[image: image1.jpg]BCASLPA

BC ASSOCIATION OF SPEECH/LANGUAGE
PATHOLOGISTS & AUDIOLOGISTS



[image: image5.jpg]BCASLPA

BC ASSOCIATION OF SPEECH/LANGUAGE
PATHOLOGISTS & AUDIOLOGISTS




[image: image6.jpg]BCASLPA

BC ASSOCIATION OF SPEECH/LANGUAGE
PATHOLOGISTS & AUDIOLOGISTS




[image: image7.jpg]By 12-18 month:
Imitate and
say a few words?

By 18-24 months: X
Follow simple directions? . By 3-4 years:
Describe pictures
~ and actions?
And, by 23 years:
Use sentences that are
3 words long?

By 4-5 years:
Hear and understand
most of what is said?

Communication is at the heart
of your child’s development.

One in 25 preschoolers
has a significant speech or language disorder.

Visit beaslpa.ca to find out more about how you can help with
your child’s progress or to find a practitioner near you.
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Dear Member:

Welcome to the British Columbia Association of Speech - Language Pathologists and Audiologists (BCASLPA). 

You will find contact information for your Provincial Council on our website and in the newsletter that you will be receiving as a member benefit.  

Please feel free to contact your Area Representative or the BCASLPA Office if you have any questions or concerns.

Please visit our website: www.bcaslpa.ca for information on BCASLPA activities, upcoming workshops and member’s only resources. A new account will be set-up for you on the website and your login and password will be emailed to you. Once you login, you will be able you to make changes to your account, access items such as the electronic health library databases and gain the full benefit of the site.

Enclosed is a copy of our Mission Statement for your review.  We are pleased to have you as a member of the Association.

Yours truly,
President

Our Vision

We help people connect with others and their world, changing lives.

Communication: it’s what makes us human and what connects us to each other.

Our members help people who have speech and hearing disorders to better express themselves, understand what others say, be heard, and hear more clearly. 
For some, our work ends their isolation, for others, their frustration.

Mission Statement

We support our members by providing them with essential resources and professional development opportunities so they can provide the highest level of service to people with communication challenges. We also represent the interests of speech-language pathologists and audiologists in BC.
We are committed to:

· providing services and support for our members

· advancing knowledge about communication disorders

· promoting the highest professional and ethical standards

· providing the public with information about speech-language pathology and audiology

· educating consumers about speech-pathology and audiology services, and their rights

· advocating for services for the communication impaired

· supporting consumer advocacy efforts

Welcome to BCASLPA
Thank you for joining us! You have joined an exciting and dynamic organization.  In your role as an Area Representative you have the opportunity to connect with members in your area and drive change and innovation to meet the strategic planning objectives that have been brought forward by the BCASLPA membership.
Benefits of being an Area Representative
· having the experience of being involved with an enthusiastic, dynamic organization

· travel and hotel to Vancouver for the annual Provincial Council meeting and Strategic Planning Meeting 
· you can earn up 5 CEU’s per year for being involved 
· conference fees paid for if you attend 75% or more of all meetings
Role of an Area Representative
· May is speech and hearing month – arrange a gift basket to the value of $150 to be used as a door prize or could be given as a gift to the first baby born in your area that month
· Coordinate the use of Area Representative Funds ($1500 annually) to support a local professional development day (may include a speaker at a training event, teleconference, video conference that would benefit members in your area) or purchase educational materials for a regional lending library.  (Please see the attached policy and procedures for Area Representative Funds.)

· Organize an Annual Meet and Greet for members in your area; help keep your members connected and up-to-date with BCASLPA activities (please see Meet and Greet Policy); host a fun event at a local tourist attraction; invite the BCASLPA President to your event 
· Attend Area Representative Teleconference 4 times a year

· Attend the strategic planning meeting in Vancouver 
· Work on subcommittees in your area of interest to support the work of members in your area and across BC
We look forward to meeting and working with you!  Please do not hesitate to contact a member of the Provincial Council about any questions or concerns you may have.  To receive an up to date list of the Provincial Council Members, please contact Janet at bcaslpa@telus.net
Sincerely,

Your fellow Area Representatives

Positions on the Provincial Council

Our Governance Structure is member driven.

BCASLPA is governed by an elected board, called the “Provincial Council.” The Council has 14 elected positions. The role of the council is to deal with the day to day operations of the association.
There is an Executive Committee that consists of the President, Vice President, Past President, Treasurer, and Secretary.

