		




LOGIQC QMS WORKBOOK 
– HUMAN RESOURCE MANAGEMENT (AU)
This workbook supports the management of Human Resources requirements using the LOGIQC Quality Management System.
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[bookmark: _Toc14854817][bookmark: _Toc477269049][bookmark: _Toc477269088]Introduction
This resource was developed to support our clients to use the their LOGIQC QMS to manage the Human Resource requirements.
The table below provides a summary of the LOGIQC QMS registers and how they can be used to manage the Human Resource requirements.
	[bookmark: _Toc515015592]Manage documents, contracts, records, contacts and suppliers

	Document Register
	Upload documents for all staff access to approved current versions of HR policies, procedures, forms, templates.

	Contracts Register
	Upload employee contracts to manage, approve and review agreements. 

	Records Register
	Upload records relating to HR activity eg. copies of licences/registrations, staff performance reports, training records. 

	Contacts Register
	Manage and maintain a staff contact details, positions and assigned managers

	Suppliers Register
	Add and approve key suppliers and contractors relating to HR eg. recruitment agencies, RTOs. 


	Schedule critical tasks
	

	Audit Register
	Schedule audit tasks for compliance eg. HR file audit, staff performance reviews

	Compliance Register
	Schedule compliance tasks relating to HR eg. confidentiality agreement, probationary review.

	Licensing Register
	Schedule staff credential and licence checks eg. License expiry check

	Training Register
	Schedule staff training and professional development eg. Orientation and staff induction training courses

	Report and respond to issues
	

	Incident Register
	Report and manage incidents relating to staff 

	Feedback Register
	Report and manage client/customer feedback and complaints  

	Repairs Register
	Report and manage plant and equipment malfunction

	Improvement Register
	Submit suggestions for business improvement relating to HR and report audit recommendations and non-compliances arising from HR audit eg:
-Failure to meet procedures, standards or organisational guidelines
-Deficiencies in the HR management system or procedures
-Failure to meet legislative or regulatory requirements 




[bookmark: _Toc14854818]Contact Register
[bookmark: _Toc515015593][bookmark: _Toc14854819]Scope and Functionality 
The Contact Register is designed to provide staff with the contact details of agencies, suppliers, other service providers etc. that staff may need in order to complete tasks required by their position or requested through the Quality Management System.  For instance, tasks relating to ordering of medical consumables, arranging for the fire and safety equipment to be checked, arranging the servicing of vehicles, etc.
It is recommended that the contact details are held on the Contact Register rather than included in the task instructions as contact details may change over time.   
The Contact Register is not designed to repeat all of the suppliers in the Financial Management System and the Patient Management System.  
[bookmark: _Toc515015594][bookmark: _Toc14854820]Contact Management Requirements
The following table lists the contact requirements that relate to the management of Human Resource requirements, which can be managed though the Contact Register:
	Contact list requirements
	To be created by
	☒

	Contact details for all staff including 
· Email address and phone number 
· Position
· Assigned manager
	
	☐
	Contact details for Board of Directors
	
	

	Contact details for consultants
	
	☐
	Contact details for contractors / sub-contractors 
	
	☐


[bookmark: _Toc14854821]Examples of instructions to add and remove staff user profiles. 

Adding a staff member (that is taking on a NEW POSITION within the organisation)
Under Administrator Login:
1. Create a new position title in System Set Up drop down menu for “Position”
Under Administrator / CEO / Manager Login: 
1. Create new staff profile and assign the new staff member with the new position title
1. Add the new staff member’s name in their manager’s profile field titled “Staff you Manage”
1. Add the new staff member’s name to the meetings they are required to attend
Under CEO / Manager Login (Optional):
1. Add the new staff member’s employee agreement/letter of appointment to the Contract Register
1. Add all compliance requirements relating to the employee’s agreement as “related items” to the Contract 

Details Form:
· Mandatory training requirements to the Training Register
· Licensing requirements to the Licensing Register
· Professional registrations to the Licensing Register
· Performance Appraisal requirements to the Compliance Register

