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STAFF EDUCATION FUND

DECEMBER 2010 ALLOCATION GUIDELINES

PURPOSE: 
To provide funds for any employee or department to enhance their skills to improve the overall service the system provides to the community.

BACKGROUND:
In 2003 Lee Memorial Health System Foundation created Mission In Motion, an internal fund raising campaign designed to provide employees, volunteers and physicians the opportunity to support Lee Memorial Health System. By making a bi-weekly donation through payroll or a one-time donation, employees have the opportunity to foster important programs, such as helping to expand employee education and resources, while at the same time helping to meet the health care needs and improve the health status of the people of Southwest Florida.
During the 2010 Campaign, supporters generously contributed over $79,000 directed toward the following funds:

· Area of Greatest Need – Dollars will be directed to capital improvements throughout LMHS.

· Friends of Nursing – Funds to help assure that nurses have the skills and training they need to achieve superior clinical practice and provide the best possible patient care.

· All In The Family – Unrestricted fund for valuable programs, services and equipment needed throughout the health system.

· Staff Education – Funds for registration fees, costs of classes, books, meals, hotel, seminars and conferences. Funds can also be used to bring speakers or conferences to LMHS.

ELIGIBILITY:
PLEASE READ THE FOLLOWING REQUIREMENTS BEFORE APPLYING!
· Any department throughout Lee Memorial Health System may apply.

· The individual/department’s immediate department director MUST sign the application.
· Only requests for future funding will be considered. Please do not submit applications for reimbursement.
· Projects that an employee can request funding for include:

· Classes/Courses not currently covered by reimbursements

· Training not already approved in the departmental budget

· Purchase of books, registration fees and travel costs for short-term training such as workshops, seminars and conferences

· Hosting a guest speaker or class to train or inform groups of employees

· The LMHS Foundation must RECEIVE the application NO LATER than 

4:00 p.m. on THURSDAY, DECEMBER 30, 2010 in order to be considered in this application period.

· Recipients of the funds must be willing to be publicly recognized throughout the community

PROCESS:
The Staff Education Fund Allocation Committee is composed of employees who represent several areas, levels and years of service throughout the health system. The Human Resource Business Partner Director serves as chair of the Committee.

· The Allocation Committee will review all applications received in each application period and will select the requests that they believe are most needed and will be best utilized by employees. (Application period is defined as each time a call for applications is promoted, two times annually).

· The Allocation Committee will work to diversify funds throughout all locations (i.e. Lee, HealthPark, Cape Coral, Gulf Coast, Rehabilitation Hospital, HealthPark Care Center, Regional Cancer Center, etc.) as feasible.

· Funds will be allocated as they are received into the Staff Education Fund (The amounts to be allocated will not always be the same).

· All fund recipients will be contact within 3 weeks of the application deadline.

· Fund recipients are responsible for completing necessary arrangements to secure funds within 90 days of approval letter (i.e. contact Executive Secretary of the Foundation to discuss when you will need the funds if you cannot complete the conference/class within 90 days).

· YOU MUST TOTAL YOUR REQUEST AND ADD ALL SHIPPING/HANDLING CHARGES! If your application comes in without these charges they will not be included and you will have to pay them out of your budget or out of pocket. The Foundation will not total any requests.
OBLIGATIONS:
The following are the recipient’s obligations for receiving the funds

· The recipient who is granted funds is responsible for completing appropriate class/course applications.

· The recipient must implement the program/workshop or complete their coursework, etc. within 90 days of being awarded funds unless a specific arrangement is made.
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STAFF EDUCATION FUND APPLICATION

Wait! Is your application complete? Did you…

 FORMCHECKBOX 
 Complete every section?

 FORMCHECKBOX 
 Total ALL costs and write total requested? (Foundation will not total for you)

 FORMCHECKBOX 
 Attach quotes for any conference/airfare/hotel costs?

DEPARTMENT:       
APPLICANT:      
 FORMCHECKBOX 
 I am willing to volunteer for the 2011 Mission In Motion Campaign.

 FORMCHECKBOX 
 I donated to the 2010 Mission In Motion Campaign.
PHONE NUMBER:      
COST CENTER:          

ITEM/PROJECT/SERVICE REQUESTED:      
     
     
ACTUAL COST OF CLASS/COURSE/EDUCATIONAL MATERIALS: (you must write the TOTAL of everything including shipping) (attach supporting quote, cost estimate, etc.):      
     
REASON FOR REQUEST (No more than 300 words. Attach additional page if more space is needed):      
     
     
BENEFIT TO INDIVIDUAL/ENTIRE DEPARTMENT (No more than 50 words):      
     
     
DEPARTMENT DIRECTOR SIGNATURE/DATE: ____________________________________

DEPARTMENT DIRECTOR NAME:________________________________________________

All applications MUST be received no later than 4:00 p.m. on Thursday, December 30, 2010 by the 
LMHS Foundation Office, located at 9800 S. HealthPark Dr, Suite 210, Fort Myers, FL 33908 
in order to be processed in this application period. 
You may send the applications by mail, interoffice, email (Ali.Levine@LeeMemorial.org) or fax (343-6991). 

The applicant is responsible for confirming the receipt of the application.

**Any application deemed incomplete by the LMHS Foundation will be returned to the applicant.**