Professional Councillors
There are four professional councillors who ensure professional issues are considered.  Private Practice Audiology, Private Practice Speech & Language Pathology, Public Practice Audiology and Public Practice Speech & Language Pathology.  
Councillor Representatives

There are three representative positions on the Provincial Council.  These are Area Representative Councillor, Advocacy Councillor and Member Services Councillor.   Their role is to ensure committees have a direct line to the policy-approving body of the association.
Area Representatives

There are six area representatives.   Their role is to act as a conduit for information between members in their area and the Provincial Council.   The Area Representative Provincial Councillor has the right to vote at Provincial Council meetings.
Canadian Association of Speech-Language Pathologists and Audiologists (CASLPA) Board of Director
The Board of Director liaises between CASLPA and the provincial association.   

Interest Groups
Interest groups are represented on Council.  These are SLP School Affairs and SLP Private Practice.
Benefits

Did you know that there are many benefits to being a member of BCASLPA?  You can get money off travel, insurance, BCASLPA conference attendance and you can get access to journal articles through the Electronic Health Library which is free with membership.  Check out the other benefits –

http://www.bcaslpa.ca/membership/benefits
http://www.bcaslpa.ca/membership/continuing-education
How do BCASLPA, CASLPA and CSHHPBC link together?

Watch the video to find out the relationship between the three organizations and how they work together.

http://www.youtube.com/watch?v=6A-g97zYA90

	BCASLPA Membership Benefits!

	Private practice insurance (CASLPA) - Open only to Association members, the CASLPA insurance program offers a full range of coverage specifically designed to meet the unique insurance needs of speech-language pathologists and audiologists. 

	Private practice service providers list (BCASLPA) - Reach the public faster: list your practice in our online, searchable database

	Hanen e-seminar discounts- The Hanen Centre is pleased to partner with BCASLPA to offer members a special rate on its online e-Seminars! BCASLPA members now receive a 25% discount on their registration. Simply login to the BCASLPA website and visit the Benefits section under Membership.  Hanen's two hour, live e-Seminars are a great way to earn professional development hours from your home or office. All e-Seminars are research-based and taught by expert, Hanen certified, SLPs. 

	Home insurance discounts - BCASLPA has recently arranged a new home insurance program through Mardon Group Insurance (MGI). This program provides comprehensive insurance policies, exclusively for BCASLPA members, which offers group discounts of up to 20% as well as many improvements and enhancements usually unavailable to individuals or available only at higher prices

	Area Funds - Area funds made available by BCASLPA annually are to be used for continuing education events and special projects for BCASLPA members throughout the province.   Please contact your Area Representative for information or see the Area Funds Guidelines Document on the BCASLPA website.

	Advocacy - BCASLPA continues to advocate for you and the advancement of your profession through public information campaigns and outreach.



Other important  information
1. E-mail contact address

bcaslpa@telus.net
2. Link to governance and section for Policy documents and Bylaws
http://www.bcaslpa.ca/about-us/governance
3. Link to the President’s report

http://www.bcaslpa.ca/sites/default/files/Presidents%20Report_0.pdf
4. Link to CASLPA report

http://www.bcaslpa.ca/sites/default/files/CASLPA_Overview-BC.pdf
5. College of Speech and Hearing Health Professionals of BC

http://cshhpbc.org/default.htm
6. CASLPA

http://www.caslpa.ca/english/index.asp
7. Social Media

Come and join the discussion groups on Linkedin
Follow us on Twitter @bcaslpa
Like us on your Facebook page

BCASLPA Area Representative Position Description.
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BCASLPA Position Description

	Position Title: Regional Representative
	Length of Term: Two years

	Governing Body/Reports to: Area Rep Councilor and Provincial Council
	Applicable Policies or Bylaws: PP1.16, V.3.A, V.3.B, Bylaw 11.5.1