Adding a staff member (that is REPLACING A POSITION that was previously filled within the organisation)
Under Administrator Login:
1. Go to the staff member’s profile who is vacating the position and select “unallocated” in the field titled “Position” and press save
Under Administrator / CEO / Manager Login: 
1. Create a new staff profile and assign the position title previously given to the past staff member to the new staff member’s profile
1. Add the new staff member’s name in their manager’s profile field titled “Staff you Manage”
Or
If the position is a management position and they are responsible for managing staff, you will need to update the new manager’s profile with details of the staff they are required to manage.
Note: LOGIQC will automatically:
· Assign all tasks that were previously allocated to the person leaving the position to the new staff member taking on the position
· Assign all tasks relating to training and licensing that were assigned to the “position” 
· Allocate the new staff member’s name to all meetings the person leaving the position was previously assigned 
Under CEO / Manager Login: 
1. Review the meetings the new staff member has been assigned to attend. Note LOGIQC will have automatically added the new staff member’s name to all meetings the staff member in the position previously had been assigned to.
Under CEO / Manager Login (Optional):
1. Add the new staff member’s employee agreement/letter of appointment to the Contract Register
1. Add all compliance requirements relating to the employee’s agreement as “related items” to the Contract Details Form:
· Mandatory training requirements to the Training Register
· Licensing requirements to the Licensing Register
· Professional registrations to the Licensing Register
· Performance Appraisal requirements to the Compliance Register


Removing a Staff Member (and the position WILL be filled)
Only manager permission levels and above can remove system users/staff contacts.
Request the staff member to add a progress note in the Action Form for all tasks that are currently in their Task Box. The notes should detail what action has been achieved to date, if any, in relation to each task.
Under Administrator Login:
1. Go to the staff member’s profile who is leaving the position and select “inactive” in the field titled “QMS User Status” and press save
Note: LOGIQC will automatically:
· Deselect the position title from their profile
· Remove their name from the list of staff their respective manager manages
· Remove their name attached to the position in meetings they were required to attend
· Cancel and hide future training tasks that were assigned to the ‘Person’
· Cancel and hide future licensing/registration tasks that were assigned to the ‘Person’
· Remove their name from all current and future tasks across all register and will replace it with “Position Vacant” followed by the position title
When the unallocated position title has been re-allocated to a staff profile, LOGIQC will automatically: 
· Allocate all tasks assigned to the position title to the staff member allocated the position title
· Allocate all current and future training tasks that were assigned to the ‘Position’ 
· Allocate all current and future licensing tasks that were assigned to the ‘Position’
Note: If the position is a management position and they were responsible for managing staff, you will need to update the new manager’s profile with details of the staff they are required to manage.

Removing a Staff Member (and the position WILL NOT be filled)
Only manager permission levels and above can remove system users/staff contacts.
Request the staff member to add a progress note in the Action Form for all tasks that are currently in their Task Box. The notes should detail what action has been achieved to date, if any, in relation to each task.
Under Administrator Login:
1. Go to the staff member’s profile who is leaving the position and select “inactive” in the field titled “QMS User Status” and press save
Note: LOGIQC will automatically:
· Deselect the position title from their profile
· Remove their details from their respective manager’s profile
· Remove their name attached to the position in meetings they were required to attend
· Cancel and hide future training tasks that were assigned to the ‘Person’
· Cancel and hide future licensing/registration tasks that were assigned to the ‘Person’
· Remove their name from all current and future task across all register and replace it with “Position Vacant” followed by the position title
CEO / Manager Login:
1. Use the filters in the “All Tasks” tab to identify tasks previously assigned to the position. Filter on “Position Vacant” in the column titled “Officer”
1. Filter on the column titled “Status” and select “overdue” and “upcoming”
1. Open each task in the found: 
2. Assign new action officer, if applicable
2. Assign new approving officer, if applicable
2. Holt the schedule of tasks that relate to the person, eg. staff performance review 
1. If the position that is leaving the organisation is a management position and they were responsible for managing staff, you will need to update the profiles of those managers who will now be managing the staff the previous manager managed.
Under Administrator Login:
If a scheduled task has been halted, there may be a current task that relates to the halted task that will need to be managed. For example, if the performance review task for the staff member leaving the organisation has been halted there may be a current performance review task in the “In Progress” tab of the Compliance Register. If this is the case and the task is still in the action phase, then it is recommended that the Administrator “hides” the task. 
To “hide” a task the Administrator needs to be logged in: 
· go to the In Progress tab
· select the box next to the task. This will “hide” the task from view for all users, with the exception of the Administrator. The Administrator will always be able to see all tasks that have been hidden. 
If action has been completed by the staff member, then the task can go through the normal process of being closed by the Approving Officer. 








