Employer Support Tools - My ACE Backpack
JCAHPO & ATPO Annual Continuing Education Program

October 23 – 27, 2009   l   San Francisco, CA
• 
The most cost-effective professional development resource for OMP!

• 
Personnel experience a full-year of first-hand educational and training 
benefits - in FOUR days!

To assist personnel in making a strong case for continuing education and career development, we created the ACE 2009 Employer Support Tools! These form templates and tables will help convince your employer of the importance of JCAHPO’s and ATPO’s ACE program. 

The ACE program is about discovering your talents and interests as they relate to your career, and getting involved in courses and educational opportunities that facilitate your professional growth. 

Demonstrate to your employer the importance of this opportunity 
for the clinic and for you with:

•
Letter to Employer/Administrator 


(Use this letter (Word doc) to assist you in gaining support from your supervisor. 
Customize it however you like.) 

•
Proposed Expense Report

•
Benefits Report

•
Conference Strategy
•
Employer FAQs 

The Benefits of ACE



for Attendees
•
Career development opportunity

•
Earn credits toward certification

•
Network with professionals from around the world

•
Gain a sense of professional pride

•
Discover new concepts and innovations in eye care 

•
Demonstrate professional leadership and enthusiasm


for Clinics
•
Build leadership internally

•
Discover new techniques, procedures, and equipment

•
Improve practice efficiency

•
Invest in employees

•
Demonstrates commitment to employees

•
Gain high-quality, educated, and trained staff

LETTER OF REQUEST

Use this letter as a custom template to professionally communicate the message to your supervisors. Fill in the appropriate spaces with personal information to make the letter unique to you.
[date]

Dear [your supervisor’s name]:
To help provide [your facility] and our patients with the most current professional knowledge and technological innovations in ophthalmology, I would like to attend JCAHPO’s and ATPO’s Annual Continuing Education (ACE) program, held concurrently with the AAO’s Annual Meeting, October 23 - 27, 2009 in San Francisco, CA. This program is designed exclusively for the continuing education and certification of ophthalmic allied health professionals and offers the latest technology through Workshops, Sub-Specialty Sessions, and Scientific and Grand Rounds Sessions.

I am confident that the educational, training, and networking opportunities available at this program will benefit my professional development as an employee and the continuing growth of our organization. I am seeking financial support for the registration fee, travel, and living expenses during the event. Below, I have included an estimated cost breakdown:

	Cost Breakdown

	Item
	Description
	Cost

	Airfare
	
	

	Transportation
	
	

	Hotel
	
	

	Meals
	
	

	Course Registration Fee
	
	

	Estimated Total
	


In the enclosed documents, I have also included a detailed cost analysis, benefits report, and a list of courses for your review. Please consider this as a worthwhile professional development opportunity for our organization’s future. If you would like to view a detailed program brochure, please refer to www.jcahpo.org. Thank you in advance for your consideration. 

Sincerely,

_____________________________________

    ________________________

NAME/SIGNATURE






    DATE

EXPENSE REPORT / COST BREAKDOWN 
A detailed list of expected travel expenses for attendance at the 2009 ACE program. Don’t forget the cost-savings for Early-Bird Registration.
	Item / Expense
	Savings Tips / Notes
	Cost

	Conference Registration
	• Early-Bird Registrations: August 31
• Pre-Registrations: September 25
• Cancellations: October 16
	$

	Materials (if any)
	Handouts are free if downloaded from JCAHPO’s Web site prior to the meeting.
	$

	Flight
	Check flights early for reduced ticket prices or specials
	$

	Lodging
	
	$

	Transportation (Airport to Hotel)
	Travel with co-workers or colleagues from the area
	$

	Hotel
	Share a room with a co-worker
	$

	Transportation (Hotel to Airport
	Travel with co-workers or colleagues from the area
	$

	Mileage Reimbursement
	Calculate distances from online map site and determine what the cost will be ahead of time. Your clinic should have a standard mileage reimbursement policy.
	$

	Parking Reimbursement
	Avoid parking and get a ride or utilize metro transit
	$

	Food per Diem
	The Internal Revenue Service posts rates based on conference location. Refer to your company procedure for per diem reimbursement.
	$

	Subtotal
	$

	Group discounts are available when 2 or more staff

from the same office register.

Total number of employees attending from the office (if applicable)_______

Find grand total by multiplying the number of employees by subtotal. 
	$

	Total
	$


BENEFITS REPORT
The table below shows individual and organization benefits of sending ophthalmic personnel to the 2009 ACE program.

	Benefits Report

	Our Benefits
	Our Training / Practice Needs

	Networking
	The 2009 ACE program will enable our organization to network with other clinics and industry professionals. The goal is to gauge what resources and practices other organizations are utilizing to increase efficiency and the quality of care. Our professionals will also benefit from interacting with colleagues and industry leaders. Effectively training our staff is a priority; but by participating in ACE, we are also giving our clinic increased industry exposure.



