These guidelines have been developed to comply with the following clauses of ISO 9001:
6.2 Human resources
6.2.1 General
Personnel performing work affecting product quality shall be competent on the basis of appropriate education, training, skills and experience.
6.2.2 Competence, awareness and training
The organization shall
a) determine the necessary competence for personnel performing work affecting product quality,
b) provide training or take other actions to satisfy these needs,
c) evaluate the effectiveness of the actions taken,
d) ensure that its personnel are aware of the relevance and importance of their activities and how they contribute to the achievement of the quality objectives, and
e) maintain appropriate records of education, training, skills and experience (see 4.2.4).
Overview
The skills and competence of our personnel has a direct bearing on the quality of the programs and services we provide to our clients/customers, and the level of qualification and training required for all personnel performing activities affecting quality needs to be identified.
Management responsibility includes human resource management and the need to communicate to all staff an awareness of our organisation’s quality policy and objectives and an awareness of their roles in meeting our organisation’s values and objectives for client services and programs, both individually and as part of a team.
Records of personnel training and qualifications will be kept and details of responsibility and authority will be specified in staff position descriptions.
As part of our staff performance review process we will review the experience, qualifications, knowledge and skills of our staff against the changing needs of our organisation and the changing needs of our clients/customers. 
Based on this needs analysis, training needs will be negotiated with each member of staff, which could address any of the following:
· Orientation to the organisation
· Safety and emergency procedures
· Communication skills
· Management skills/knowledge
· Technical or discipline-related skills/knowledge
· Quality management skills/knowledge
· Workplace health and safety procedures
Agreed training goals will be documented in our Staff Performance Plan and scheduled in our quality management system, Quality Coordinator. 
Staff will be provided with the time and resources to enable them to achieve their agreed professional developmental outcomes, through—
· attendance at conferences, seminars and similar
· opportunity for formal study
· structured on-the-job training
Evidence of staff’s participation in training and other professional development activities will be recorded in Quality Coordinator and copies of certificates and qualifications will be held on the respective staff’s personnel file. 
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	Table – Corporate Orientation and Mandatory Training 

	Name of Course / Content area
	When is the Training Delivered
	Program Area
	Comments

	
	Orientation
	Yearly Update
	Specified time frame
	
	
	
	
	
	
	

	Aggression Management 
	
	
	
	
	
	
	
	
	
	High risk staff 

	Bullying and Harassment
	
	
	
	
	
	
	
	
	
	All staff overview

	Child Protection
	
	
	
	
	
	
	
	
	
	

	Code of Conduct
	
	
	
	
	
	
	
	
	
	Incorporating Anti Fraud and Corruption Policies

	Cultural Awareness 
	
	
	
	
	
	
	
	
	
	All staff overview

	Disaster management
	
	
	
	
	
	
	
	
	
	All staff overview

	Driver Safety
	
	
	
	
	
	
	
	
	
	All staff overview

	Emergency Procedures
	
	
	
	
	
	
	
	
	
	

	Fire Safety and Evacuation
	
	
	
	
	
	
	
	
	
	Evacuation drills to be coordinated by Program Managers

	Food Hygiene
	
	
	
	
	
	
	
	
	
	All staff overview

	Hazard Reporting
	
	
	
	
	
	
	
	
	
	

	Internal Auditor Training 
	
	
	
	
	
	
	
	
	
	

	ICT Policy and Procedures
	
	
	
	
	
	
	
	
	
	

	Manual Handling
	
	
	
	
	
	
	
	
	
	

	Client Privacy and Confidentiality
	
	
	
	
	
	
	
	
	
	All staff overview

	Quality Coordinator Software
	
	
	
	
	
	
	
	
	
	

	Record Management
	
	
	
	
	
	
	
	
	
	All staff overview

	Security
	
	
	
	
	
	
	
	
	
	All staff overview

	Waste Management
	
	
	
	
	
	
	
	
	
	

	WHS
	
	
	
	
	
	
	
	
	
	Inclusive of incident reporting and hazardous substances



	
Table 2 – Occupation Specific Training

	Name of Course / Content area
	When is the Training Delivered
	Program Area
	Comments

	
	Orientation
	Yearly Update
	Specified time frame
	
	
	
	
	
	
	

	Accredited Diabetes Management
	
	
	
	
	
	
	
	
	
	

	Blood and other Body Spills
	
	
	
	
	
	
	
	
	
	

	Child Protection
	
	
	
	
	
	
	
	
	
	

	Clinical Correspondence Policy and Procedure
	
	
	
	
	
	
	
	
	
	

	Cold Chain Management
	
	
	
	
	
	
	
	
	
	

	Diabetes Educator
	
	
	
	
	
	
	
	
	
	

	Dangerous Equipment
	
	
	
	
	
	
	
	
	
	

	Emergency Trolley Checking Procedure
	
	
	
	
	
	
	
	
	
	

	First Aid – Mental Health
	
	
	
	
	
	
	
	
	
	

	First Aid – Applied
	
	
	
	
	
	
	
	
	
	

	First Aid – CPR
	
	
	
	
	
	
	
	
	
	

	First Aid – Emergency
	
	
	
	
	
	
	
	
	
	

	Infection Control
	
	
	
	
	
	
	
	
	
	

	Mental Health Certificate IV
	
	
	
	
	
	
	
	
	
	

	Pathology collection
	
	
	
	
	
	
	
	
	
	

	RACGP QI & CPD
	
	
	
	
	
	
	
	
	
	

	Sharps Protocol and Injury
	
	
	
	
	
	
	
	
	
	

	PIRS Training
	
	
	
	
	
	
	
	
	
	

	Point of Care Testing
	
	
	
	
	
	
	
	
	
	

	Primary Health Care Certificate IV
	
	
	
	
	
	
	
	
	
	

	QAAMS HbA1c
	
	
	
	
	
	
	
	
	
	

	Sterilisation policy and procedures
	
	
	
	
	
	
	
	
	
	

	STI
	
	
	
	
	
	
	
	
	
	

	Wound Management
	
	
	
	
	
	
	
	
	
	




	Table 3 – Manager Training 

	Name of Course / Content area
	When is the Training Delivered
	Program Area
	Comments

	
	Orientation
	Yearly Update
	Specified time frame
	
	
	
	
	
	
	

	Budget Management
	
	
	
	
	
	
	
	
	
	All management overview

	Human Resource Management
	
	
	
	
	
	
	
	
	
	All management overview

	Recruitment and Selection
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