[bookmark: _Toc14854822]Document Register
[bookmark: _Toc14854823]Scope and Functionality 
The Document Register is design to locate all documents, e.g. policies, procedures, templates, forms, guidelines, training materials, internal signs, brochures, plans, position descriptions, work instructions etc. in a central location accessible to all staff. The author of the document can be specified and tagged as an ‘internal’ or ‘external’ document. The Document Register manages version control and will prompt the review of documents at a specified timeframe. 
Archived versions of previous approved documents are assigned restricted access and where required, restricted permission levels can be applied to individual documents on the Document Register, which will limit access to authorised personnel only.
[bookmark: _Toc14854824]Document Management Requirements
[bookmark: _Toc477269051][bookmark: _Toc477269090][bookmark: _Hlk501462298][bookmark: _Hlk501466231]The following table lists examples of document requirements that relate to the management of Human Resource requirements which can be managed though the Document Register:
	[bookmark: _Hlk485996132][bookmark: _Hlk485996100]Documentation requirements
	To be uploaded by
	☒

	Complaints Management Policy and Procedure
	
	☐
	Staff induction program
	
	☐
	Position descriptions
	
	☐
	Organisational chart
	
	☐
	Practice policy template
	
	☐
	Human resources policy and procedure 
	
	☐
	Induction template
	
	☐
	Induction procedure
	
	☐
	Succession plan for key practice staff
	
	☐
	Staff roster template
	
	☐
	Procedure detailing the staff immunisation program
	
	☐
	Confidentiality Agreement 
	
	☐

[bookmark: _Toc477269054][bookmark: _Toc477269093]
[bookmark: _Toc519242015]



[bookmark: _Toc14854825]Supplier Register
[bookmark: _Toc519242016][bookmark: _Toc14854826]Scope and Functionality
[bookmark: _Hlk501462853]The Supplier Register is designed to prompt the review of critical suppliers. Critical suppliers include those that you purchase goods and services from where the goods and services they provide have the potential to affect the quality of services provided to your customers, and therefore may have a bearing, direct or indirect, on your customer’s experience of your services. 
[bookmark: _Toc519242017][bookmark: _Toc14854827]Managing Supplier Requirements 
The following table lists the types of suppliers that relate to the management of Human Resource requirements which can be managed through the Supplier Register:
	Suppliers to be managed on the Supplier register
	To be added by
	☒

	Consultants
	
	☐
	Contractors, sub-contractors 
	
	☐















[bookmark: _Toc14854828]Contract Register
[bookmark: _Toc14854829]Scope and Functionality
The Contract Register is designed to assist you to manage the contracts made with funders, insurers, suppliers, employees, and other agents. The Contract Register has the functionality to support contract management. The Contract Register manages version control and will prompt the review of a contract at a specified timeframe. Associated compliance requirements relating to the contract can be scheduled on the Compliance Register as ‘related items’ to the respective contract.
Archived versions of previous contracts are assigned restricted access and where required, restricted permission levels can be applied to individual contracts on the Contract Register, which will limit access to authorised personnel only.
[bookmark: _Toc14854830]Contract Management Requirements
[bookmark: _Toc477269058][bookmark: _Toc477269097]The following table lists the examples of contracts that relate to the management of Human Resource requirements which can be managed through the Contract Register:
	Contract requirements
	To be uploaded by
	☒

	Employee contracts
· Including attached records to store all employee files and related documentation 
	
	☐
	Consultant contracts
	
	☐
	Contracts, Subcontractor contracts 
	
	☐
	Board of Director contracts 
	
	☐





[bookmark: _Toc14854831]Audit Register
[bookmark: _Toc14854832]Scope and Functionality 
[bookmark: _Hlk513211920]Through the Audit Register, internal and external audits can be scheduled to occur at specified intervals. Audits can be tagged as ‘internal’ or ‘external’ and as a ‘compliance’ or ‘performance’ audit. Audit tools can be attached to the audit task.
[bookmark: _Hlk513211931]At specified intervals the audit task will be sent to assigned auditor together with the audit instructions. The associated audit report can be uploaded to the audit task providing evidence that the audit has been completed. Observations / non-conformances and other issues raised through the audit can be added to the Improvement Register as a ‘related item’ to respective audit task. Where required, restricted permission level access can be applied to these records. 
[bookmark: _Toc14854833]Audit Management Requirements 
[bookmark: _Hlk501466386][bookmark: _Hlk501462933][bookmark: _Hlk501462944][bookmark: _Toc477269063][bookmark: _Toc477269102]The following table lists the internal and external audit requirements that relate to the management of Human Resource requirements which can be managed through the Audit Register:
	HR Audit requirements
	To be scheduled by
	☒

