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COMPETENCY ASSESSMENT TOOL – STAFF
	Staff Name
	

	Position Title 
	

	Assessor Name
	

	Date of Assessment 
	



Purpose
[bookmark: _GoBack]The purpose of the assessment is to identify where further training is required for those staff who have “staff” status in LOGIQC. 
Levels of Competency
There are two levels of competencies – competencies which are required by all staff and competencies which are only required by those who have “approving officer” status within LOGIQC.  
Competency Assessment Scale
There are three levels of competency:
· Not competent
· Partially competent
· Competent
Self-Assessment 
The assessment tool is designed to support a self-assessment process. Prior to the formal assessment, you can undertake a self-assessment of your understanding and competence in using LOGIQC and note your level of assessment in the column titled “self-assessment”.
Assessor Assessment 
In assessing a staff member’s competency in using LOGIQC, request the staff member to demonstrate their understanding by using LOGIQC and note the assessment level in the column titled “assessor assessment”.
Following the Assessment 
Where the assessment against the required assessment criteria is assessed as “not competent” or “partially competent”, provide information to the staff member on the function of LOGIC immediately and negotiate with the staff member as to when further training will be provided, if required.  
Both the staff member who has been assessed and the Assessor are required to sign and date this form following the assessment and a copy of the completed assessment form is to be held on the respective staff member’s personnel file or where training records are held by the organisation.


	Item
	
	Assessment Criteria 
	
	Self
Assessment
	
	Assessor Assessment

	1
	
	URL - How to find the Quality Management System (QMS) online?
	
	 
	
	

	2
	
	LOG IN - How to log on to LOGIQC QMS?
	
	 
	
	

	
	
	HELPDESK – How to access LOGIQC Helpdesk?
	
	
	
	

	3
	
	GENERAL 
	
	
	
	

	
	
	How to sort data in alphabetical/numerical order?
	
	
	
	

	
	
	How to use column filters?
	
	
	
	

	
	
	How to use the search functionality?
	
	
	
	

	
	
	How to use the “advanced filters”?
	
	
	
	

	
	
	How to export register data to excel?
	
	
	
	

	4
	
	TASKS REGISTER
	
	 
	
	

	
	
	My Tasks - understand what is on this tab
	
	 
	
	

	
	
	Past Tasks – understand what is on this tab
	
	 
	
	

	
	
	When I have been sent a task how to access the task?
	
	
	
	

	
	
	When I have been sent a task how to record action taken?
	
	
	
	

	
	
	How to add progress notes to a task not yet complete?
	
	
	
	

	5
	
	QUICK LINKS
	
	
	
	

	
	
	What is the purpose of Quick Links?
	
	
	
	

	6
	
	TOP 10 DOCUMENTS
	
	
	
	

	
	
	What are these documents?
	
	
	
	

	7
	
	MEETINGS REGISTER
	
	 
	
	

	
	
	My Meetings - understand what is on this tab
	
	 
	
	

	
	
	How to print a quality agenda report for a meeting?
	
	
	
	

	8
	
	CONTACTS REGISTER
	
	 
	
	

	
	
	Business Contacts - understand what is on this tab
	
	 
	
	

	
	
	Staff Contacts - understand what is on this tab
	
	 
	
	

	
	
	How to modify your staff profile?
	
	
	
	

	9
	
	DOCUMENT REGISTER
	
	 
	
	

	
	
	Documents - understand what is on this tab
	
	 
	
	

	
	
	How to add a document?
	
	
	
	

	
	
	How to open a document?
	
	
	
	

	10
	
	AUDIT REGISTER
	
	 
	
	

	
	
	How to record action taken in relation to an audit task?
	
	
	
	

	
	
	How to upload an audit report? 
	
	
	
	

	
	
	How to create a ‘related item’ to an audit task
	
	
	
	

	11
	
	COMPLIANCE REGISTER
	
	
	
	

	
	
	How to record action taken in relation to a compliance task?
	
	
	
	

	12
	
	IMPROVEMENT REGISTER
	
	
	
	

	
	
	How to suggest an improvement?
	
	
	
	

	
	
	What is a non-conformance?
	
	
	
	

	
	
	How to record action taken in relation to an improvement task?
	
	
	
	

	14
	
	FEEDBACK REGISTER
	
	
	
	

	
	
	How to report customer feedback?
	
	
	
	

	
	
	How to upload a record when reporting feedback?
	
	
	
	

	
	
	How to make a feedback item confidential?
	
	
	
	

	
	
	How and why I would create a “related item” to feedback reported?
	
	
	
	

	15
	
	INCIDENT REGISTER
	
	
	
	

	
	
	How to report an Incident?
	
	
	
	

	
	
	How to upload an attached record when reporting an Incident?
	
	
	
	

	
	
	How to make an Incident report confidential?
	
	
	
	

	
	
	How to record action taken in relation to an Incident report?
	
	
	
	

	
	
	How and why I would create a “related item” to an incident report?
	
	
	
	

	16
	
	LICENCE REGISTER
	
	
	
	

	
	
	How to record action taken in relation to a licence task?
	
	
	
	

	18
	
	REPAIRS REGISTER
	
	
	
	

	
	
	How to request a repair / maintenance?
	
	
	
	

	
	
	How to record action taken in relation to a repair task?
	
	
	
	

	20
	
	TRAINING REGISTER
	
	
	
	

	
	
	How to record action taken in relation to a training task?
	
	
	
	

	22
	
	 LOGIQC QMS & MICROSOFT OUTLOOK 
	
	 
	
	

	
	
	When LOGIQC sends you an email with a task notification what does this mean?
	
	
	
	

	
	
	When LOGIQC sends you an email with a task notification that is overdue what does that mean? 
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	Date Assessment Completed 
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