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INTRODUCTION

Purpose of an Annual Report
Through their annual reports, health professional colleges communicate their activities to the Minister of Health, the Legislative Assembly and the people of Alberta.  In addition, annual reports are often a significant means of communicating important information to a college’s membership, although some colleges prepare a separate report for this purpose.  

Section 4 of the Health Professions Act (HPA) requires that Colleges submit an annual report of its activities in a form acceptable to the Minister that contains the information requested by the Minister.  Annual reports submitted to the Minister are tabled in the Legislative Assembly and become public documents.  Annual reports are available to the public at the Legislature Library; nonetheless, colleges are encouraged to make their annual reports publicly available on their websites. 

Annual Reports are a tool for helping assure colleges are fulfilling their regulatory obligations.  They may also provide information on other activities undertaken by the college.  In addition to an annual report, the Minister of Health may require other reports from a college to ensure that the requirements of the HPA are being met.
Purpose of the Guide
This Guide provides direction to regulatory colleges in preparing their annual reports to be submitted to the Minister.  The Guide addresses broad areas and identifies specific information elements to be included and whether they are required or desirable.  In addition, the Guide will provide advice on the format, organization and submission requirements for annual reports. 

The Guide is intended to provide direction, but not be overly prescriptive: to clearly specify the Minister’s requirements while allowing colleges the flexibility to address their unique circumstances.   

The Guide builds upon the requirements of Section 4(1) of the HPA.  Section 4 of the HPA states:

4(1)
A college must submit to the Minister an annual report of its activities in a form acceptable to the Minister that contains the information requested by the Minister, including but not restricted to

(a)
a statement respecting the number of complaints made and their disposition, including the number of hearings closed to the public in whole or in part, the number of appeals and the number of regulated members dealt with under section 118;

(b)
information respecting registration;

(c)
a description of and information about the college’s continuing competence program;

(c.1)
a description of and information about inspections under Part 3.1;

(d)
whether the college has an approval under section 27 and, if so, a statement describing how it is complying with conditions imposed on the approval, if any;

(e)
a statement respecting the committees and tribunals established under this Act;

(f)
audited financial information or financial information in a form and manner satisfactory to the Minister.

(2)
On receipt of a report under subsection (1), the Minister must lay a copy of it before the Legislative Assembly if it is then sitting or, if it is not then sitting, within 15 days after the commencement of the next sitting.

(3)
The Minister may, to ensure that the requirements of this Act are met, require reports from the college in addition to the annual report under subsection (1).

Content and Form of an Annual Report
This section identifies and discusses the various information elements that colleges are expected to include in their annual reports.  In keeping with this focus on expectations, the term “should” is used throughout, except where components are required.  As a guideline, this document attempts to balance the need to set minimum requirements, while at the same time encouraging colleges to go beyond the minimum. 
When an annual report is submitted to the Minister, it is reviewed within the department.  In this context, particular attention is paid to the inclusion of required information items.  If significant deficiencies are identified through this review, they will be drawn to the attention of the college for future reports.  It would be unlikely, however, that this would affect the tabling of the report, although the Minister could request a college to revise its report or provide supplemental information.  For ease of reference, a copy of the checklist used by the department in its review of college annual reports is included as an appendix.   

The annual report should be a stand-alone report.  An annual report does not need to be a glossy document, but it should be clearly written and presented in a professional manner as it is an official document which is tabled in the Legislative Assembly.  The report should indicate clearly the fiscal year for the financial statements included the report and the registration year for registration information provided in the report.
There is no standard form for annual reports.  How a college chooses to report its activities will depend upon the size of the college and the activities to be reported.  For many colleges a single report serves as an annual report to the membership, the Minister and the public at large.  One approach that some colleges find useful is to present the annual report as a series of smaller reports or messages from the president, public members,  registrar (registrations and possibly continuing competence), complaints director (complaints and their investigation) and, where applicable, the chair of the continuing competence committee.  Another approach is to focus on areas of interest: governance, registration, complaints etc. 
The following outline, which reflects the organization of this guide, is a suggested as one approach: 