	Staff performance reviews
	 
	☐
	Staff survey
	 
	☐
	HR file audit 
	
	☐


[bookmark: _Toc14854834]Examples of instructions to schedule the HR audits
	Title
	HR File Audit

	Audit type
	Compliance

	Audit origin
	

	Instructions
	HR file audit
1. Conduct audit using the HR File Audit Tool.
2. Draft report detailing issues and make recommendations.
3. Upload each recommendation arising from the audit as a related item to the audit task.
4. Upload report using the “add” button below.



	Title
	Staff Performance Review
(Where the staff member participating in the performance review is not the Action Officer for the task. 

	Audit type
	Performance

	Audit origin
	Internal

	Related document
	Participate in annual performance review / probationary review

	Instructions
	Arrange annual staff performance review 
1. Advise (insert position title) that they are required to participate in their performance review and negotiate a date for the review
2. Request that they undertake a self-assessment against their work plan prior to the review
3. Conduct the performance review 
4. Renegotiate performance goals and targets, if required
5. Identify training and supervisory needs
6. Request the staff member to sign the finalised work plan and co-signing
7. Add the copy of the work plan as a confidential record to LOGIQC using the “add” button below and provide copy to the staff member



	Title
	Staff Performance Review
(Where the staff member participating in the performance review is the Action Officer for this task)

	Audit type
	Performance

	Audit origin
	Internal

	Instructions
	Participate in annual staff performance review 
1. Negotiate a date for your performance review with your manager
2. In preparation for the review, conduct a self-assessment against your work plan
3. Participate in the performance review with your manager
4. Renegotiate performance goals and targets, if required
5. Work with your manager to identify your training and supervisory needs
6. Sign your work plan and give to your manager for co-signing
7. Add copy of your work plan as a confidential record to LOGIQC using the “add” button below 









[bookmark: _Toc14854835]Compliance Register
[bookmark: _Toc14854836]Scope and Functionality
[bookmark: _Hlk513212224]Through the Compliance Register, mandatory and other compliance requirements can be scheduled to occur at specified intervals. The source of each compliance task can be specified, e.g. Standards requirement, Universal Infection Control Precaution, Contract requirement, etc. The compliance source document and other related documents can be attached to the compliance task. 
At specified intervals the compliance task will be sent to the assigned officer required to complete the task together with the task instructions and associated documents. Records arising from completing the task, e.g. Service Notification Reports, etc. can be uploaded to the compliance task, providing evidence of task completion. Where required, restricted permission level access can be applied to these records. 
[bookmark: _Hlk513212239][bookmark: _Toc14854837]Compliance Management Requirements
[bookmark: _Hlk513212249][bookmark: _Toc477269067][bookmark: _Toc477269106]The following table lists the compliance requirements that relate to the management of Human Resource requirements which can be managed through the Compliance Register:
	Compliance requirements
	To be scheduled by
	☒

	Confidential Agreement - Signed
	
	☐
	Staff Probationary Review 
	
	☐


[bookmark: _Toc14854838]Examples of instructions to schedule the HR compliance tasks
	Compliance Requirement
	Confidential Agreement - Signed

	Source
	

	Source documentation
	

	Related documentation
	

	Instructions
	1. Download and print the Confidential Agreement from the Document Register (doc_000).
2. Sign the Agreement.
3. Scan the signed copy and upload as a confidential record to LOGIQC using the “add” button below.





