RACS SPECIALIST TRAINING PROGRAM (STP) 2022-2025
Specialist Training Placements
Progress Report
The Department of Health and Aged Care (DoHAC) requires RACS STP to accurately report on all participant activities for each surgical term per training year. As such, your Progress Reports are an essential requirement in reporting to DoHAC and ensuring your funding is maintained. 
RACS STP will use your Progress Report in verifying all expenditure associated with the participants’ activities for each surgical term. The Progress Report and the Rural Support Loading (RSL) and/or Private Infrastructure and Clinical Supervision (PICS) claim forms should therefore be submitted no later than the due date listed in Schedule 1 of your Funding Agreement.
Please note that you will only be sent two reminders in each term to submit your progress report. Failure to submit your progress report and claim forms by the due date could result in potential forfeiture of your funding.
When submitting your claim forms, please be sure that your Salary Support, RSL and PICS claims per post for each term are within the funding limits stated in schedule 2 of your Funding Agreement (or the funding limits as approved by the RACS STP team prior to this reporting period). RACS can only pay the maximum amount for eligible items for each funding stream for each post for every term. 
Participant Responsibility
The Participant Liaison Officer (or delegated authorised officer) is responsible for providing ongoing management of the training positions, including administration and monitoring of funding for those training positions. The Participant Liaison Officer will also ensure that this Progress Report is completed accurately and submitted to stp.admin@surgeons.org no later than the due date specified in Schedule 1 of your Funding Agreement.
RACS STP Reporting and Payment Instalment Process
1. Template Distribution: RACS STP will issue the progress report templates approximately 6-weeks prior to the due date as specified in schedule 1 of your Funding Agreement.
2. Return and Submission: The Participant Liaison Officer (or delegated authorised officer) is required to submit the completed progress report and any claim forms no later than the due date as per Schedule 1 of your Funding Agreement.
3. Review: RACS STP will verify all information provided in the progress report and claim forms. During this time RACS STP may request clarification or evidence from the Participant about the expense. The Participant Liaison Officer should respond to these requests for information in a timely manner. 
4. Invoice Request: Once amounts have been verified, RACS STP will request an invoice via email.
5. Invoice Submission: Participants will submit a correctly issued invoice within two weeks of request. Please ensure that all invoices reflect the verified and approved amounts listed stated in the invoice request email from RACS STP.
6. Invoice Processed: RACS STP will receipt the tax invoice, review, and process for payment. If the invoice is incorrectly issued RACS will request the Participant to reissue with the correct amounts listed in the invoice request email.
Please keep all receipts and associated evidence for all expenses claimed within the progress report and claim forms ready for auditing at any point in the future.
Please contact us at stp.admin@surgeons.org if you have any questions or require assistance in completing the reporting templates.


How to complete the PRogress Report pack
Training Position Report
Complete the Training Position Report to inform us who rotated into the STP post, where they spent their rotation and for how long. An example of a compliant Training Position Report is shown below.
	STP Ref #
	RACS SET Program Trainee name
	Specialty
	Position Occupancy
	Location/s and FTE split

	
	
	
	Trainee 
start date
	Trainee 
finish date
	FTE in Post
	FTE
	Hospital/Clinic

	0001
	Dr John Smith-Doe
	General Surgery
	02/02/2023
	02/08/2023
	1.0
	0.5
0.5
	Rural Public Hospital
Rural Private Hospital

	0002
	Dr Jane Doe
	Urology
	02/02/2023
	02/08/2023
	1.0
	1.0
	Rural Public Hospital


· Refer to Schedule 1 of your Funding Agreement for details on the post’s location/s and FTE. 
· Provide the details of each RACS SET Program Trainee who rotated through each of the STP training posts, including their FTE (Full Time Equivalent) spent at each of the location training settings. If the occupant is not a registered Trainee of the RACS SET Program, they are not eligible for STP funding.
· For posts that rotate through multiple locations, please report the FTE per location as per the example shown above.
· RACS will use the total FTE reported for each post in calculating the amount of Salary Support and RSL and/or PICS to be paid to the Participant. If the reported FTE is less than the figure shown in Schedule 1 of your Funding Agreement, RACS will likewise reduce the said payments using a pro-rated basis. If the post is split across multiple locations, a breakdown per location is also required to be reported as this may also determine the calculation of RSL and/or PICS funding to be paid.
· Use a separate row for each Trainee who rotated through the post as per the example shown above.
· As stated in the STP Operational Framework, Salary Support can only be paid in the term where the Trainee was in post and will not carry over into the next term, nor back claimed.
Additional Reporting Requirement
The DoHAC has reviewed their practices with regards to reporting on Participants’ activities. Therefore, to comply with these requests RACS has to ensure that we get current and verifiable information from our Participants. 
RACS STP has a contractual responsibility to ensure that STP funded settings are delivering high quality and appropriate training opportunities. It is essential to complete this section as RACS is using this information to evaluate how the training setting is meeting the aims and objectives of the STP. Your feedback is also important in improving implementation of the program. 
On this Progress Report, participants are required to provide detail regarding any post vacancy and identify the barrier/s to maintaining accreditation or delivering training during each surgical term. Meanwhile, on the RSL and PICS claim forms Participants are required to provide detail/reason for any unspent RSL/PICS funds allocated for that surgical term and what costs or expenses would have been beneficial if it was a listed eligible item.
Rural Support Loading and Private Infrastructure and Clinical Supervision Claim forms
These forms are provided as a separate document. If you are reporting RSL and/or PICS expenditure for this reporting period, please complete the relevant form to show how your allowances were spent for each post.
· Refer to Schedule 2 of your Funding Agreement for your allocated funding amounts for each post for this period. 
· Refer to the Rural Support Loading (RSL) Guidelines or Private Infrastructure and Clinical Supervision (PICS) Guidelines for eligible and ineligible expense items (available on the RACS STP Website).
· Please complete a separate form for each STP Post.
· RACS encourages Participants to fully use up their RSL and/or PICS allocation for each post for each term. Refer to Schedule 2 of your Funding Agreement for more details on the funding amounts. Should you require assistance to confirm the amounts for each post, please contact the RACS STP team by email.
· If your total claim exceeds your allocated funding for the term, please contact the RACS STP team to discuss.  
· If you wish to carry over any unused RSL or PICS funds from Term 1 for use in Term 2, please send a request to the RACS STP team via email. Requests will be considered individually. 
· Provide details of the item claimed under the corresponding category. If more than one item is reported per category, please provide a breakdown amount per item in the Item Details section.
	Item No.
	Item Category
	Amount ($)
Excl GST
	Item Detail/s
If more than one item is reported per category, please provide a breakdown amount per item.