· Introduction 

· Governance 

· Membership Information 

· Approval of Training Programs and Examinations

· Continuing Competence Program 

· Complaints and Discipline
· Other Regulatory Functions 

· Audited Financial Information 

· Other Activities 
Introduction
The introduction to the annual report sets the stage for the reader by describing the college’s highlights of the year and providing background information about the college, its structure and the regulatory and professional activities it normally undertakes. This section may also describe the services provided by practitioners of the health profession.  To members of a college some of this information may appear repetitive, but it can be very helpful to an external reader. The introduction section should include some or all of the following elements: 
Introductory Message
A message from the president can be an effective way of presenting or introducing an annual report.  Ideally it would specify the time period covered by the report and indicate that the report has been approved by the college’s council. 
The introductory message may also summarize and highlight the college’s major activities and accomplishments of the past year.  Alternatively, this information might be presented in a report from the executive director or other officials of the college. 
Important

An annual report is an official document of a college and it is essential that the council approve the report before it is submitted to the Minister. It is strongly recommended, therefore, that a statement to this effect be included in the body of the report and not in a separate covering letter as these can easily become separated. 
Public Members’ Message
Public members provide an important element of public participation and accountability under the HPA.  For this reason, the annual report should include a message from the public members.  This message should reflect the unique perspective of public members and, most importantly, can help to provide assurance that the college is operating in the public interest.  Each public member could provide a separate message, or a single message could represent their collective views. 
Background Information on the College
It would be helpful if the annual report could include a brief description of the college and its organizational structure to assist readers in understanding the report: 
· A brief description of the college:  This should include an overview of the health profession(s) regulated by the college and possibly a brief history of the college.  It may also describe how the college is organized and staffed.  It should also describe how professional association functions are carried out, particularly where the college has been approved by the Minister under Section 27 of the HPA to negotiate or set professional fees. 

· Organizational chart:  An organizational chart can be very useful, especially for indicating how regulatory and professional-association functions are differentiated.  The chart can also illustrate the interrelationships among various bodies (Council, Registration Committee, Competence Committee etc.) and roles (President, Registrar, Complaints Director, Hearings Director etc.) in the college. 
· A general overview of the services provided by the health profession:  The purpose of including this information is primarily to assist the lay reader, particularly where public awareness of a profession and its activities is not prevalent.  This overview could simply reiterate a profession’s scope of practice as set out in its HPA schedule or it may provide a more illustrative or in-depth description.  It may also be helpful to identify the protected titles commonly used within the profession.  

Governance
Council’s Role

A council manages and conducts the activities of the college, exercises the rights, powers and privileges and carries out the duties of the college in the name of and on behalf of the college and carries out the powers and duties of the council.
Under the HPA, the council is responsible for governing the profession in the public’s interest and carries out this responsibility through the development of regulations, standards of practice, codes of ethics, and bylaws.  The section on governance should address any initiatives in the following: 
Regulations
Regulations are made by college councils and address such matters as registration and practice permit renewals, continuing competence, performance of restricted activities, alternative complaint resolution, the collecting and release of information about regulated members. Regulations must, however, be approved by Lieutenant Governor in Council before coming into force.  If changes to a college’s regulation have been approved during the reporting year, the annual report should reflect this.  It is also suggested that activities associated with the development of new or amended regulations and a description of major consultations with members and other stakeholders, including consultation through the federal/provincial/territorial process, be included within the report. 
Standards of Practice and Codes of Ethics
Standards of practice and codes of ethics provide direction to health professionals in the practice of their profession.  They are developed or amended by a college’s council through a process of consultation and collaboration within the profession and with external stakeholders.  Before adopting new or revised standards of practice and codes of ethics, colleges are required to consult with and consider any comments provided by the Minister.  The Minister, however, does not formally approve standards of practice or codes of ethics.   
The annual report should include the following as appropriate: 

· the identification of any new initiatives concerning standards of practice and/or codes of ethics and the purpose for the initiatives;

· a description of major consultations with stakeholders, including whether the standards of practice and/or codes of ethics were submitted to the Minister for review;
· whether new standards of practice and/or codes of ethics have been formally adopted by council; and
· where copies of standards of practice and/or codes of ethics can be obtained or accessed. 
Bylaws
Bylaws generally address the internal operations of a college.  Like regulations, they are made by the council of the college; however, they do not require government approval to come into force.  Whether amendments to bylaws should be reported in a college’s annual report is discretionary, although it may be useful to report on major changes that affect how a college is organized or functions.  
Other Initiatives