[bookmark: _Toc14854839]Licensing Register
[bookmark: _Toc14854840]Scope and Functionality
[bookmark: _Hlk513212619]Through the Licensing Register, licensing and credentialing checks can be scheduled to occur at specified intervals. The scope of the license / credential can be specified together with full details of the licensing requirements and the process that is to be undertaken in completing the check. Licensing and credentialing checks can be assigned to the ‘person’, whereupon LOGIQC will automatically halt all current and future licensing tasks relating to the respective staff member when they leave the organisation. 
At specified intervals the licensing / credentialing check will be sent to the assigned officer required to complete the check together with the task instructions. Records arising from completing the check, e.g. Professional Register, etc. can be uploaded to the respective task providing evidence of completion of the task. Where required, restricted permission level access can be applied to these records. 
[bookmark: _Toc14854841]Licensing Management Requirements
[bookmark: _Hlk513212667][bookmark: _Toc477269071][bookmark: _Toc477269110]The following table lists the licence and credentialing requirements that relate to the management of Human Resource requirements which can be managed through the Licence Register:

	License Type
	Requirements
	Review Frequency
	To be scheduled by 
	☒

	Employees

	Professional registrations 
	All general practitioners and general nurses 
	Annually upon expiry date of previous policy
	
	☐
	Driver’s Licence – C
	All staff with authority to drive service vehicles
	Annually on same date as expiry date
	
	☐
	Medical Indemnity
	All general practitioners and general nurses
	Annually upon expiry date of previous policy
	
	☐
	Medicare Provider Number 
	As required by contract
	Upon appointment
	
	☐
	Medicare Prescriber Number
	As required by contract
	Upon appointment
	
	☐
	Working with Children Check
	As required by position
	Once off
	
	☐
	Criminal record check
	As required by position
	Once off
	
	☐
	Immunisation requirements
	
	
	
	☐
	Professional registrations 
	All general practitioners and general nurses
	Annually upon expiry date of previous policy
	
	☐
	Medicare Provider Number 
	All general practitioners and general nurses
	Annually upon expiry date of previous policy
	
	☐
	Medical Indemnity
	All general practitioners and general nurses
	Annually upon expiry date of previous policy
	
	☐


[bookmark: _Toc14854842]Examples of instructions when scheduling professional registration checks
	Credential holder type
	Staff

	Allocation
	Position

	Licence requirement 
	Medicare Provider Number

	Scope of credential
	Registered under the Medicare Provider Scheme

	Instructions
	Arrange Medicare Provider Number (insert staff name)
1. Complete Medicare Australia application for provider / registration number
2. Submit application to Medicare Australia
3. Upon receipt of correspondence from Medicare Australia with provider / registration number record details on the action form and add copy of the Medicare Australia correspondence using the “add” button below
4. Advise (insert position title) of any issues in obtaining a Medicare Provider Number for the clinician 
5. Advise the (insert staff name) of their Provider Number as provided by Medicare Australia



	Credential holder type
	Staff

	Allocation
	Position

	Licence requirement 
	CPD Points 
Note: applicable where the action officer is not the credential holder

	Scope of credential
	Meet professional development requirements

	Instructions
	Check GP CDP points
1. Request GP to provide record of RACGP approved QI & CPD points 
2. Advise the (insert position title) if the CPD points are below 130 points within the triennium period and must include:
· Two Category 1 activities, including 1 quality improvement 
· CPR
3. Add report as a confidential record to LOGIQC using the “add” button below



	Credential holder type
	Staff

	Allocation
	Position

	Pre-set licence options 
	Professional Registration Check

	Scope of credential
	Registration to practice 

	Instructions
	Professional registration check
1. Go to the AHPRA website https://www.ahpra.gov.au/ and check currency of professional registration
2. Check if any conditions, undertakings or reprimands have been applied and advise the (insert position title), if applicable 
3. Advise (insert position title) of if any conditions, undertakings or reprimands have been applied
4. Add details to the “Licence/registration number” and “Qualification” fields of the Action Form
5. Print and scan copy of Registration Details and Add as a confidential record to LOGIQC using the “add” button below



[bookmark: _Toc14854843]Examples of instructions when scheduling indemnity checks
	Credential holder type
	Staff

	Allocation
	Position

	Licence requirement 
	GP Medical Indemnity 
Note: applicable where the action officer is not the credential holder

	Scope of credential
	Medical indemnity insurance for GP position

	Instructions
	Medical Indemnity check for GP position
1. Request copy of current medical indemnity insurance from (insert GP name) for following 12-month period 
2. Check the insurance coverage includes the following:
· Scope of insurance coverage is in line with position
· Period of insurance covers future 12-month period
· Limit of indemnity insurance is to the value of $20,000,000 each and every claim and in the aggregate
· Territorial limits include Australia 
· Jurisdiction limits, if stated, includes Australia 3. Advise (insert position title) if the insurance coverage does not meet these requirements
4. Add copy of insurance as a confidential record to LOGIQC using the “add” button below