	Teamworking
	By sending individuals from our organization, our team will immediately see results. The 2009 ACE program specifically provides attendees with a forum for understanding new technologies and procedures. Attending staff will have the opportunity to return with valuable information that will improve equipment use, procedures, workflow, and processes.



	Current Technologies


	

	Future Technologies


	

	Current Procedures


	

	Future Procedures


	

	Exploration of New Protocol


	

	Specific Courses & Technologies to Benefit From


	


CONFERENCE STRATEGY
Enter names, codes, instructors, and details for courses that interest you. Show your employer what courses would most benefit you and the clinic. It also gives you a useful reference guide when you begin registration.

	Course names, codes, instructors, and details
	Friday, October 23, 2009
	Saturday, October 24, 2009
	Sunday, October 25, 2009
	Monday, October 26, 2009
	Tuesday, October 27, 2009

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


EMPLOYER FAQs
1)  What is JCAHPO’s ACE program?

JCAHPO’s Annual Continuing Education (ACE) program is the world’s largest gathering of ophthalmic allied health professionals. Held concurrently with the American Academy of Ophthalmology’s Annual meeting, ACE is an opportunity for ophthalmic medical personnel (OMP) to take courses, earn credits, network within the eye care community, and develop valuable field skills. Through ACE, OMP gain training and experience to benefit their clinics, their careers, and the lives of patients.

The 2009 program in San Francisco, CA, October 23-27, offers a broad range of lectures and hands-on workshops to accommodate OMP working in all divisions of eye care. The 2009 ACE program includes:


•  Over 200 Lectures


•  13 Grand Rounds


•  63 Workshops


•  42 New Lectures


•  2 New Grand Rounds


•  4 New Workshops


•  Sub-Specialty Sessions 

2)  How will this help my employees and my clinic?

Continuing education (CE) in today’s health care environment is key for providing quality care and operating a competitive clinic. By devoting resources to the professional development of your staff, you are investing toward the future success of your clinic. 

JCAHPO’s commitment to providing quality CE and certification opportunities is internationally recognized and respected. Our educational opportunities and certifications are the standards for excellence in eye care among allied health professionals in ophthalmology. Sending OMP to the ACE program allows your clinic and your staff to be a part of this distinction, and bring quality care to your community. 


ACE equals results:


•  Increased employee productivity


•  Exposure to cutting-edge information and technology


•  More unified eye care team


•  Short-term investment for long-term results


•  Acknowledgement of OMP value to the clinic

3)  Bottom Line: What about cost?


For clinic administrators and physicians, cost remains an important determining factor, as it should be. After all, this is what you largely get paid to do: operate a profitable business. Without revenue, a clinic is nothing more than a fancy building with expensive equipment. 


Yet for the majority of ophthalmologists and clinic administrators, providing quality care remains the top priority. The challenge (particularly in uncertain economic times) is to balance the profitable business end while providing the best possible care.

When a staff member puts in a funding request for professional development, the first instinct may be to say “No”. But take a moment to consider what the employee is asking, and what that really means. This person has demonstrated initiative, leadership, confidence, professionalism, and followed the appropriate request channels. She/he understands the value that education and training can add to the overall efficiency of a clinic, and is eager to contribute. Should they be rewarded? Perhaps. But they should certainly be respected and taken seriously for their commitment to their career and the clinic.

Take a moment to look at the bigger picture. Sending even one staff representative from your clinic is likely to affect multiple areas of your practice. That individual will be participating in the premier professional development event for ophthalmic allied health, but they will also be bringing valuable information back to your clinic. This individual can serve as an ambassador to other staff, relay suggestions for improving workflow, and take on an advanced leadership role in the clinic. Think also about what your investment says to other employees about the clinic’s commitment to staff. Spending resources to cultivate staff involvement and start building an educated, trained staff from within is ultimately a long-term investment in your clinic’s future.
4)  How can I measure a successful return?


The value of supporting professional development for ophthalmic medical personnel might be difficult to quantify. Ultimately, it is the decision of each clinic, physician, or administrator whether or not they wish to invest in employee development. Regardless, this should be viewed as an opportunity rather than a weighty financial burden. 

The results of your investment may arrive in more untraditional means than merely dollars and cents. Broaden the scope of your analysis. Start by asking more conceptual questions for insight.



•  What can the clinic gain from participating in this event?


•  Is this good for the patient?


•  How committed is my staff to me/ the clinic/the patient?


•  Do I value continuing education and training?


•  Do I believe this will improve job performance?

These questions, and others, might lend clarity as you consider this important decision.
www.jcahpo.org                   /                    www.atpo.org

