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	 AUTONUM   Overview

The Western Health Recruitment, Selection and Appointment policy states that Western Health recognises the importance of developing and maintaining a best practice recruitment, selection and appointment model pertaining to the recruitment, selection and appointment of employees, volunteers and honorary appointments.

This document outlines the procedure for execution of Honorary appointments when Western Health collaborates with persons and/or organisations for the purposes of research, teaching or training and for externally contracted clinicians who are prepared to act in a consultancy capacity free of paid salary or fee for service. 

Western Health is committed to ensuring that equal opportunity and gender equality is achieved throughout all stages of the recruitment, selection and appointment process in relation to Honorary Appointments and that compliance with all relevant legislation is attained.


	 AUTONUM   Applicability
This procedure applies to all employees at Western Health with responsibility for approving honorary appointments and supersedes all previous related policies or procedures.

Where the provisions of Awards, Agreements, individual contracts, Federal or State legislation vary from this procedure, those provisions shall apply.



	 AUTONUM   Responsibility
Managers/Department Heads, Divisional Directors/Directors, and People, Culture and Safety have a responsibility for the ongoing application and compliance with this procedure.

Managers at Western Health have the responsibility to ensure all relevant employees are informed of and comply with this procedure.



	 AUTONUM   Authority
The approval to make changes to this procedure and to coordinate the implementation of this procedure (including responsibility for any required electronic or written forms) rests with the Director of People, Culture and Safety.

The Director of People and Culture Operations and Workforce Systems has the authority to approve exceptions to the procedure.



	 AUTONUM   Associated Documentation

In support of this procedure, the following Manuals, Policies, Instructions, Guidelines and/or Forms apply:

Code

Name

P-EP1
Recruitment and Selection and Appointment
P-EP3

Credentialing and Defining the Scope of Clinical Practice
OP-EP1
Police Record Check
OP-EP1
Professional Registration and Licences
OP-EP1
Provision of References
OP-EP1
Recruitment and Selection
OP-EP1
Working With Children Check
OP-EP2
Equal Employment Opportunities

OP-EP3
Credentialing and Defining the Scope of Practice for Senior Medical Practitioners Procedure

OP-EP3
Honorary Clinical Appointment/Reappointment Checklist and Approval FORM (associated document)
OP-EP3

Honorary Researcher Application FORM (associated document)
OP-EP3

Nursing and Midwifery Workforce Credentialing and Defining the Scope of Clinical Practice
OP-EP3
Research Code of Conduct (associated document)
Allied Health DP-EP3

Allied Health and Care Coordination Workforce Credentialing and Defining the Scope of Clinical Practice
Appendix 1
Honorary Researcher Application Eligibility Flowchart
Immunisation and Additional Health Clearance Form
Fit2Work Form
Offline Declaration Form


	 AUTONUM   Definitions and Abbreviations 

For purposes of this procedure, unless otherwise stated, the following definitions/abbreviations shall apply:
Honorary Appointees
Are persons for whom Western Health collaborates with for the purposes of research, teaching or training or externally contracted clinicians.  Honorary appointees are not employees and therefore are not on the payroll system. 


	 AUTONUM   Procedure Detail
7.1  General Guidelines

A person, who is offering their services in an “honorary” capacity, may be invited to accept such an appointment or be nominated by a research/education project team.

The Western Health Board and Executive support and encourage the participation and interest of such persons in Western Health activities.

Honorary Appointments may include:

· An academic employee of a school or university. 
· Individuals from another hospital for the purpose of patient care, research or training.
· Strategic alliance at significant level from other organisations who have a key link with the Health Service. 

· Visiting experts including those from interstate or overseas.
Persons appointed under this procedure will be permitted to take part in specified activities at Western Health.
The appointee will be subject to all Western Health policies and procedures.

