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Guide for Understanding What the QMS Registers are Designed to Manage

Introduction
Using the right Register sometimes is essential if you want to get the most out of your QMS. For instance, there are 2 registers in LOGIQC which are specifically designed to manage ‘people related’ tasks, the Licensing Register and the Training Register. These Registers have an inbuilt functionality that enables the system to automatically ‘halt and hide’ training or licensing tasks that has been assigned to an ‘individual’ when a staff member leaves the organisation. This functionality stops licensing tasks, for instance, being assigned to the next person who takes the position, which may be a nonsense. 
The following table details what each Register and Module in the LOGIQC QMS is designed to manage, so that you can take advantage of the full functionality of the platform.  
	LOGIQC Register
	Business objective
	Scope

	Registers to support the Governance Framework

	Document Register
	Ensure staff have access to the latest approved versions of corporate policies and procedures.
	This Register is designed to manage all documents developed to articulate or guide the organisation’s behaviour. For example:
· Organisational policies, procedures, protocols, work instructions, relating to:
· Governance 
· Corporate
· Operational
· Service provision
· Forms, templates, signage check sheets
· External guidelines, training resources, Standards 
· Internal signage

	Contracts Register
	Manage contractual relationships and associated compliance requirements. 

	
	This Register is designed to manage any document that has a specified expiry date. For example:
· Funding agreements
· Employment agreements
· Insurance policies
· MOU / partnership agreements
· Service Level Agreements (SLA)
· Warranty agreements

	Supplier Register







	Ensure suppliers are providing the highest quality services. 
	This Register is designed to manage those suppliers that the organisation may purchase goods and services from that have the potential to affect the quality of services and therefore have a bearing, direct or indirect, on customer outcome:
· Employment/locum agencies
· Other health service providers / subcontractors
· Suppliers of medical consumables and equipment
· ICT providers
· Catering services that provide food services for clients
· Suppliers and contractors e.g. cleaning and maintenance

	Accreditation Module
	Monitor and manage accreditation requirements
	This Module is designed to provide reports on how the organisation meets the requirements of standards, either for internal report or for external auditors. The Accreditation Module can be used for any published health and related standards.

	Risk Module
	Identify, assess, rate and treat critical risks
	This Module is designed to track the organisation’s exposure to identified risks, real and perceived, that have the potential to impact on the organisation’s objective or standing in the community and has been developed to align with the requirements of ISO 31000 Risk Management – Guidelines. Scope of risk could include:
· Corporate risks – admin, finance, HR, ICT, Quality, IPC
· Reputational risks
· Operational risks
· Service provisions risks
· WHS risks

	Registers to support the management of ongoing tasks

	Audit Register
	Monitor and evaluate the performance of critical systems and processes.
	This Register is a specialised register for managing compliance and monitoring performance through internal and external audits, reviews, evaluations, and inspections. For example:
· Compliance audits of critical processes, e.g. HR File audit, complaints management audit
· Performance audits, e.g. program evaluations, measurement against Quality Objectives, KPIs
· Critical equipment inspections e.g. Calibration of equipment
· Workplace Health and Safety audits

	Compliance Register
	Ensure critical activities are undertaken to meet compliance obligations.
	This Register is a general register for managing compliance tasks which the organisation is required to do. For example:
· Contractual requirements, e.g. Funding reports
· Asset maintenance, e.g. Vehicle servicing
· Actions required by industry Standards
· Actions required by legislation or other regulations
· Licensing requirements for the organisation, e.g. Permits (not the individual)
· Actions required by organisational policies, e.g. annual staff performance reviews

Note: The Compliance Register is not designed to manage audits, staff licensing checks or training. These tasks should be managed through the specialised registers for audits, licensing and training.




	Registers to support people management tasks

	Licensing Register
(People management)
	Ensure staff, supplier and contractor credentials are checked as required.
	This Register is a specialised register designed to manage compliance relating to license checks of staff and other individuals, including external service providers and credentialing checks, for example:
· APHRA / APC / other professional registration checks
· Medical insurance/indemnity relating to an individual
· National Police Check
· Working with Children Check
· Driver license checks
Note: It is recommended that these tasks are assigned to the ‘person’ not the ‘position’, when scheduling the task. 

	Training Register 
(People management)
	Ensure staff maintain the required competencies to perform their role
	This Register is a specialised register designed to manage compliance relating to staff training for example:
· Induction / orientation 
· Mandatory training
· Occupational specific training 
· Management training e.g. budget management, people management
Note: It is recommended that these tasks are assigned to the ‘person’ not the ‘position’, when scheduling the task.


	Registers designed to support a Reporting Culture

	Improvement Register
	Track non-conformances and support continual and evidence-based improvement in service delivery.
	This Register is designed to support the reporting of issues related to process, including: 
· Non-conformances
· Where the process has not been followed
· Where equipment does not meet required specifications
· Where services do not meet expected outcomes
· Recommendations arising from audits, internal or external
· Recommendations for improvement arising from adverse event
· Suggestions for improvement 

	Incidents Register
	Ensure adverse events are reported and managed effectively in accordance with operational and statutory requirements. 
	This Register is designed to support the reporting of adverse events, including identified hazards. 
· Service provision incidents, e.g. clinical incidents 
· Operational incidents
· Workplace health and safety incidents
· Identified hazards 

Note: Essential to establishing a reporting culture is to support a ‘no blame’ culture. It also requires all staff to take responsibility to report adverse events.

	Feedback/complaints Register
	Ensure customer/client feedback and complaints are reported and managed effectively in accordance with operational requirements.
	Note: The Feedback Register was designed to record feedback from external sources, e.g. clients, other service providers. 
Staff feedback can be recorded on the Improvement Register. 
This Register is designed to track and monitor what external stakeholders are saying about the organisation. 
· All feedback and complaints – non-personnel related
· External feedback from clients, suppliers and other external stakeholders 

	Repairs Register
	Ensure plant and equipment malfunction is reported and managed effectively
	This Register is designed to manage the repairs of all plant (facilities) and equipment:
· Repairs relating to plant and equipment
· Repairs relating to vehicles 
· Repairs relating to other assets 


	Other Registers

	Records/Evidence Register
	Maintain evidence of critical activities required to support / accreditation. 
	This Register is designed to provide a central location for all records which relate to managing safety, quality and risk, including those that may be required to be provided to an external auditor. For example:
· All records associated with completing tasks scheduled in LOGIQC, where evidence may be required by an external auditor
· All other records that may need to be provided to an auditor

	Contacts Register
	A central contact list for the organisation’s stakeholders 
	The Contact Register is designed to manage those business contacts that may be necessary to support staff to complete tasks that have been allocated through the QMS. 
For example:
· Contacts relating to contracts where acquittal reporting and other reporting requirements have been tasked in the QMS
· Suppliers who will be managed through the Supplier Register
· Suppliers who manage maintenance or repairs to plant and equipment, including fire and safety equipment, those who calibrate equipment
· External auditors
· Corporate officer suppliers
· Suppliers of medical consumables and medical equipment

[bookmark: _GoBack]Note: It is not recommended that the Contact Register replicates other contact data bases the organisation may have in place. 
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