It would also be appropriate for a college to describe its participation in other initiatives related to the practice of the profession or the regulation of its members, including:
· participation in major government, professional or service-sector initiatives, 
· organization of and participation in professional conferences; 
· participation in legislative or regulatory consultations under the HPA or other legislation (privacy legislation, health sector legislation); and
· development of initiatives under the Agreement on Internal Trade (AIT) or the New West Partnership Trade Agreement(NWPTA)
.
Registration of College Members
This section provides information about the membership of the college, including new applications received, practice permits renewed, and practice permits not renewed.  The purpose of this information is to provide a snapshot of the college’s membership at the end of the year for which the annual report is issued.  It is mandatory that the annual report contain information about registration. 
A college may choose to present this information within the context of a Registrar’s Report.  Unless the numbers are small, it is recommended that this information is presented in table format indicating the number of regulated members in each register category.  Inclusion of historical data would be helpful to illustrate workforce trends.  
New registrants
This information should include the number of people entering the profession, whether as new graduates, practitioners from other jurisdictions or as practitioners returning to practice (reinstatement).  The report should provide statistics on the
· total number of applications received within the reporting year

· total number of new registrations within the reporting year (number of applicants and number of registrations should always be indicated separately even if they are the same number)
· number of registrants who are new graduates from approved programs 
· number of registrants through other routes (includes practitioners registered from equivalent jurisdictions or through determinations of substantial equivalency); and
· number of practitioners returning to practice (includes practitioners who were previously inactive or registered in another jurisdiction, plus those whose registration had been cancelled previously but was reinstated in the reporting year). 
Number and types of regulated members

This information should provide the reader with a clear picture of the college’s current membership and should include, as appropriate, the following:
· the total number of regulated members and the number of regulated members in each registration category; 

· number of practice permits denied, restricted or not renewed in each registration category; 

· historical information indicating trends in the past number of years; and

· number of retirees, inactive members, and other types of unregulated members;
Many colleges use the courtesy register for applicants from other jurisdictions for specific, generally time-limited purposes such as teaching workshops.  As the time frame for courtesy registration is not coordinated with a college’s normal renewal cycle, colleges may find it easier to report information separately for this register. 
Professional regulations generally require that the registrar specify the length of time the individual is to be registered on the courtesy register and the purpose for registration. If a college utilizes a courtesy register, it should report on the following as appropriate:
· the total number of members on the courtesy register over the year, whether the number is zero or otherwise;
· the average number of days/months (amount of time) that the members were registered on the courtesy register; and

· the general or most common reasons for registration on the courtesy register.
Reviews by Council

If the registrar, registration committee or competence committee of a college refuses to issue, suspends, or issues a practice permit subject to conditions, an applicant may request the council to review that decision.  The annual report should provide the following information with respect to reviews by the council: 

· total number of reviews requested within the year, indicated even if the number was zero; 

· reasons or circumstances leading to the request for review;

· outcomes of reviews (required).
Training Programs, Examinations and Competency Profiles
The HPA allows colleges to approve training programs for the purpose of registration.  The HPA also stipulates that before approving or removing the approval of a program, the college must consult with the Ministers of Health and Advanced Education and requires them to consider feedback from the two Ministers. 
With respect to the approval of training programs and/or examinations, the annual report should include the following, as appropriate:
· training programs and/or examinations that have been approved or have had their approval removed, and
· new initiatives for reviewing training programs and/or examinations, including consultations with stakeholders.
· As training programs and registration examinations are based upon professional competency profiles, colleges should also address initiatives related to the development and updating of such profiles in their annual report. 
Continuing Competence Programs
The purpose of continuing competence programs is to maintain competence and to enhance the provision of professional services.  If a college does not have a continuing competence program on coming under the Act, it must develop one within five years from when the college’s regulations under the HPA were enacted.  
The annual report is required to contain information on the college’s continuing competence program.  If a program is still being developed, there should be a specific statement to this effect.  The following should be included, as appropriate, with respect to a college’s competence program:
· a brief description of the Continuing Competence Program; 

· a description of any initiatives to develop a new or improve the existing continuing competence program including the development of new rules if provided in regulations;  

· a description of the operation of the program, including any monitoring of outcomes, types of activities undertaken, general compliance rates and a description of any actions taken by the college in response to noncompliance; and