7.2  Honorary Appointment Procedure (Applicable to all Honorary Appointments)
All prospective appointees will be required to complete a Western Health Honorary Appointment/Reappointment Checklist and Approval Form. The manager or head of unit sponsoring the honorary appointment will ensure the Honorary Appointment/Reappointment Checklist and Approval form is completed by the applicant and includes all the requisite supporting documentation, a duty statement or scope of the role, current curriculum vitae, professional registration (if appropriate) and two current referee checks. This documentation, including recommendations must then be forwarded to the appropriate Director, Divisional Director or Clinical Service Director for endorsement. 
For medical appointments, the Clinical Services Director with the support of the Divisional Director will seek approval from the Chief Medical Officer. (please see Section 7.3)
For nursing and midwifery appointments, the relevant Director of Nursing and Midwifery will seek approval from the Executive Director Nursing and Midwifery. (please see Section 7.4)
For allied health appointments, the Chief of the relevant discipline must support the application in the first instance. The Director of Allied Health will then seek approval for Allied Health Therapies from the Executive Director Operations. For Allied Health Science the Divisional Director of Clinical Support and Specialist Clinics will also seek approval from the Executive Director of Operations. (please see section 7.5)
For Honorary Appointments where the scope of role ONLY involves research activities the honorary appointee will be required to complete ONLY the Honorary Researcher Application Form process.(see Section 7.6)  

For other appointments the Divisional Director/Director will seek approval from the Executive Director to whom they report.
Any recommendations will be forwarded to the Director of People and Culture Operations and Workforce Systems who will advise on these. Where there may be concerns regarding possible industrial, legal (employment), award or other ramifications of appointment, advice should be sought from the Director of Employee Relations, Business Partnerships and Injury Management. 
The Department or Unit Head, Manager responsible for the Honorary Appointee must ensure that, prior to the offer of the honorary appointment, pre-appointment verifications, including a Fit2Work form, Immunisation and Health Clearance form, and a Working With Children Check if applicable, are conducted. Refer to OP-EP1 Recruitment and Selection, OP-EP1 Police Record Check and/or OP-EP1 Working With Children Check procedures.

The Department or Unit Head/Manager must ensure that the Honorary Appointee attends and/or completes Western Health Orientation and/or is provided with the Western Health Employee Handbook.

The Department Head/Manager must ensure that the Honorary Appointee is provided with the local departmental Orientation.
7.3  Honorary Medical Appointments
An Honorary medical appointment will require the endorsement of the relevant Head of Unit, Clinical Services Director and Chief Medical Officer.
Where a Head of Department is approached by or wishes to approach a medical practitioner in relation to such an appointment, the matter must, in the first instance, be discussed with the responsible Clinical Services Director and Divisional Director.

The Clinical Services Director and Divisional Director will ensure that such an offer does not conflict with any limitations listed in this procedure and meets the criteria of an Honorary Appointment.

Where it is established that an honorary appointment is appropriate, the Clinical Services Director will:

· Request a formal written recommendation from the Head of Department.

· The recommendation for appointment, along with the consultant’s curriculum vitae, references and registration is provided to the Chief Medical Officer.
· The Chief Medical Officer reviews the recommendation along with the consultant’s curriculum vitae, education and training, relevant college association, qualifications and Australian Health Practitioner Regulation Agency registration.
· The Chief Medical Officer will then endorse the appointment if appropriate and the Senior Medical Staff Credentialing Officer will provide an honorary letter of appointment.
For any Honorary Medical Appointments that will be undertaking research, the Honorary Researcher Appointment process detailed in Section 7.6 of this document must also be followed.

7.4  Honorary Nursing and Midwifery Academic Employee Appointments
Honorary nursing/midwifery appointments will require the endorsement of the Director of Nursing and Midwifery and the Executive Director of Nursing and Midwifery.

A Divisional Director or Director of Nursing and Midwifery may make a recommendation for approval to the Nursing and Midwifery Credentialing and Scope of Practice Committee and the Executive Director of Nursing and Midwifery that an honorary appointment is offered. 
Prior to the recommendation, the responsible Director will ensure that such an offer does not conflict with any limitations listed in this procedure and meets the criteria of an Honorary Appointment.
For any Honorary Nursing and Midwifery Appointments that will be undertaking research, the Honorary Researcher Appointment process detailed in Section 7.6 of this document must also be followed.