	Revision Date: September 2013
	Report Required: Yes


Major Responsibilities/Functions
· To establish and chair a committee for the area, as per policy statement and procedure 1.3 (Area governance and subject committee structure and terms of reference for Committees not chaired by Provincial Council member)
· To act as liaison between the members residing in their respective areas and the Provincial Council
· To present area concerns and requests to the Provincial Council
· To keep the members in the area informed of pertinent Association business
· To call area membership meetings as required
· To organize and host a Meet and Greet meeting in the region one time per year
· To take minutes of area representative meetings on a rotational basis
· To document and distribute materials purchased in the Area through BCASLPA Area Funds
· To contribute to the BCASLPA Nominations and Elections Committee as required
· To contact new members to the area with a welcome letter
· To submit contributions (where appropriate) to Vibrations on professional activities of the area
· To promote and coordinate the use of area funds in the region
· Invited to attend all PC meetings, as a non-voting guest. (Travel costs will be paid by BCASLPA).  If Area Representative attends 75% of Provincial Council meetings, BCASLPA conference registration will be waived.
· To perform other duties as requested by the Provincial Council or area members
· Recruit new councilor for position prior to vacating position
Committee Involvement

· Area Reps Committee
· Provincial Council
Other
Introduction letter to members
Area Representatives can use the introduction letter to send to members when they start this position. 
An example of an E-Mail Template requesting Area Representative to be used on the completion of your 2 year term. 



E-Mail Template for e-mail blast to members
Area Representative sends these out three times a year i.e. February, May and October, or as required following teleconference with other Area Representatives. 

A message from your xxx Area Representative for BCASLPA, xxx:

	Item
	Comments

	Region Specific News 
	(e.g. meet and greet, BCASLPA funded pro-D, regional meetings, etc.)

	Update on Area funds
	(dates for next submission)

	News from BCASLPA Area Reps
	(e.g. updates on PC meetings, action plan items, strategic planning actions, BCASLPA conference, vibrations submission)



	Social Media Links
	(e.g. twitter, email blasts, facebook)



	Upcoming  Events in our Region (or others)
	(e.g. calendar of events)



	Photos or news from our Region
	Email a photo of a BCASLPA member or event in your community



	Comments from our members
	Please email xxxx with comments or concerns within your community that you would like brought forward to BCASLPA provincial council




Area Representative report that is sent to Executive Assistant every month preceding the monthly Provincial Council teleconference
The Area Representative is required to submit a report of activities for that region for each Provincial Council meeting.  The current report template is enclosed.
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Area Representative Report
	Position
	

	Name
	

	Date
	


	Activities

	

	Items for PC Review

	

	Information to share with BCASLPA members

	· 


Respectfully Submitted, 
Name
The role of the Area Representatives Committee Councillor is set out in the BCASLPA Position Description. This is the position which has voting rights on the Provincial Council and Represents all Area Representatives from the Province
BCASLPA Position Description

	Position Title: Area Representatives Committee Councilor
	Length of Term: Two years

	Governing Body/Reports to: Provincial Council
	Applicable Policies or Bylaws: PP I.2, I.15, I.16, I.23; Bylaw 39

	Date: April 2010
	Report Required: Yes 


Position Overview 

The Area Representatives Committee Councillor acts as the liaison between the Area Representatives and Provincial Council.

Major Responsibilities/Functions

Calls meetings of and chairs the Area Representatives Committee

Acts as liaison between the Area Representatives and the Provincial Council

Presents area concerns and requests to the Provincial Council

Keeps Area Representatives informed of pertinent Association business and policies

Recruit new councilor for position prior to vacating position

Keep records of area funds spent per region per fiscal year

Activities

Committee Involvement

Provincial Council
Area Representatives Committee
Other
NOTE:  Committee Chairs provide a written report of activities for each PC Meeting. The Chair is also responsible for submitting annual budget proposals to the Treasurer as necessary.
Meet and Greet policy
BCASLPA Policy Statement & Procedures

V.21
AREA: Finance

SUBJECT: Meet and Greet

POLICY:

Meet and Greet funds, as made available by Provincial Council annually, are to be used for an annual Meet and Greet event that must benefit as many members in the Area as possible.  These funds may be used for any one or all of the following:

· gather socially (e.g. wine and cheese)

· meet a representative from BCASLPA

· have a formal area meeting

· invite a speaker for a professional development opportunity 

· using Telehealth, Skype, or video conferencing to offer the event across your community
BCASLPA will provide $550 funds for each of the regions each year ($50 of this amount is allocated for door prize/s). The reasoning for equal distribution of funds is that some regions have a larger percentage of members while other regions experience higher continuing education expenses due to increased travel costs as a result of being outside of metropolitan areas. Regions may combine their funds if they want to participate in the same event. Funds can be used for venue and catering video conferencing, across groups/sites in region.

