax tree, address lists, specific representatives, etc.)

· summary of services (highlight new areas/developments)

· achievements, successes

· issues of national/provincial interest that require further discussion/action at the forum

Submit a typed report to the forum co-ordinator with the confirmation of attendance return slip (who will compile a summary of all the reports and circulate the report as an addendum to the forum report)

(keep the written report short and to the point - record in point form)

ADDENDUM 5.2

	SUGGESTED FORMAT FOR PROVISION OF INFORMATION:  PARTICIPATING TRAINING INSTITUTIONS 


PROVIDE INFORMATION ON, e.g.:

· student numbers linked to posts available

· information about transformation generally and with respect to the student body selection

· constraints in the curriculum.  How the new Health policies, attitudes and human rights are integrated into the curricula

· new teaching methods to meet changing needs (content, practical training, community)

· post graduate courses

· changes to the education system, e.g. NQF and the impact this has on training

· developments and realities within education:  satellite campuses, support for other provinces

· rationalisation in education and its impact on Occupational Therapy 

· other levels of training

· general developments, achievements, successes

· issues/problems experienced by the training institution, that are pertinent at the time, and that service rendering organisations should be aware of

· issues related to clinical training that service rendering organisations should take note of

· issues that may be of national interest or that require further action/discussion

Submit a typed report to the forum co-ordinator with the confirmation of attendance return slip (who will compile a summary of all the reports and circulate the report as an addendum to the forum report)

(keep the written report short and to the point - record in point form)

Objective:

To ensure that clinical sections remain informed regarding issues pertaining to training (this is especially useful for outlying sections/services)

Please note:

It is not the intention to dictate to or solve the problems of Education 

ADDENDUM 6.1

	SUGGESTED RESPONSIBILITY OF THE CHAIRPERSON 

A GENERAL FEEDBACK REPORT SESSION


It is suggested that the chairperson:

1. introduce the representative who will be presenting the report:

· clearly state the name of the representative and

· which body is represented (province/training institution/work group/project)

2. Act as scribe:

· record those issues/problems that need to be addressed centrally (i.e. at Provincial or National level)on flip-chart according to the suggested format (or any other format agreed upon prior to the forum)

· record those issues/problems that need further discussion and action planning on flip-chart

· ensure that the information relating to action to be taken, by whom and when, is recorded in full (refer back to representative/participants where necessary)

· complete the recording after each session/discussion before moving on to the next session/discussion

SUGGESTED FORMAT FOR THE FLIP-CHART:

	Issue/Problem
	Solution/action to be taken
	Action/By whom and when




Note:  you may appoint a volunteer to act as scribe if so required.

1.      Control the discussion

· allow equal time to participants for discussion

· ensure the topic on hand is adhered to

· ensure time limit is adhered to

2.       Consolidate/summarise the discussion at the end of EACH report

3.         Hand over to next chairperson

ADDENDUM 6.2

	SUGGESTED RESPONSIBILITIES OF THE FACILITATOR:

DISCUSSION/WORKSHOP SESSIONS


Note:
-
consider appointing a scribe for these sessions

· consider appointing a co-facilitator (or the scribe)

IT IS SUGGESTED THAT THE FACILITATOR:

1. Prepare for the session

Decide on the

· format of the discussions e.g. small group discussion, buzz groups and open discussion from the floor

· time allocation 

· framework/brief for discussion/s

Prepare clear brief for discussion/s

· formulate brief carefully to ensure that relevant aspects of topic will be discussed

· provide a written brief (on flip-chart, transparency or hand-outs)

Provide pointers for small group discussion: e.g.

· each group should appoint a scribe

· each group should appoint a spokesperson

· spokesperson not to repeat points presented by foregoing groups

Decide on format of the feedback session

· length, approach and format

· categories of feedback beforehand if possible (e.g. list feedback from the different groups under appropriate topic headings such as physical resources, human resources, policy, procedures, etc.) in order to facilitate the processing of information and action to be taken

Develop format for document if applicable

· e.g. policy or procedure document

2. Facilitate the session

· decide before-hand on approach in consultation with co-facilitator

· give necessary background information

· keep discussion flowing

· allow/encourage participation by all

· ensure that the topic is adequately covered

· ensure time limit is adhered to

3. Maintain a flexible approach

· change approach according to what happens during the session

· check with/confirm with participants if they are satisfied with progress being made

· keep track of issues that deviate from the subject but need to be addressed at a later stage (e.g. record on separate flip-chart)

4. Maintain communication with the scribe throughout

· ensure documentation is correct and complete (keywords, action to be taken, by whom and when)

· allow time for scribe to document all relevant points

· refer back to participants if required

Note:  decide beforehand on the format for recordings on the flip-chart:

SUGGESTED FORMAT FOR FLIP-CHART:

	Issue/problem
	Solution/action to be taken
	Action/by whom and when




1.       Summarise at the end of the session/consolidate

· decide on further action to be taken in consultation with the participants

· ensure that action to be taken, by whom and when, is recorded in full

2.         Hand over to the next chairperson

ADDENDUM 7

	SUGGESTED RESPONSIBILITY OF THE “FLIP-CHART SCRIBE”




It is suggested that the scribe:

· discuss/confirm format with chairperson before-hand

· prepare flip-chart before hand with appropriate headings:

SUGGESTED FORMAT FOR FLIP-CHART

	Issue/problem
	Solution/action to be taken
	Action/by whom and when




· record key words on issues/problems raised

· keep report format in mind (addendum 10)

· draw chairperson’s attention to any problems experienced in recording/interpretation of discussion

ADDENDUM 8

	SUGGESTED OUTLINE FOR THE MINUTE SECRETARY




Use the suggested format in addendum 11

(or any other format agreed upon at the Forum)

	Issue/problem
	Discussion/solutions
	Action to be taken 

By whom

When




It is suggested that the minute secretary record:

· the issue/problem

· the essence of the discussion on the issue/problem

· suggested solutions

· action to be taken by whom and when

Note:

· the notes should be more detailed than the keywords recorded on flip-chart by the scribe or the chairperson of the session

· please do not use telegram style (it is difficult to decipher afterwards)

· record the essence of what was said (not all the detail)

· ensure that documentation is complete and accurate

(refer issues back to the chairman, stop discussion where appropriate and check with participants on interpretation of content where necessary)

· hand minutes to the chairperson for verification (who will, in turn, hand it to the forum organiser/s)

· obtain typed reports from representatives (attach as addenda to the report only if it was not handed out at the Forum)

ADDENDUM 9

	SUGGESTED “TO DO” LIST


	TOPIC
	BY WHOM
	TO WHOM
	DATE




ADDENDUM 10

	SUGGESTED FORUM EVALUATION FORM


EVALUATION OF THE <next> FORUM

<date>

<…..>  Province

Name:  (optional)
____________________________

1. positive aspects:

2. negative aspects:

3. suggestions for future forums/general comments:

Thank you

ADDENDUM 11

	SUGGESTED FORMAT:

THE FORUM REPORT


CONTENTS

1. List of participants

2. Objectives of the forum

3. Feedback reports from participants/representatives:

· participating service rendering organisations, and/or

· the Regions; and/or

· the Provinces; and/or

· the Training institutions; and/or

· the private sector and

· OTASA

· etc.

(include issues discussed, consolidation and further action to be taken, by whom and when)

4. Feedback on matters arising from previous forums: consolidation, further action to be taken

5. New programme items:  discussion, consolidation, further action to be taken

6. Confirmation of arrangements for the next forum

7. Summary of feedback or information to be given to and from the forum

8. Summary of further action to be taken

9. Evaluation of the forum

Addenda, e.g.

· Final programme

· Full reports from participants 

· Any other relevant documents

Suggested format for the recording of the feedback sessions (to be similar to format used by the minute secretaries and the scribes)

	Issue/problem
	Discussion/solutions
	Action to be taken 

By whom

When




ADDENDUM 12

	FORUM FILE

<REGIONAL> FORUMS

for 

OCCUPATIONAL THERAPY

in the

PUBLIC SECTOR




	LIST OF CONTENTS

1. Procedure guidelines

2. Forum reports

3. Forum programmes

4. List of Forum participants

5. Pro-forma’s

6. Address lists


	1. PROCEDURE GUIDELINES




	2. FORUM REPORTS




	3. FORUM PROGRAMMES




	4. LIST OF FORUM PARTICIPANTS




	5.    PRO-FORMA’S




	6. ADDRESS LISTS AND TELEPHONE AND FAX TREES




ADDENDUM 13

	CHECKLIST FOR ORGANISING FORUMS




Before the Forum


Obtain permission if needed (point 4.1)


Appoint an organising committee (point 4.2)


Obtain sponsorship if required (point 4.3)


Make arrangements for facilities (point 4.5)


Send letter of notification/invitation (point 4.6)


Finalise programme upon receipt of confirmation slips (point 4.7)


Do final forum preparation (point 4.8)

At the Forum


Confirm procedures with the chair persons/facilitators


(addendum 6.1 and 6.2)


Confirm procedures with scribe (addendum 7)


Confirm procedures with minute secretary (addendum 8)


Ensure the attendance register is completed by participants


Ensure evaluation form is completed by participants


(point 4.7 and addendum 10)

After the Forum


Draw up and circulate the forum report


(Point 4.8 and addendum 11)


Update the Forum File (addendum 12)


Hand over to the next forum host (point 4.12 and 4.13)

