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ALLIED HEALTH PROFESSIONAL 
DEVELOPMENT 

PRACTICE GUIDELINE © 
 
 

DOCUMENT SUMMARY/KEY POINTS 

The Sydney Children’s Hospitals Network (SCHN) is committed to excellence in paediatric 
clinical care and recognises the essential role of Allied Health Professionals and Allied Health 
Assistants in achieving our mission. Supporting the education and development of the Allied 
Health workforce is critical to both staff retention and the delivery of high-quality care.  

 

This guideline aims to: 

• Provide guidance to Allied Health Staff in relation to: 

o Applying for professional development opportunities 

o Processing professional development applications 

o Applying for/providing funding for professional development 

o Disseminating knowledge gained from professional development 

• Promote transparent and consistent processes across Allied Health. 

 

This document is applicable to: 

Allied Health Professionals and Allied Health Assistants, and managers and executive 
leaders responsible for the oversight and development of the Allied Health workforce.  
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CHANGE SUMMARY 

• Not applicable – new document 

 
 
 

READ ACKNOWLEDGEMENT 

• Read Acknowledge Only –  

o All SCHN Allied Health Staff (including but not necessarily limited to Allied Health 
Assistants, Art Therapists, Audiologists, Child Life Therapists, Counsellors, 
Dietitians, Diversional/Recreation Therapists, Exercise Physiologists, Genetic 
Counsellors, Occupational Therapists, Orthoptists, Orthotists, Music Therapists, 
Nuclear Medicine Technicians, Pharmacists, Physiotherapists, Psychologists, 
Radiographers, Social Workers, Speech Pathologists, Sexual Assault Workers) 

o Allied Health Professional Leads 

o Line Managers of Allied Health Staff 

o Clinical Stream Directors of Allied Health Staff 

o Site and Network Directors of Allied Health 
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1 BACKGROUND 

1.1 About this document 
The Sydney Children’s Hospitals Network (SCHN) is committed to excellence in paediatric 
clinical care and recognises the vital role Allied Health Professionals play in achieving our 
mission. Providing education and ongoing development for our Allied Health workforce is 
essential to staff retention and the delivery of high quality, safe patient care. As a leading 
tertiary health facility, SCHN also values the contribution of the Allied Health workforce to 
providing valuable professional development beyond the Network.  

The purpose of this document is to provide guidance for Allied Health Staff and leaders 
regarding the application, approval and funding processes for professional development 
activities. These activities may include but are not limited to:  

• Attending conferences/seminars/short courses 

• Presenting at conferences/seminars/short courses 

1.2 Key definitions 
• Allied Health: Allied Health Professionals and Allied Health Assistants working within 

SCHN.  

• General Fund: An operating fund, with a set annual budget. Each department has a 
designated general fund.  

• HETI: Health Education and Training Institute, NSW Health’s pillar organisation for 
education.  

• iExpenses: SCHN’s expense management system, accessible via StaffLink. 

• Line Manager: The position that the staff member reports to in StaffLink. The Line 
Manager may be an Allied Health Professional Lead or may be from an alternative 
profession such as Nursing or Medical.   

• Professional Development (PD): Courses, conferences or seminars. 

• Professional Lead: The Professional Lead holds a leadership position within their Allied 
Health discipline. They may be the Head of an Allied Health department or a Senior 
Clinician. The Professional Lead may be the Line Manager for Allied Health Staff within 
their department; however, members of their discipline may also sit within other 
departments and be line managed by their relevant Head of Department.  

• Restricted Financial Asset (RFA) account: An account for specific purposes, which is 
funded by fundraising/donations (formerly known as SP&T). Not every department has 
an associated RFA.  

• SARA: ‘Search and Request Anything’, SCHN’s online platform for leave applications. 

• Staff/Staff Member: The Allied Health Professional or Allied Health Assistant. 
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• The Sydney Children’s Hospitals Network (SCHN): Inclusive of The Children’s 
Hospital at Westmead, Sydney Children’s Hospital, Randwick, Children’s Court Clinic, 
Bear Cottage, and Newborn Emergency paediatric Transport Service (NETS).  

1.3 Legal and legislative framework 
• NSW Health Official Travel Policy (PD2024_033) 

• NSW Health Leave Matters for the NSW Health Service (PD2024_046) 

• NSW Health Conflicts of Interest and Gifts and Benefits (PD2015_045) 

• HETI Allied Health Education and Training Governance Guidelines 

• SCHN Delegations Manual (2013-9050) 

1.4 Roles and responsibilities 
Network Director of Allied Health 
The Network Director of Allied Health is responsible for the overall endorsement of this 
document. They maintain oversight of the strategic priorities of Allied Health education and 
have a key role in the overarching governance of Allied Health professional development. They 
may be involved in the approval of professional development, particularly where financial 
support and/or travel is requested. 