Proposals that could conflict with the BCASLPA annual conference might not be approved. BCASLPA advises that the scheduling of the Meet and Greet event and speakers so as not to conflict with the BCASLPA conference.

SUGGESTED PROCEDURES:

1. Area Representatives will inform all members via e-mail of the meet and greet event.

2. Area Representatives will request feedback from members as to organizing the event e.g. venue, date.

3. Area Representatives will be responsible for setting up video conferencing as required.

4. Funding may be divided among members in the region if they are going to participate in the event via video conferencing. 

5. Area Representatives will collect and hold requests from members wishing to participate in the event though video conferencing.

6. Members will submit receipts/invoices for catering, to the Area Representatives.

7. The Area Representatives will forward them to the BCASLPA for payment to the appropriate person.

8. The Treasurer will report to Provincial Council on the status of Meet and Greet Funds.

9. Area reps will notify members of approved events in their regions.

10. The event organizer will publically acknowledge BCASLPA’s financial support for the event to event attendees

11. The fiscal year for Meet and Greet Funds is June 1 – May 31. Monies must be spent by May 31. All receipts must be submitted to the BCASLPA office no later than June 15. BCASLPA will not carry unused funds into the next fiscal year.

12. BCASLPA will track events and recipients funded from year to year and publish this information to be available to members.

Refer to the following BCASLPA policies for further related information: 

Finance: Support for Continuing Education Activities (other than the BCASLPA Annual Conference or BCASLPA Area Events)

Governance: Committee Structures and Terms of Reference for Committees not chaired by a Provincial Council Member

Area Funds Training Guide
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Area Funds Training Guide
May 2013
Prepared by:
J Hodder
M Adler-Bock

S Passy

L Denley

J Grant

Manual Contents:

Introduction

BCASLPA Policy on Area Funds Event 1.31
BCASLPA Statement on Area Representative Regions 1.16
BCASLPA Policy on Use of Area Fund V.3.A

BCASLPA Area Funds Application
Event Planning Timelines Table
Letter regarding honorarium

Certificate for training template

Congratulations! You have the exciting task and challenge of planning an area funded workshop supported by BCASLPA. 

This document will be a guide through the process of how to apply for area funds and the process for using BCASLPA area funds for the continuing education training for BCASLPA members. 

Planning and organizing a training event can be supported by your area members and Area Representative. 

The Event Planning Timelines table will be of particular use in keeping track of continuing education events and planning down the road for future events.

There are additional sample documents available from the BCASLPA Office to assist in more detailed conference type tasks if required.
Thank you for being part of the continuing education program for BCASLPA members.

May 2013

BCASLPA Policy Statement & Procedures

I.16

AREA: Governance

SUBJECT: BCASLPA Areas

POLICY: 

BCASLPA has the following areas, each with its own area representative who shall sit on the Area Representatives Committee:

	Area
	Description

	Area 1:

Northern
	The area north of the 52nd parallel, including Williams Lake to Alaska, Yukon and Northwest Territories border, and from the west coast to the Alberta border.

	Area 2:

Thompson-Okanagan
	The area south of the 52nd parallel to the Canadian border and to the east of the 122nd longitude to the Alberta border, not including Hope and Chilliwack.  Includes the south, central and north Okanagan, 100 Mile House, Kamloops, Merritt and Princeton.

	Area 3:

Vancouver Island
	Vancouver Island and the Gulf Islands.

	Area 4:

Greater Vancouver
	The area from the Canadian border north to the 52nd parallel and from the west coastline east to the Lower Arm of the Fraser River.  Richmond, Burnaby, North Vancouver, West Vancouver, Pitt Meadows, Coquitlam, Sechelt,  Powell River, Whistler, This area excludes Delta, Ladner, Langley, North Delta, Surrey, Tsawwassen and White Rock.

	Area 5:

Kootenay
	The area east to the Alberta border, south to the United States border, north to Roger’s Pass, and west half way between Rock Creek and Midway to Monashee Summit up to Galena Bay Ferry (Arrow Lake). Includes Nelson, Trail, Castlegar, Golden, Invermere, Kimberley, Cranbrook, Fernie and Sparwood

	Area 6;

Fraser Valley
	The area from the Canadian border north of the 52nd parallel and from the west of the Lower Arm of the Fraser River to the 122nd longitude.  This area includes Abbotsford, Agassiz, Chilliwack, Delta, Fort Langley, Harrison, Hope, Ladner, Langley, Maple Ridge, Mission, North Delta, Pitt Meadows, Rosedale, Surrey Tsawwassen, and White Rock.