	Credential holder type
	Staff

	Allocation
	Position

	Licence requirement 
	Nursing Medical Indemnity 
Note: applicable where the action officer is not the credential holder

	Scope of credential 
	Medical indemnity insurance for nursing position

	Instructions
	Medical Indemnity check for nursing position
1. Request copy of current medical indemnity insurance from (insert employee name) for following 12-month period 
2. Check the insurance coverage includes the following:
· Scope of insurance coverage is in line with position
· Period of insurance covers future 12-month period
· Limit of indemnity insurance is to the value of $10,000,000 each and every claim and in the aggregate
· Territorial limits include Australia 
· Jurisdiction limits, if stated, includes Australia 

3. Advise (insert position title) if the insurance coverage does not meet these requirements
4. Add copy of insurance as a confidential record to LOGIQC using the “add” button below



[bookmark: _Toc14854844]Examples of instructions when scheduling vehicle related checks
	Credential holder type
	Staff

	Allocation
	Position

	Licence requirement 
	Employee Driver’s Licence Check

	Scope of credential
	Licence to drive a motor vehicle

	Instructions
	Check employee driver’s licence
1. Present original copy of your (name of licence/registration) to (insert business area)
Note: A copy of your original Driver’s Licence will be taken, which will be signed and dated verifying the licence was sighted on that day and may be provided to an external auditor as part of (insert business name) participation in quality assurance processes. Please advise if exemptions apply.
2. Add signed and dated copy of your Licence as a confidential record to LOGIQC using the “add” button below
Note: in completing this task you are stating that you understand that (insert business name) will/may undertake an ongoing verification check through online registers for currency. (This is not applicable to all Australian states and territories)



	Credential holder type
	Staff

	Allocation
	Position

	Licence requirement 
	Provide Original License / Registration
Note: applicable where the action officer is not the credential holder

	Scope of credential
	Licence to drive a motor vehicle

	Instructions
	Check employee driver’s licence
1. Request copy of (insert name of license) from (insert name)
2. Advise (insert employee name) that a copy of the (insert name of license) will be taken, which will be signed and dated verifying the licence was sighted on that day and may be provided to an external auditor as part of (insert business name) participation in quality assurance processes. Please advise if exemptions apply.
3. Sign and date the copy of (insert name of license) and add as a confidential record to LOGIQC using the “add” button below 



	Credential holder type
	Staff

	Allocation
	Position

	Licence requirement 
	Driver’s License History Check

	Scope of credential
	

	Instructions
	Driver’s License History Check
You can obtain a copy of your Driver History online as follows or in person at any RMS office.  
1. Go to http://www.rms.nsw.gov.au
2. Insert into the search field “driver history check”.
3. Click on request your driving record and complete the online request, which will incur a fee that will be reimbursed by (insert organisation name) on presentation of receipt only.
4. Present a copy of your driver history to (insert position title), whereupon it will be scanned and held confidentiality.	
Note: A copy of your Driver’s History Record will be added as a confidential record in LOGIQC and may be provided to an external auditor as part of (insert organisation name) participation in quality assurance processes. Please advise if exemptions apply. 



	Credential holder type
	Other 

	Credential holder 
	Select name of volunteer from Business Contacts List

	Licence requirement 
	Fitness to Drive Assessment 
(Note: instructions based on the requirements in NSW) 

	Scope of credential
	

	Instructions
	Assessing Fitness to Drive 
1. Advise (insert the name of volunteer) of the requirement to have a medical check to drive a vehicle and provide them with a copy of the Assessing Fitness to Drive (doc_000).
2. Provide to (insert position title), a copy of the sectioned title “Health Assessment of Commercial Vehicle Driver – Fitness to Drive Report”, which is a section within The Assessing Fitness to Drive document. This section will have been completed by the Medical Practitioner. Note: this is the only section that needs to be provided to (insert organisation name). 
Note: A copy of your “Health Assessment of Commercial Vehicle Driver – Fitness to Drive Report” will be added as a confidential record in LOGIQC and may be provided to an external auditor as part of (insert organisation name) participation in quality assurance processes. Please advise if exemptions apply. 