Site Directors of Allied Health 
The Site Directors of Allied Health are responsible for the overarching governance of 
professional development at their respective facility. They may be involved in the approval of 
professional development, particularly where financial support is requested.  
Clinical Stream Directors 
Clinical Stream Directors should be familiar with this document and may play a role in shaping 
the strategic direction of Allied Health education within their clinical stream. This includes 
identifying education and training priorities, ensuring alignment with organisational goals, and 
supporting implementation across services. Clinical Stream Directors are expected to work 
collaboratively with Professional Leads, Line Managers and educators to ensure high-quality, 
coordinated education activities. 

SCHN Allied Health Educator  
The SCHN Allied Health Educator is responsible for maintaining the currency of this document 
and for facilitating periodic collaborative review and update of its contents.  

The SCHN Allied Health Educator will support Allied Health Staff, their Line Managers and 
Professional Leads in the implementation of this guideline.  

Line Managers  
Line Managers of Allied Health Staff should be familiar with this guideline and follow the 
recommended processes and procedures within.  

Line Managers are responsible for first-line decision-making regarding approval of professional 
development opportunities for the staff whom they manage.  

  

https://www1.health.nsw.gov.au/pds/Pages/doc.aspx?dn=PD2024_033
https://www1.health.nsw.gov.au/pds/Pages/doc.aspx?dn=PD2024_046
https://www1.health.nsw.gov.au/pds/Pages/doc.aspx?dn=PD2024_046
https://www1.health.nsw.gov.au/pds/Pages/doc.aspx?dn=PD2015_045
https://www.heti.nsw.gov.au/__data/assets/pdf_file/0005/806828/AH-Governance-Guidelines-full-version.pdf
https://webapps.schn.health.nsw.gov.au/epolicy/policy/5927
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When doing so, Line Managers should consider whether the professional development: 

• Addresses an unmet need or skills gap for the department. 

• Aligns with the department’s and/or SCHN’s strategic priorities. 

• Is relevant to individual’s current role, professional development goals and/or career plan. 

Line Managers should promote equitable access to professional development opportunities 
across their teams, ensuring fair consideration for all staff members under their supervision.  

Line Managers are responsible for managing their departmental cost centres, including the 
allocation of funds to support professional development. Funding decisions should be made 
within their delegated authority (refer to SCHN Delegations Manual) and in accordance with 
SCHN financial governance policies.  

Professional Leads 
Allied Health Professional Leads should be familiar with this guideline and follow the 
recommended processes and procedures within. 

Professional Leads have a role in assessing the suitability/appropriateness of professional 
development to the staff member’s role and in the context of the education priorities of their 
Allied Health discipline. They should maintain oversight of the skills mix within their profession, 
to assist in identifying skills/knowledge gaps or internal resources which may address these 
gaps in lieu of external professional development. They may provide guidance to Line 
Managers of Allied Health Staff to this effect.  

They also have a role in supporting the dissemination of knowledge gained from Professional 
Development to relevant staff within their professional discipline. 

Allied Health Staff 
Allied Health Staff are expected to be familiar with this guideline and to follow the 
recommended processes and procedures.  

They are responsible for identifying and seeking professional development opportunities that: 

• Address skills gaps for themselves and/or their department. 

• Are relevant to their current role and/or align with their professional development 
plan/career path. 

Staff are required to discuss all professional development opportunities with their Line 
Manager prior to submitting a formal application. Where applicable, staff should also consult 
with their Clinical Stream Director to ensure alignment with the strategic education priorities of 
the stream and/or with their Professional Lead regarding the relevance and suitability of the 
activity in supporting their discipline-specific development. 

Staff are also responsible for exploring potential funding options for their professional 
development. This may include discussing available funding with their Line Manager or leader 
within a clinical specialty in which they are aligned. If funding is to be provided as a 
reimbursement of out-of-pocket expenses, staff must retain evidence of payment and submit 
their reimbursement application in a timely fashion using iExpenses. It is important that staff 
seek reimbursement within the same financial year in which the funds were approved.  