PROCEDURE:

The procedure for creating a new area is defined in Bylaw 57:  New Areas.

	Monitoring/reporting Frequency: Every two years 

DATE POLICY APPROVED:  Sept 6, 2003

DATE LAST REVISED:  March 2013
DATES REVIEWED: September 18, 2004,  September 28, 2005; Sept. 9, 2006, October 29, 2008; March  2013


BCASLPA Policy Statement and Procedures

V.3.A

AREA: Finance

SUBJECT: Use of Area Funds

POLICY:

Area funds, as made available by Provincial Council annually, are to be used for continuing education events and special projects for BCASLPA members throughout the province. Continuing education opportunities (e.g. conferences, workshops, videos, books, loan materials) must benefit as many members in the Area as possible. Area funds are not intended for reimbursement of travel-related costs (e.g. travel, accommodations, meals).

BCASLPA will divide funds equally among the regions each year. The reasoning for equal distribution of funds is that some regions have a larger percentage of members while other regions experience higher continuing education expenses due to increased travel costs as a result of being outside of metropolitan areas. Regions may combine their funds if they want to participate in the same event.

Proposals that could conflict with the BCASLPA annual conference might not be approved. BCASLPA advises requesters to schedule events and speakers so as not to conflict with the BCASLPA conference.

PROCEDURES:

1. Area Representatives will inform all members in February with a reminder in May of the availability of Area funds by posting a Call for Requests for Use of Area Funds through Vibrations and/or the BCASLPA website, and by sending out a broadcast email to members in their regions

2. Funding may be divided among two or more requests 

3. Tier One: Area Representatives will collect and hold requests until May 31 and then review them together. 
4. Tier Two: Regions with funds remaining after that date will post a second Call for Requests with proposals due by October 31. 
5. Tier Three: Following October 31, remaining funds will be pooled, and will be accessible to members from any region. Any funding requests received after October 31 will be considered in the order that they are received by the BCASLPA Area Representatives in consultation with the other Area Representatives. 

6. All funding requests will be considered in accordance with the following criteria:

· Area Representatives will give priority to continuing education events that are open to all BCASLPA members. 

· The request must include a specific estimate of expenses to be claimed. 

· The person who is requesting must have followed a consultation process that is consistent with BCASLPA’s policy on Project/Task Consultation Process prior to submitting the funding request.

· At least four S-LPs or two Audiologists, in accordance with the target audience for the event, must endorse the event or project in signature. Should signatures be impractical, the event supporters may forward endorsements to the Area Representative by email.
· Only members of BCASLPA can initiate a request for use of Area funds.
· If a fee is being charged for the event, the organizer(s) will provide a discounted fee for BCASLPA members; if no fee is being charged for the event, priority registration will be given to BCASLPA members for a specified period of time.  Fees will be subject to HST, PST/GST if income is over $30,000. You will need to arrange for a tax number under these circumstances. 

7. Requesters will submit proposals to the Area Representative in their region for review and decision regarding funding, in consultation with the Area Committee

If submitting a multi-regional proposal, the requester(s) will send a proposal to each region where area funds are being requested. The proposal must indicate which regions are involved in the joint request. The Area Representatives from each region affected will consider and decide on multi-regional proposals for their own individual regions. At their discretion, the Area Representatives may also coordinate with each other regarding multi-regional requests.
8. The Area Representative will forward approved requests to the BCASLPA Treasurer for budget allocation
9. The person who submitted the request will submit invoice(s) for the event to the appropriate Area Representative who will forward them to the BCASLPA for payment to the appropriate person.

10. The Treasurer will report to Provincial Council on the status of Area Funds

11. Area Funds are not available to support costs related to continuing education or special projects for an individual member or to subsidize travel-related expenses of members.

12. The event organizer(s) will use any surplus revenues (from registration fees, rental fees, etc.) from the event to repay Area funding provided by BCASLPA. The organizer will forward surplus revenues to the BCASLPA Treasurer for designation as Area Funding. 