[bookmark: _Toc14854845]Examples of instructions when scheduling police and related checks
	Credential holder type
	Staff

	Allocation
	Position

	Licence requirement 
	National Police Check – Online Application

	Scope of credential
	National police clearance

	Instructions
	National Police Check (NPC) - online
1. Access the online application or downloadable PDF application through the AFP's application portal https://afpnationalpolicechecks.converga.com.au/  
2. Complete the 100-point checklist for identification documents https://afpnationalpolicechecks.converga.com.au/static/images/afp/100_point_checklist.pdf 
3. Provide completed form and checklist with require identification documents to (insert business area)
Note: A copy of the NPC will be added as a confidential record in LOGIQC and may be provided to an external auditor as part of (insert business name) participation in quality assurance processes. Please advise if exemptions apply. 
(insert business name) is also required by funding contracts to advise funding bodies of any offences that have been identified. Prior to release of this information to funding bodies staff will be advised.



	Credential holder type
	Staff

	Allocation
	Position

	Licence requirement 
	National Police Check – Offline Application

	Scope of credential
	National police clearance

	Instructions
	National Police Check (NPC) - offline
1. Complete NPC Office Application Form (doc_000)
2. Complete the 100-point checklist (doc_000) 
3. Provide completed form and checklist with require identification documents to (insert position title)
Note: A copy of the NPC will be added as a confidential record in LOGIQC and may be provided to an external auditor as part of (insert organisation name) participation in quality assurance processes. Please advise if exemptions apply. 
(insert organisation name) is also required by funding contracts to advise funding bodies of any offences that have been identified. Prior to release of this information to funding bodies staff will be advised.



	Licence requirement 
	Working with Children Check (Blue Card)
(online application)

	Scope of credential
	Working with children, including in a supervised setting

	Instructions
	1. Download the Blue Card Application Form through www.bluecard.qld.gov.au/applications/need-to-renew.html 
2. Complete the form and request (insert business area) to complete those sections that relate to the organisation
3. Submit the Form through https://www.bluecard.qld.gov.au/uploadform/ and make payment, if applicable. 
4. On receipt of Blue Card provide original Blue Card to (insert business area)
Note: A copy of the Working with Children Card will be added as a confidential record in LOGIQC and may be provided to an external auditor as part of (insert business name) participation in quality assurance processes. Please advise if exemptions apply. 



	Credential holder type
	Other 

	Credential holder 
	Select name of volunteer from Business Contacts List

	Licence requirement 
	Working with Children Check (NSW) (online application)

	Scope of credential
	

	Instructions
	Working with Children Check (online application)
1. Apply online for the Working with Children Check through https://www.service.nsw.gov.au/transaction/apply-working-children-check for (insert name of volunteer).
2. Advise (insert name of volunteer) of the requirement to obtain a Working with Children Check.
3. Advise them they will need to undertake the following:
- Complete the form, which will incur a fee that will be reimbursed by (insert organisation name) on presentation of receipt only. 
- If they are cleared as a person who can be “engaged with a child related role”, that they will be provided with a Working with Children Check number, which may take up to 4 weeks. 
- That upon receipt of the WWC, that they are to advise (insert position title) of their WWC number.
Note: (insert organisation name) will verify the person’s status as a person who “may be engaged in any child related role”. This information will be held confidentially by (insert organisation name) and may be provided to an external auditor as part of CCT’s participation in quality assurance processes. Please advise if exemptions apply.


[bookmark: _Toc14854846]Training Register
[bookmark: _Toc498001834][bookmark: _Toc14854847]Scope and Functionality
[bookmark: _Hlk513212894]Through the Training Register, mandatory and other training requirements can be scheduled to occur at specified intervals. Details of the training, such as date and time and requirements for completing the training can be specified. Where training requirements are assigned to the ‘person’, LOGIQC will automatically halt all current and future training requirements relating to the respective staff member when they leave the organisation. 
At specified intervals the licensing / credentialing check will be sent to the assigned officer required to complete the check together with the task instructions. Records arising from completing the check, e.g. Professional Register, etc. can be uploaded to the respective task providing evidence of completion of the task. Where required, restricted permission level access can be applied to these records. 
[bookmark: _Toc14854848]Training Management Requirements
[bookmark: _Hlk513212954]The following table lists the training requirements that relate to the management of Human Resource requirements which can be managed through the Training Register:
	Name of Course / Content area
	Tick the process when training will be provided: “orientation” and or “ongoing”
	Requirements
	☒