 

https://webapps.schn.health.nsw.gov.au/epolicy/policy/5927
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2 APPLYING FOR AND APPROVING PROFESSIONAL 

DEVELOPMENT 

2.1 Application Process 

2.1.1 General principles 
• Prior to submitting a formal application, staff should have an initial discussion regarding 

the professional development opportunity with their supervisor, Line Manager and 
Professional Lead (if applicable). This should include discussion of potential funding 
options that may be available.  

o Note: If planning to submit an abstract/poster to a conference, this should be reviewed 
and endorsed prior to submission by the Line Manager and the relevant Professional 
Lead, as applicable. 

• Once in-principle approval to attend has been obtained, staff should commence the 
formal application process.   

• Staff should provide as much notice as possible to allow for any leave coverage 
arrangements and for approval of necessary paperwork. 

• All relevant travel application forms and specific guidance is available on the SCHN Staff 
Travel Information Intranet page. 

• All associated leave should be requested through the SARA portal. For further information 
regarding leave entitlements, refer to the NSW Health Policy Leave Matters for the NSW 
Health Service (PD2024_046). 

2.1.2 Professional development internal to SCHN 
• If the professional development is internal (i.e. SCHN-run) and held on-site at SCHN, a 

Non Travel Application and leave request is not mandated however it is recommended 
that the staff member’s attendance at the professional development is still documented 
(e.g. in Health Roster, the department’s shared Outlook calendar, local professional 
development register or via a formal leave application in SARA – requesting “Short course 
Leave – Internal” leave type), so that the Line Manager can maintain oversight of staffing 
coverage and a record of their staff’s professional development attendance.  

2.1.3 Local professional development (Sydney Metro or online attendance) 
• Staff who plan to attend external professional development (including online attendance) 

within the Sydney Metro region must complete the Non Travel Application Form. 

• A SARA Leave Request must also be submitted for any associated leave.  
  

https://intranet.schn.health.nsw.gov.au/employee-need-know/staff-travel
https://intranet.schn.health.nsw.gov.au/employee-need-know/staff-travel
https://www1.health.nsw.gov.au/pds/Pages/doc.aspx?dn=PD2024_046
https://www1.health.nsw.gov.au/pds/Pages/doc.aspx?dn=PD2024_046
https://intranet.schn.health.nsw.gov.au/files/attachments/5990/schn-non-travel-application-form_0.docx
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2.1.4 Professional development involving domestic travel 
• Discussions around professional development involving domestic travel should begin as 

early as possible prior to the planned travel dates, in consideration of the approval 
process and the need to make appropriate travel arrangements.   

• Staff must complete the Travel Application Form. 

• A SARA Leave Request must also be submitted for any associated leave.  

• Travel Application Forms (and all relevant attachments) must be submitted with Line 
Manager and Clinical Stream Director approval to SCHN Conference Team 8 weeks prior 
to travel. The SCHN Conference Team will seek further relevant approvals following their 
review.  

• Staff should liaise with SCHN Conference Team regarding travel plans and requirements.  

2.1.5 Professional development involving international travel 
• Discussions around professional development involving international travel should begin 

as early as possible prior to the planned travel dates, in consideration of the approval 
process and the need to make appropriate travel arrangements.   

• Staff must complete the NSW Health Official Overseas non TESL Travel Application Form 
and an SCHN Internal Brief (for self-funded, externally funded or RFA funded). Or a NSW 
Ministry Approval Brief (for funding from a General Fund cost centre). 

• A SARA Leave Request must also be submitted for any associated leave.  

• Travel Application Forms (and all relevant attachments) must be submitted with Line 
Manager and Clinical Stream Director approval to SCHN Conference Team 8 weeks prior 
to travel. The SCHN Conference Team will seek further relevant approvals following their 
review.  

• Staff should liaise with SCHN Conference Team regarding travel plans and requirements.  

2.2 Approval process 
• Line Managers are responsible for responding to staff applications for professional 

development in the first instance. 

• Consideration should be given to whether the staff member is up to date with mandatory 
training requirements, has a current performance development plan (PDP) set within the 
past 12 months, whether the requested professional development relates to the goals in 
their PDP, and what other professional development they have attended in the past 12 
months.  

• If multiple staff members express interest in attending a given professional development 
event, the Line Manager and Professional Lead (if applicable) should engage in open 
discussions with the team to prioritise applications.  