13. Area Representatives will notify members of approved events in their regions.

14. The event organizer will publically acknowledge BCASLPA’s financial support for the event to event attendees

15. The fiscal year for Area Funds is June 1 – May 31. Monies must be spent by May 31. All receipts must be submitted to the BCASLPA office no later than June 15 of the following year. BCASLPA will not carry unused funds into the next fiscal year.

16. BCASLPA will track events and recipients funded from year to year and publish this information to be available to members.
17. Honorariums may be given.  Requests for honorarium must be submitted to the Executive of Provincial Council for consideration and approval.  A letter will be signed and sent from Council acknowledging honorarium amount and recipient.  Recipient will sign to receipt.  Copy will be given to Provincial Council treasurer and to recipient.
Refer to the following BCASLPA policies for further related information: 

Finance: Support for Continuing Education Activities (other than the BCASLPA Annual Conference or BCASLPA Area Events)

Governance: Committee Structures and Terms of Reference for Committees not chaired by a Provincial Council Member

Governance: Project/Task Consultation Process

	Monitoring/reporting Frequency: Every two years

DATE POLICY APPROVED: January 10, 2004

DATE LAST REVISED:  28 November 2008, 21 Feb 2009, May 11, 2011, 14 Feb 2012
DATES REVIEWED: September 18, 2004; Sept. 9, 2006, September 2007, Nov 6, 2008, February 21, 2009, May 11 2011, 14 Feb 2012



Once completed, this form should be sent to the BCASLPA Area Representative for your region.

Application Deadlines

Tier One:
May 31 (for following fiscal year June 1 – May 31)

Tier Two: 
October 31 (for remaining months in fiscal year which ends May 31)

Tier Three:
Applications received after October 31 will be considered based on suitability and funding availability province wide

1.   Project or Event Information

Name of project or event: ________________________________________________________

Description of project or event: ____________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

Target audience: _______________________________________________________________

Date of event: _________________________________

Start date and length of project: ___________________________________________________

Is this part of a multi-region request?
 
Yes____________
No _____________

If yes, circle any other Areas where you are making application:  GVRD, Vancouver Island & Gulf Islands, Fraser Valley, Kootenays, Thompson-Okanagan, North. Note: you must submit a separate application for each Area.

2.   Financial Information

Amount requested: __________________________

Projected Revenue: __________________________

Description of revenue source(s): _________________________________________________

____________________________________________________________________________

____________________________________________________________________________

Anticipated costs: _____________________________________________________________

Description of costs: ___________________________________________________________

___________________________________________________________________________

3.   Registrant/Participant/Beneficiary Information
Anticipated # of 1) BCALPSA,  and 2) non-BCALPSA registrants/participants/beneficiaries: 

1)__________________________________________________________________________

2)__________________________________________________________________________

4.   Consultation Information
Description of the consultation conducted: ___________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

This request is endorsed by:

SLP (4 signatures)





Audiologist (2 signatures)

_____________________________



_____________________________

__________________________



               _____________________________

___________________________


_____________________________

5.   Requester Information
Name: ___________________________________

SLP: _______________     AUD: _______________

Employer: _____________________________________________________________________

Phone: (W) _______________________________       (H) ______________________________
E Mail: ____________________________________________

Signature of requester: _________________________________   Date: ___________________
	Event Planning Timelines

	When
	Item

Tasks
	Completed

	

	
	· Provincial Council will confirm Area Funds budget for the forthcoming fiscal year at Strategic planning meeting

	
	· Area Representative to send out e-mail blast to member requesting Area Funds Proposals for the forthcoming year

	
	Complete and send application for area funds to Area Representative
· In the proposal include description of cost for event and the cost breakdown; make sure that photocopying costs are included if required
· Include in the proposal how Area Representative will be kept informed on progress on proposal so that members and provincial council can be kept informed
· Include information as to consultation process that took place in order to decide that the event was what members wanted e.g. obtain information on topics/speakers by canvassing membership; reviewing conference evaluations from previous conferences; possibly send out survey
· Tier One: By end of May proposals will be collated by Area Representatives Area Committee will review all proposals 
· Where funds have been allocated by Area Committee, Area Representatives will notify applicants of decision by end of June
· Tier Two: Regions with funds remaining after that date will post a second Call for Requests with proposals due by October 31. 
· Tier Three: Following October 31, remaining funds will be pooled, and will be accessible to members from any region. Any funding requests received after October 31 will be considered in the order that they are received by the BCASLPA Area Representatives in consultation with the other Area Representatives.


