[image: ]
LOGIQC QMS - PEOPLE MANAGEMENT

Using LOGIQC QMS to manage people related tasks
As staff change within an organisation, tasks in the LOGIQC QMS need to be added or halted depending on whether the staff member is coming or going. The following table lists a range of standard tasks which could be added when a new staff member is appointed and the tasks that would need to be managed when a staff member is leaving the organisation. 
	Ref.
	Managing tasks in LOGIQC relating to people management
	☒

	
	Tasks – when staff are leaving the organisation
	

	1
	Deactivate their profile on the Contact Register
	☐

	2
	Unpublish their employment agreement on the Contract Register
	☐

	3
	‘Halt and hide’ person specific related tasks on the Compliance Register, e.g. annual performance review
	☐

	4
	Note LOGIQC will ‘Halt and hide’ scheduled license / registration checks on the Licensing Register if the task when it was setup was assigned to the ‘position’
	☐

	5
	Note LOGIQC will ‘Halt and hide’ scheduled training on the Training Register if the task when it was setup was assigned to the ‘position’
	☐

	
	Tasks – when new staff have been appointment
	

	1
	Add their user profile to the Contact Register
	☐

	2
	Link their profile to their respective manager’s profile on the Contact Register
	☐

	3
	Add their name to internal meetings on the Meeting Register that they are required to attend
	☐

	4
	Add their employment agreement to the Contract Register with restricted access 
	☐

	5
	Add all records relating to the appointment of the staff member to the Contract Details Form with restricted access
LOGIQC is designed to support a single digital HR File environment
	☐

	6
	Schedule their induction / orientation task as a once off task on the Training Register
Note: this task can be created as a related item to the employee agreement
	☐

	7
	Schedule their probatory review as a once off task on the Compliance Register
Note: this task can be created as a related item to the employee agreement
	☐

	8
	Schedule future license / registration checks on the Licensing Register
Note: this task can be created as a related item to the employee agreement
	☐

	9
	Schedule their mandatory training on the Training Register 
Note: this task can be created as a related item to the employee agreement
	☐

	10
	To view all tasks that have been transferred to the position go to the ‘All Tasks’ tab in the Task Register and filter on the column titled ‘Officer’. This will provide you with a list of all tasks that will be sent to the respective staff member, going forward. 
These can be assigned to an alternative position simply by clicking on the task and changing the ‘Action Officer’ and or ‘Approval Officer’. 
	☐
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