• Approval should be formalised through sign-off of the relevant travel or non-travel 
application form, and via approval of any associated leave in SARA. Approved forms 
should be sent to SCHN Conference Team for maintaining on record.  

https://intranet.schn.health.nsw.gov.au/files/attachments/5990/schn-travel-application-form-19-june-2024.docx
mailto:schn-conferenceleave@health.nsw.gov.au
https://intranet.schn.health.nsw.gov.au/employee-need-know/staff-travel#OseasNonTESL
https://intranet.schn.health.nsw.gov.au/files/attachments/5990/schn-internal-briefing-template-bw.docx
https://intranet.schn.health.nsw.gov.au/files/attachments/5990/approval-brief-hdoc-travel-template.docx
https://intranet.schn.health.nsw.gov.au/files/attachments/5990/approval-brief-hdoc-travel-template.docx
mailto:schn-conferenceleave@health.nsw.gov.au
mailto:schn-conferenceleave@health.nsw.gov.au
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• Local copies of forms are only necessary to retain until no longer required for 
administrative purposes1. Line Managers may choose to keep forms on file for a period 
of time so that they can refer to recent department records to determine which staff have 
accessed professional development, leave and funding, and thus promote equitable 
distribution of opportunities.  

 

3 FUNDING OF PROFESSIONAL DEVELOPMENT 

3.1 Funding coverage 
• Staff may apply for funding to support the costs associated with undertaking professional 

development. 

• Internal (i.e. NSW Health-provided) funding is generally limited to registration fees only. 
Additional funding for travel and accommodation may be considered in line with NSW 
Health guidelines at the time. External funding may cover registration, travel or 
accommodation, depending on the nature of the arrangement.  

• Decision-making regarding whether and how much to fund professional development is 
at the discretion of the approving Line Manager, pending available funds and based on 
the Line Manager’s financial delegation (see SCHN Delegations Manual).  

• Where financial support is provided for accommodation or travel expenses, this should 
be consistent with guidelines outlined in the Official Travel Policy (PD2024_033). Staff 
should contact schn-conferenceleave@health.nsw.gov.au for all travel-related queries. 

3.2 Funding sources 
• Funding within SCHN may be provided by the staff member’s department, the department 

of a clinical specialty in which they work, or through a grant.  

• Is it acknowledged that departments have varying capacities to offer financial support for 
staff professional development.  

• Staff may also seek funding from external sources, such as HETI, or professional 
associations. 

• Individual staff members may contribute financially to their own training and development 
where applicable. 

3.2.1 Departmental funding 
• Heads of Department are responsible for management of their departmental cost 

centres/accounts and approving the allocation of funds. Depending on the amount of 
funds requested, approval from higher levels of management may be required. 

• Heads of Department should consult with their Finance partner to determine the 
availability and mechanisms for providing financial support for professional development.  

  

https://webapps.schn.health.nsw.gov.au/epolicy/policy/5927
https://www1.health.nsw.gov.au/pds/Pages/doc.aspx?dn=PD2024_033
mailto:schn-conferenceleave@health.nsw.gov.au
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Sources of departmental funding for professional development may include: 

• Funds held in a department’s Restricted Financial Asset (RFA) account, provided usage 
aligns with the established purpose of that account.  

• Revenue generated from professional development events conducted by SCHN, which 
should be credited to the department’s General Fund. Any surplus remaining after 
expenses may be accessed to fund staff members’ professional development within the 
same financial year.  

• Budget surpluses with the department’s General Fund may be used for professional 
development in departments that do not have RFA accounts. Prior to utilising this option, 
exploration of relevant RFA accounts outside of the department is encouraged.  

3.2.2 Funding from clinical specialties  
• Funding may come from clinical specialties that the staff member works within. This may 

include medical and surgical programs/departments.  

• The identified professional development should have a direct connection to the staff 
member’s role within the clinical specialty from which they are seeking funding and must 
demonstrate a clear benefit or value to the work performed in that role.  

• After discussion with their Line Manager staff may approach leaders from their aligned 
clinical specialty to seek support/funding.  

• Staff should adhere to local processes when applying for funding from clinical specialty 
areas.  

3.2.3 Financial grants and sponsorship 
• Financial grants may be awarded by SCHN or external professional or not-for-profit 

organisations. 

• If the professional development relates to a group of staff members, it may be appropriate 
to apply for a grant through HETI’s Allied Health Workplace Learning Professional 
Development Program (either the Cross Boundary Grant Stream or Workplace Learning 
Professional Development Stream), which is advertised on a yearly basis.   