	1
	Relocation
	$ 9,000.00
	

	1.1
	Relocation Expenses
	$ 1,000.00
	Removalist

	1.2
	Rental and Utility Expenses
	$ 8,000.00
	$7,500 – Rent
$500 – Contribution to Utility costs


· All amounts reported must exclude GST. 
· Please retain all relevant receipts and associated evidence for all expenses claimed within the progress report and claim forms ready for auditing at any point in the future.
Submission Check list
Before submitting ensure that you are compliant with RACS’ reporting requirements, by checking that you have correctly completed your forms.
☐ Progress Report
☐ Training Position (Post) Report 
☐ Additional Performance Information
☐ Declaration is completed and signed.
☐ Rural Support Loading Claim form (if relevant) 
☐ One form for each post
☐ RSL Items, Amount and Item Details. If more than one item is reported per item category, please provide a breakdown amount per item.
☐ Additional Information
☐ Declaration is completed and signed.
☐ Private Infrastructure and Clinical Supervision expenditure form (if relevant) – completed (one for each post) and signed.
☐ One form for each post
☐ PICS Items, Amount and Item Details. If more than one item is reported per item category, please provide a breakdown amount per item. 
☐ Additional Information
☐ Declaration is completed and signed.
Please return the completed Progress Report and/or RSL/ PICS claim forms to STP.admin@surgeons.org no later than the due date as per Schedule 1 of your Funding Agreement.
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Progress Report

	Reporting Milestone:
	
	Submission Due Date:
	

	Reporting Period:
	

	Participant Name: 
	[Participant Name]



Training Position (Post) Report

	STP Ref
	RACS SET Program Trainee name
	Specialty
	Position Occupancy
	Location/s and FTE split
	RACS Use

	
	
	
	Trainee 
start date
	Trainee 
finish date
	FTE in post
	FTE
	Hospital/Clinic
	Verified FTE Filled
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2022-2025 Progress Report 6, Surgical Term 2 2024, [Participant Name]
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Additional Reporting INformation

	
	Performance Information
	Answers

	1.
	During this surgical term, were any posts vacant at any stage, for any duration? 
	☐ No     ☐ Yes, please provide details regarding any post vacancies below.



	2.a.
	During this surgical term, what was the most difficult barrier to maintaining accreditation and/or delivering training?

	☐ There were no barriers to maintaining accreditation or delivering training.
☐ There were barriers experienced in the following areas (please select all that apply):
☐ Access to a designated study area/room that is isolated from busy clinical areas for Trainees.
☐ Sufficient time and access for the Trainee to attend mandatory training courses. 
☐ Ability for the Supervisor to attend mandated RACS and Specialty Society Supervisor’s meetings and courses. 
☐ Protected administrative time of a minimum of 0.2FTE for the Supervisor to undertake the relevant supervisory duties.
☐ Adequate secretarial and IT services for the Supervisor.
☐ Appropriate and suitable equipment available for the use of training and practice for the Trainee.
☐ Suitable and safe accommodation for Trainees and/or Supervisors.
☐ Other, please provide details below.



	2.b.
	Please provide detail on how any barriers are in the progress of being managed, mitigated, or resolved.
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2022-2025 Progress Report 6, Surgical Term 2 2024, [Participant Name]
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Declaration

	☐ As the authorised officer for the Participant, I verify that the information contained in this report is complete and accurate.

	☐ RSL and/or PICS claims have been made against the reported posts and have been included in the Progress Report.

	Name:
	
	Position:
	

	Signature:
	
	Date:
	



RACS STP OFFICE USE

	Date Submitted:
	
	Date Processed:
	
	Staff:
	

	Review Outcome:
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