	

	
	· After the event complete – (a)  a report regarding the event, feedback, breakdown of expenditure and send copy to Area Representative (b) brief summary with any photographs to be included in Area Representative e-mail blast to area members

· Submit all receipts for expenses to Area Representative; Area Representative will forward to treasurer 
	



Date      
Dear _________________:

We are pleased to extend to you an Honorarium to the value of ______________ to support the continuing education of BCASLPA members. 

We thank you for your support. 

Please contact me if you have any questions or concerns about the terms outlined in this document.   

Sincerely,

	
	
	

	Treasurer
	
	Recipient


Example of Certificate for CEU’s following a Regional Professional Development Day:

Date: _____________________

Dear Sir/Madam:

Please accept this letter as verification that __________________________(name) attended a ___________________(day) _____________ (hours)  Training/workshop in ______________________________________________.

The training/workshop included theory and practice in the following areas of ___________________________:

Sincerely,

(Name), 

(Title) 
(address)

(email: )

Area Membership List
An area membership list is available from the Executive Assistant at BCASLPA.
BCASLPA Banner

There will be a portable banner available for each area to be used at BCASLPA supported training events.

Please complete this Area Representative Kit Feedback Form in order for us to improve the information that we provide to you.
Please indicate your rating by placing a circle around the value you would give for each item.
	
	Poor
	Fair
	Good
	Very Good
	Excellent

	1. Content of the kit
	1
	2
	3
	4
	5

	2. Information
	1
	2
	3
	4
	5

	3. Layout/Design
	1
	2
	3
	4
	5

	4. Relevance to Area Representative Role
	1
	2
	3
	4
	5


Any additional feedback:
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Introduction letter p.4


Governance p.5-6


Benefits to membership p.7
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Introduction letter to members in your area p.10


E-mail template to members on leaving your role p.11


E-Mail template 


Information to members’ p.12


Area Representative report template p.13


Role of Area Rep Councillor p.14


Meet and greet p.15-16


Area Funds Training Guide p.17-32


Feedback form p.33


PDF files


Expense Claim Guidelines


Expense Claim form
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Date:





Dear New Member/Existing members,





Welcome!





I am writing to you as your xxxxx Area Representative for BCASLPA.  BCASLPA is divided into 6 geographic regions:  Greater Vancouver, Vancouver Island and Gulf Islands, Fraser Valley, Thompson/Okanagan, Kootenays and the North.  Each area has a volunteer representative who liaises with members on behalf of BCASLPA, and reports to the Provincial Council through our Area Representatives Councillor.  Area Representatives are elected by the members in their regions and serve a two-year term.





As your Area Representative, I am here to answer any questions you may have about BCASLPA.  Area Representatives also have a variety of other duties, including:





Distributing information to members as requested by Provincial Council.  This is usually done by broadcast email, so please contact me to make sure I have your email address on my distribution list.





Reporting monthly to Provincial Council on activities and requests within the region.





Organizing annual Meet and Greet events within the region





Distributing Area Funds.  This is an amount of money set aside by BCASLPA each year to support local professional development for members.  The Area Representatives with the assistance of local area committees evaluate proposals for professional development events/projects and allocate funds to those that are approved.  Projects/events must benefit a group of members within the geographic area.  If you are interested in this, or in participating on the area committee, please contact me.





Please don’t hesitate to contact me if you have any questions.  I may be reached by email at xxxx or by phone at xxxxxx.





Sincerely,





Xxxxx


Area Representative.














Join Us as a BCASLPA Area Representative!


What is involved?


Attend monthly teleconference meetings – Attend 75% of the meetings and get your BCASLPA conference fees paid


Talk with other BCASLPA Area Representatives – Be involved in moving strategic plans forward for your region


Join the conversation about BCASLPA initiatives – Add to your professional development


Bring professional development to your community through the use of your BCASLPA Area Funds - Be part of a vital, enthusiastic team of Speech Language Pathologists and Audiologists


Host a BCASLPA funded meet and greet in your area - Make new connections and share ideas





If you would like more information please contact your current Area Representative.


If you would like to be a BCASLPA Area Representative please contact Janet Campbell at � HYPERLINK "mailto:bcaslpa@telus.net" �bcaslpa@telus.net� by Friday December 1st 2012.
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