• If a grant or financial sponsorship is bestowed by an external organisation, the clinician 
must complete SCHN’s Declaration of Received Gifts and Benefits Form and the 
Declaration of Conflicts of Interests Form. Please refer to NSW Health’s Conflicts of 
Interest and Gifts and Benefits (PD2015_045) policy document for further information. 

3.3 Reimbursement of expenses 
• Staff members will generally pay professional development costs upfront and then claim 

a reimbursement through iExpenses.  

• Reimbursement claims should be submitted in a timely manner and within the same 
financial year in which the expenses were incurred.  

https://chw.schn.health.nsw.gov.au/o/forms/internal_audit/declaration_of_recieved_gifts_and_benefits.doc
https://chw.schn.health.nsw.gov.au/o/forms/internal_audit/declaration_of_conflicts_of_interest.doc
https://www1.health.nsw.gov.au/pds/Pages/doc.aspx?dn=PD2015_045
https://www1.health.nsw.gov.au/pds/Pages/doc.aspx?dn=PD2015_045
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• When submitting and approving expense claims, both the staff member and the 
designated approver (typically the Line Manager unless funding is from a cost centre 
external to the department) must ensure that the correct cost centre is entered and that 
all receipts are attached.  

3.4 Change of circumstance 

3.4.1 Course cancellation 
• If funding has been provided to the staff member by SCHN and the course is cancelled 

prior to commencement, the staff member should either return funds to SCHN or should 
ensure that any reimbursement from the course organiser is directed to the relevant 
departmental cost centre or original funding source.  

3.4.2 Termination of employment 
• If the staff member resigns from SCHN prior to the commencement of the funded 

professional development, all funds received by the staff member shall be returned to 
SCHN.  

• If the staff member leaves SCHN prior to completion of the professional development, 
they may be required to reimburse SCHN for a portion of funding received in relation to 
the percentage of time engaged in the education when not employed by SCHN. 

3.4.3 Illness/unforeseen circumstances 
• If the staff member is unable to attend funded professional development due to illness or 

other unforeseen circumstances, they need to notify their Line Manager as soon as 
possible.  

• If reimbursement of the expenses from the course organiser is not possible, the Line 
Manager should consider the following actions: 

o Postpone the staff member’s attendance to an alternative date if the opportunity 
allows, or 

o Arrange for a replacement staff member to attend in their place. 
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4 DISSEMINATION OF KNOWLEDGE FROM 

PROFESSIONAL DEVELOPMENT 

4.1 General Principles 
• Knowledge and skills gained from professional development undertaken in the course of 

employment are considered intellectual property of SCHN. Staff are expected to apply 
and share their knowledge and skills within their roles and as representatives of the 
SCHN, in accordance with organisational guidelines and legal standards.   

• If the staff member wishes to use knowledge or skills gained from SCHN-supported 
professional development externally, including for secondary employment or commercial 
purposes, they must complete an Application for Secondary Employment as per guidance 
within the SCHN Secondary Employment Factsheet. This process ensures compliance 
with relevant policies, including the NSW Health Code of Conduct (PD2015_049) and 
Conflicts of Interest and Gifts and Benefits (PD2015_045). 

• Line Managers and Professional Leads play a key role in supporting staff by identifying 
effective methods for knowledge translation and dissemination. Together, they determine 
the most appropriate ways to share knowledge sustainably, promote its translation into 
practice, and encourage wide dissemination across SCHN departments and sites. This 
may include presentations, workshops, development of training materials, or internal 
publications. 

• All knowledge dissemination must respect intellectual property rights, including proper 
acknowledgment of original authors and content owners, adherence to branding, and 
compliance with copyright requirements. SCHN is committed to providing the necessary 
frameworks and resources to support knowledge sharing while safeguarding its 
intellectual property. Staff must ensure all shared materials comply with these policies 
and seek approval before any external or commercial use. 
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http://chw.schn.health.nsw.gov.au/o/forms/staff_services/secondary_employment/secondary_employment_application_form.pdf
http://chw.schn.health.nsw.gov.au/o/forms/staff_services/secondary_employment/secondary_employment_fact_sheet.pdf
https://www1.health.nsw.gov.au/pds/Pages/doc.aspx?dn=PD2015_049
https://www1.health.nsw.gov.au/pds/Pages/doc.aspx?dn=PD2015_045
https://www.nsw.gov.au/nsw-government/recordkeeping/sentence-and-dispose/records-retention-and-disposal-authorities
https://www.nsw.gov.au/nsw-government/recordkeeping/sentence-and-dispose/records-retention-and-disposal-authorities
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