Letter of appointment to a health service committee

Health services may have different policies, arrangements and committees responsible for credentialling, scope of clinical practice and making recommendations about medical staff appointments. This template can be modified by the health service to suit a particular situation 
and could apply to:

•
a credentialling committee 

•
a credentialling and scope of clinical practice committee 

•
a medical appointments committee.

Dear <insert name of committee appointee>

I am pleased to inform you of your appointment to the <insert name of relevant committee> 
of <insert name of health service> for a period of <insert number of years> years, commencing <insert date>. 

The board has given the committee an important role in contributing to the safety and quality 
of this health service, with responsibility for determining the <insert appropriate term(s) such 
as credentialling OR credentialling and scope of clinical practice OR recommending appointment> 
of medical practitioners. 

The role of the committee includes <insert relevant phrases that fit with policies and terms 
of reference, for example:

•
provision of advice on the minimum credentials necessary for a medical practitioner 
to competently fulfil the duties of a specific position or a scope of clinical practice within 
the health service

•
consideration of each medical practitioner’s credentials and performance in the context of the organisation’s needs and capability and recommendation of the scope of clinical practice that 
is appropriate

•
making recommendations regarding the appointment of medical practitioners>.

The committee will provide its recommendations to the <insert board or relevant senior manager 
or relevant committee according to organisational structure and policies>.

The committee will meet <insert frequency appropriate to health service> to ensure all medical practitioners are <insert appropriate term for the role of the committee, for example, appropriately credentialled and have their scope of clinical practice defined>.

Members of the committee are insured under VMIA Professional indemnity insurance policy 
in respect of liabilities that may arise in the course of the conduct of committee members’ duties subject to the policy’s terms and conditions. 

Members are obliged to act in ‘good faith’ and must disqualify themselves from acting on any matter before the committee if they have a material or perceived personal (including pecuniary) interest in the outcome of the matter. Committee members are also required to maintain confidentiality of the committee’s proceedings. 

Please find enclosed copies of the health service’s policies on credentialling and scope of clinical practice and medical appointments, and the committee’s terms of reference, and a copy of the Department of Health’s Credentialling and defining scope of clinical practice for medical practitioners in Victorian health services (2011) and Partnering for performance (2010) policies.

Members are requested to acknowledge they have read the attached health service and Department of Health policies and accept their appointment to the committee by signing below and returning a copy of this letter to the health service. 

I thank you for agreeing to undertake this very important work on behalf of the health service. 

Yours sincerely 

<Insert name of board chair>
Committee member name: 

Committee member signature:

Date: 