	
	Orientation
	Ongoing
	Frequency
	
	

	Corporate Orientation and Mandatory Training (for all staff)
	

	Fire Safety Training/fire drill
	· 
	
	Annually
	All staff
	☐

	Manual Handling
	· 
	
	Annually
	All staff
	☐

	Basic CPR
	· 
	
	Every 3 years
	All staff
	☐

	Culturally Appropriate Care
	· 
	
	Every 3 years
	All staff
	☐

	Drivers Safety
	· 
	
	As required
	Specific to role
	☐

	Triage and Prioritisation of Patients
	· 
	
	Every 3 years
	All staff
	☐

	Complaints Management
	· 
	
	As required
	All staff
	☐

	Privacy legislation and confidentiality (including protocols when patients request access to medical records)
	· 
	
	As required
	All staff
	☐

	Quality improvement including incident/near miss reporting
	· 
	
	As required
	All staff
	☐

	Occupation Specific Training (for specified roles/positions)
	

	RACGP QA & CPD Program requirements
	· 
	
	Annually
	Medical staff
	☐

	Nursing Registration CPD requirements 
	· 
	
	Annually
	Nursing staff
	☐

	Infection control processes and systems
	· 
	
	Every 3 years
	Specific to role
	☐

	Vaccine Storage/cold chain
	· 
	
	Every 3 years
	Specific to role
	☐

	Reminder and Recall systems
	· 
	
	As required
	Specific to role
	☐

	Medical software use and data entry
	· 
	
	As required
	Specific to role
	☐

	Information to assist with advising out of pocket costs to patients
	· 
	
	As required
	Specific to role
	☐

	Use of new & existing medical equipment
	
	
	As required
	Specific to role and use of equipment
	☐

	Medical Practice Reception, appointments and systems
	· 
	
	As required
	Medical receptionists & other administrative staff
	☐

	Medicare item requirements
	
	
	As required
	Specific to role
	☐



[bookmark: _Toc14854849]Examples of instructions when scheduling training tasks
	Person to be trained
	Staff

	Allocation
	Person

	Training participant
	Select name from LOGIQC User list

	Training participant is not action officer
	Do not tick box

	Pre-set training options
	

	Instructions
	1. Undertake and complete (insert title of required training)
2. Add training records to LOGIQC using the “add” button below
3. Complete Training Evaluation Form (doc_000) and add the completed form to LOGIQC using the “add” button below
4. Following the training, provide feedback to your next team meeting/Supervisor on how the skills and knowledge gained through the training could be applied in practice
5. Complete the Action Form including the “qualification description” and “training provider”, if applicable



[bookmark: _Toc14854850]Examples of instructions when scheduling training where the trainee is a LOGIQC User and will not be the Action Officer
	Person to be trained
	Staff
(where the training participant is not the Action Officer)

	Allocation
	Person

	Training participant
	Select name from LOGIQC User list

	Training participant is not action officer
	Tick box

	Action officer
	Select name from LOGIQC User list

	Pre-set training options
	

	Instructions
	1. Advise (insert staff name) to undertake and complete (insert title of required training)
2. Add training records to LOGIQC using the “add” button below
3. Request (insert staff name) to complete Training Evaluation Form (doc_000) and upload completed form to LOGIQC using the “add” button below
4. Request (insert staff name) to provide feedback to their next team meeting/Supervisor on how the skills and knowledge gained through the training could be applied in practice
5. Complete the Action Form including the “qualification description” and “training provider”, if applicable





[bookmark: _Toc14854851]Examples of instructions when scheduling training where the trainee is not a LOGIQC User
	Person to be trained
	Other

	Training participant
	Select name from Business Contacts List

	Action officer
	Select name from LOGIQC User list

	Pre-set training options
	First Aid Certificate

	Instructions
	1. Advise (insert name of person who will be attending the training) of the requirement to have a current first aid certificate.
2. Complete the enrolment form and provide a copy to person attending the training.
3. Scan the enrolment form and email to (insert name of training provider).
4. Confirm with the trainee the date of the training.
5. Advise the trainee that following completion of the training, that they are to present their training certificate to (insert position title).
Note: Also advise them that a copy of their First Aid Certificate will be added as a confidential record in LOGIQC and may be provided to an external auditor as part of (insert organisation name) participation in quality assurance processes. Please advise if exemptions apply.
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