7.5  Honorary Allied Health Appointments 
7.5.1  Allied Health Therapy
· An Honorary Allied Health appointment will require the endorsement of the Chief of Discipline, the Director of Allied Health, and the Executive Director of Operations. 

· Where a Chief of Discipline is requested to or wishes to make such an appointment, the matter must, in the first instance, be discussed with the Director of Allied Health.  The Chief of Discipline and Director of Allied Health will ensure that such an offer does not conflict with any limitations listed in this procedure and meets the criteria of an Honorary Appointment.
· Where it is established that an Honorary Appointment is appropriate, the Director of Allied Health will request a formal written recommendation from the Chief of Discipline outlining purpose, benefits and governance of the appointment.  The Executive Director of Operations may endorse the appointment based on this statement.
· For any Honorary Allied Health Appointments that will be undertaking research, the Honorary Researcher Appointment process detailed in Section 7.6 of this document must also be followed.
7.5.2  Allied Health Science
· An Honorary Allied Health appointment will require the endorsement of the Chief of Discipline, the Divisional Director of Clinical Support and Specialist Clinics, and the Executive Director of Operations.
· Where a Chief of Discipline is requested to or wishes to make such an appointment, the matter must, in the first instance, be discussed with the Divisional Director of Clinical Support and Specialist Clinics.  The Chief of Discipline and Director of Allied Health will ensure that such an offer does not conflict with any limitations listed in this procedure and meets the criteria of an Honorary Appointment.

· Where it is established that an honorary appointment is appropriate, the Divisional Director of Clinical Support and Specialist Clinics will request a formal written recommendation from the Chief of Discipline outlining purpose, benefits and governance of the appointment.  The Executive Director of Operations may endorse the appointment based on this statement.

· For any Honorary Allied Health Science Appointments that will be undertaking research, the Honorary Researcher Appointment process detailed in Section 7.6 of this document must also be followed.

7.6  Honorary Researcher Appointments

An Honorary Researcher Appointment will be automatically conferred to the external person if they have a clinical honorary appointment at Western Health 
An Honorary Researcher Appointment application will need to be made where:
· Section 7.8 of this document does not apply and;

· The external person does not hold a Clinical Honorary Appointment and;
· Will be undertaking tasks relating to research, which requires access to Western Health patients and/or their associated data.
· Western Health initiates research which requires the external person to have access to Western Health patients and/or their associated data.

Will be undertaking tasks relating to research, which requires the use of Western Health facilities and/or premises. This may or may not involve/include access to Western Health patients and or their associated data.
An Honorary Researcher Appointment will require the endorsement of the relevant Divisional Director/Director who must determine whether the department in question will have the resources to accommodate the research project and will ensure that such an offer does not conflict with any limitations listed in Section 7.8 of this procedure.

It is the responsibility of the department in which the project is carried out to provide the Honorary Appointee with agreed resources. Each Honorary Appointee must have a Western Health employee who is involved in the project act as their direct supervisor.
A completed Honorary Researcher Application Form, signed by the Honorary Researcher Appointee, the Research Team Representative/Supervisor and the relevant Divisional Director/Director, must be forwarded to ethics@wh.org.au for the Research Program Director final approval. 

However the Honorary Researcher application is not valid without the following:

· The Honorary Researcher must obtain immunisation clearance from Staff Clinic and provide evidence of this to the Office for Research via email to ethics@wh.org.au The Honorary Appointee must complete an Immunisation and Additional Health Form and include supporting evidence of current vaccination status.  This form and relevant documentation must be forwarded via email to staff.clinic@wh.org.au 

· Honorary Researcher Appointments are subject to a satisfactory Fit2work check. The Honorary Researcher Application Form must include a Western Health Cost Centre Number that will be charged for the Fit2Work Check that is required to be done for the applicant. 