· a general description of the outcomes of practice visits if included as part of the continuing competence program indicating as appropriate:
· number of reviews conducted; 
· concerns identified;
· number of practices requiring improvements; and 
· actions taken.
Complaints and Discipline
The HPA requires that a college report on the number of complaints received and their disposition.  This is an important component of transparency and accountability to the public.  
The annual report must include statistics on the number complaints and their disposition, including dismissal, informal resolution, referral to alternative complaint resolution (ACR), investigation and hearing.  Additionally, this section must include information on appeals to the council made either by the complainant or the investigated member.  
Colleges are not required to use a template or preset format to report on their complaints.  Nonetheless, to facilitate year to year comparisons, colleges are encouraged to adopt a consistent reporting approach.  Also, where there are a large number of complaints, table presentations are preferred.  
Complaints Received
An overview of the complaints received by the college should be provided and address the type or nature of complaints and any changes or trends in complaints received. Specific data should be provided on the following:
· number of new complaints received in the year and, if appropriate, the type or nature and  sources (employers, other practitioners, patients etc.) of complaints; 

· number of complaints carried over from previous year/years;  
· number of complaints closed (disposed of) during the year; and
· number of complaints still open. 
· To maintain confidentiality, colleges may choose not to report information about the type or nature and sources of complaints if numbers are small. 
Disposition of Complaints

Complaints may be disposed of or addressed in a variety of ways.  The annual report should address the disposition of complaints by providing a general overview of how complaints were addressed within the college, including the identification of any significant changes in the disposition patterns.  Specific data should be provided on the following: 

· number of complaints dismissed, redirected elsewhere or resolved informally; 

· number of complaints referred to the ACR process; 
· number of complaints referred to an investigation; and

· number of complaints referred to a hearing.
Colleges are also required to report the number of regulated members dealt with under section 118 of the HPA which pertains to incapacity assessments.  The number of members who had incapacity assessments as a result of a complaint should be indicated.  If there were no assessments, indicate zero.
Alternative Complaint Resolution (ACR)
If a college addresses complaints through an ACR process, the annual report should provide information on the college’s process. This should include a description of the college’s alternative complaint resolution process and an overview of its operation within the past year, including types of issues addressed. Statistics should be provided on the following: 

· number of complaints referred to the ACR process ;
· number of settlements ratified, amended, or not ratified by a complaint review committee;

· number of referred complaints remaining within the ACR process. 
Hearings
Information on disciplinary hearings should be included in a college’s annual report and provide statistics on the following: 
· number of hearings held;

· the outcomes of hearings, including findings and nature of disciplinary action; and
· hearings not concluded. 
· Colleges are required to report the number of hearings closed to the public.  If the number of closed hearings was zero, this should be indicated.  The report should address the reasons why the hearings were closed.
Appeals
Information on appeals of disciplinary decisions should be included in a college’s annual report and provide data on the number (indicate zero if none), and outcome of the following: 
· appeals to council by complainants regarding the decision to dismiss a complaint;

· appeals to council by the investigated person or the registrar; and

· any appeals to the court by the investigated person.

Other Regulatory Functions
Inspections
Part 3.1 of the HPA enables colleges to conduct inspections for the purposes of determining whether regulated members are complying with the HPA and the college’s bylaws, standards of practice and code of ethics.  If a college has an inspection program, the annual report must include a description of that program and information about inspections conducted.  This could include the number of inspections conducted and a description of the findings.

Facility Accreditation

In accordance with their respective schedules, the College of Physicians and Surgeons of Alberta and the Alberta Dental Association and College are required to accredit surgical and other facilities.  If a college has provisions for accrediting facilities, the annual report must include a description of that program and information about the accreditation process.  This should include information about the number and type of facilities accredited, accreditations renewed and accreditations withdrawn. 
Financial Information
The HPA requires that a college provide information on its financial situation.  It is expected that colleges will provide an audited financial statement and a description of the college’s major revenues and expenditures. 
The Audited Financial Statement 
The annual report is required to present or enable access to the college’s audited financial statement, including a written report provided by the auditors.  If for any reason a college is unable to provide its financial information within the report, the college may request approval from the Minister to report its financial information in an alternative format.  Such approval should be obtained prior to the submission of the annual report. If the audited financial information is submitted separately, the annual report should indicate this fact.  
If the audited financial statement is submitted separately, the Minister would also table that statement in the Legislative Assembly.  
Revenues and Expenditures
The annual report should include a description of the college’s major revenues and expenditures in a format that provides college members, the Minister and members of the public with a clear picture of the college’s current financial status.  Historical information may also be provided and may be used to show a college’s financial trends.  
This general description of the college’s financial situation should reflect: 
· the college’s principle sources of revenue for the year  (e.g.: application fees, membership fees, other fees or significant revenue sources);
· the college’s major expenditures (e.g. college administration, discipline, legal fees, major initiatives);  and include 