A letter of offer from the Director of Research will then be sent to the Honorary Researcher Appointee. This letter must be signed by the Honorary Researcher Appointee and returned either via email or in person to Western Health. The appointee will then be notified by the Office for Research when the application is finalised. Appointees must not commence any research activities until they have received confirmation that the appointment is finalised.
The Research team must ensure the appointee adheres to all institutional safety standards and privacy policies during the conduct of the research at Western Health and that all publications resulting from their research will give appropriate acknowledgement to Western Health.
Students on an academic placement at Western Health which may include research activities are covered under the student placement arrangements between the University and Western Health and are therefore exempt from requiring an Honorary Researcher Appointment.

7.7  Honorary Appointments - Other
An honorary appointment may be requested for other purposes where there is strategic or operational value to Western Health:

· An external person is undertaking tasks relating to health policy or management, which requires access to Western Health patients and/or their associated data

· An external person is undertaking tasks relating to health policy or management, which requires access to Western Health information, staff and data.

An honorary appointment will require the endorsement of the relevant Director/Divisional Director/Clinical Services Director who must determine whether the department in question will have the resources to accommodate the appointment and will ensure that such an offer does not conflict with any limitations listed in Section 7.8 of this procedure.

The Executive Director who is responsible for the service area will consider approval of the written application which outlines the nature of the tasks to be performed and the expected outcomes. 

It is the responsibility of the hospital department in which the task is being undertaken to provide the Honorary Appointee with agreed resources. Each Honorary Appointee must have a Western Health employee who is involved in the task/activity act as their direct supervisor.

7.8  Limitations

Honorary Appointees should not undertake duties that are normally undertaken by remunerated employees, and are not to be involved in duties that might lead to the redundancy of existing paid employee positions in the hospital. The test to be applied in this area will be whether the role filled by the honorary appointee would necessitate the employment of a paid employee if the appointee ceased to provide assistance.

The following persons are not classified as Honorary Appointees:

· Members of the Board.
· Employees of the Health Service performing duties in a remunerated capacity.
· A member of the Chaplaincy service who is not an employee of the Health Service.
· A student undertaking a formalised training program (e.g. FRACP, RACGP, or RACS) or required to undertake a research activity as part of their academic placement, or clinical placement within Western Health and who is not an employee.
· A secondary student seconded to Western Health for work experience by arrangement with the Education Department of Victoria, who is paid an attendance fee, but is not construed to be an employee of Western Health.
An Honorary Appointee is not obliged to provide services to Western Health, however where a specific commitment is made the appointee is expected to provide support at that level. 

Monitoring of the expiration of an honorary appointment rests with the appointing department / division.
The procedure to be followed for any extension to an appointment is the same that applies to the making of that appointment.

An Honorary Appointee may be withdrawn or terminated at any time by Western Health and/or the appointee.


	 AUTONUM   Document History
Number of previous revisions: 5
Previous issue dates: January 2002, August 2009,  March 2013,March 2016 and May 2019
Minor amendment: May 2021

Documents superseded or combined:

Code

Name

OP-HR2.1.3
Honorary Appointments


	 AUTONUM   References
All relevant Industrial Awards/Agreements/Individual contracts binding on Western Health services.

Gender Equality Act 2020 (Vic) 
Equal Opportunity Act 2010 (Vic)
Privacy and Data Protection Act 2014 (Vic)

The Privacy Act 1988 (Cwlth)

Human Rights and Equal Opportunity Act 1986 (Cwlth)
Sex Discrimination Act 1984 (Cwlth)

Racial Discrimination Act 1975 (Cwlth)
Racial and Religious Tolerance Act 2001 (Vic)

Disability Act 2006 (Vic)

Disability Discrimination Act 1992 (Cwlth)
Age Discrimination Act 2004 (Cwlth)


	 AUTONUM   Sponsor

Director of People and Culture Operations and Workforce Systems


	 AUTONUM   Authorisation Authority

Executive Director of People, Culture and Communication
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Do you need to complete an Honorary Researcher Application (HRA)?
For external persons intending to conduct research at Western Health (WH)
Version dated June 2022
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