· a brief explanation of changes from the previous year; and
· any necessary historical data to illustrate important trends.
Other Activities of the College
Colleges vary in the extent to which they incorporate other professional association functions within their mandate. For some professions, non-regulatory member services are provided by a separate professional association.  This section is intended to allow colleges that combine regulatory and professional functions within a single organization to report on their other professional or member services activities. 
Approvals under Section 27 of the HPA
Section 27 of the HPA requires a college to obtain approval from the Minister to negotiate and set professional fees, and develop guidelines for professional fees.  Colleges that have ministerial approval under section 27 are required to include the following in their annual report: 

· A statement outlining the approval provided by the Minister including a description of the functions the college is approved to undertake, the body responsible for carrying out these functions, its membership and its relationship to the council. 
· A summary of the activities undertaken concerning the negotiation and setting of professional fees, and the development of guidelines for professional fees.
Other Professional Activities 
While the focus of the Annual Report should be on a college’s regulatory responsibilities, a college may find it useful to present information on its other activities such as other professional or member services, if applicable, to provide a more complete description of its members and activities to the public.  Activities that a college might choose to report on include:
· activities to promote the health profession;
· activities to promote the competency of regulated members; 
· activities provided to promote the welfare of the regulated members (e.g.: enhancing work/life balance); 

· activities concerning clinical and non-clinical issues concerning the profession; and 

· activities regarding collaboration with colleges in other jurisdictions, other health professions and other organizations, including health workforce planning conducted by the provincial government (for example, the Provider Directory).
Submission Requirements
Letter
A transmittal letter from the college’s president or chief executive officer/executive director should accompany the submitted annual report.  The letter should indicate:
· the name of the college; 

· the fiscal time period and registration time period covered by the annual report;

· that the annual report has been developed under the direction of and approved by the council; and
· that the annual report is being submitted so that the Minister may table it in the Legislative Assembly. 

Deadline
There is no specific deadline for submitting the annual report, but it is desirable that the information be reasonably current and that it be provided on a timely basis, generally within 6 months of the end of the period covered by the report. 

The HPA indicates that the Minister must table a college’s annual report in the Legislative Assembly when it is in session within 15 days after the annual report is received.  If the annual report is received while the Legislative Assembly is not in session, the annual report must be tabled within 15 days after the Legislative Assembly is in session.
Number of Copies to Submit
Eight hard copies and one electronic copy are required.  Six hard copies are tabled in the Legislative Assembly, one is kept on file with the Health Professions Unit, and one is available in the Alberta Health & Wellness library.  Colleges should submit reports directly to the Health Professions Unit.

Contact Information
Health Professional Regulation
Professional Regulation and Physician Workforce Branch
Health Workforce Planning and Accountability Division

Alberta Health  
10th floor, ATB Place 
10025 Jasper Avenue

Edmonton, Alberta  

T5J 1S6
Phone: 780-427-1419
Appendix
Health Professions Annual Reports Checklist
( Annual Report Approved by College’s Council 

( Governance Activities Described

( Membership Information*

· number of applications

· number and type of registrants

· number of courtesy registrants

· number of registration reviews

( Continuing Competence Program Information*

( Complaints and their Disposition* 

· number of new complaints+
· number of complaints carried over from the previous year+
· number of complaints closed+
· number of complaints still open+
· number of hearings held and number closed to public*

· number of appeals*

· number of members dealt with under s.118*

( Approval under S.27, if applicable*

· Conditions imposed

( Committees and Tribunals Established, if Required by Regulation*

· Registration 

· Competence 

· Tribunals and Complaint Review Committees

( Inspection Information, as Applicable*
· description of inspection program+
· description of inspections conducted+
· number of inspections conducted 

· description of findings and actions

( Facility Accreditation, as Applicable+

· description of accreditation program+
· information about the accreditation process+
( Audited Financial Statements*[image: image1.png]



* Required in accordance with s.4 of the HPA


+ Required in accordance with the Guidelines








� The New West Partnership Trade Agreement (among British Columbia, Alberta and Saskatchewan) replaced the British Columbia/ Alberta Trade Investment and Labour Mobility Agreement (TILMA) on July 1,  2010. 






