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1. Purpose
This document defines the competence requirements for each role that affects quality performance, records training completed against those requirements, and provides the basis for identifying and closing competence gaps. It supports compliance with Clauses 7.2 (Competence) and 7.3 (Awareness) of ISO 9001:2015.
2. Competence Framework
Competence is the ability to apply knowledge and skills to achieve intended results. [Organisation Name] determines competence based on a combination of:
1. Education —  Formal qualifications relevant to the role.
1. Training —  Specific training programmes completed.
1. Skills —  Demonstrated practical ability.
1. Experience —  Time and exposure in role or relevant prior work.
3. Legend
1. R — Required:  Must be held current. Personnel cannot perform the role until the competency is demonstrated.
1. D — Desirable:  Significantly enhances effectiveness in the role. Target for development.
1. N/A — Not Applicable:  Not relevant to this role.
4. Part A — Competence Requirements by Role
	Training / Competency
	Manager
	Supervisor
	Operator
	Admin
	Contractor

	System Awareness (Policy, Objectives, Scope)
	R
	R
	R
	R
	D

	Induction — Site, WHS, Quality
	R
	R
	R
	R
	R

	Emergency Response
	R
	R
	R
	D
	R

	Relevant Procedure Training (role-specific)
	R
	R
	R
	D
	D

	Internal Audit (where the role is an auditor)
	R
	D
	D
	N/A
	N/A

	Root Cause Analysis (5-Why, Fishbone, ICAM)
	R
	R
	D
	N/A
	N/A

	First Aid
	D
	R
	D
	D
	D

	Role-specific Technical Competency
	D
	R
	R
	R
	R

	Welding Qualification (where applicable)
	N/A
	D
	R
	N/A
	R

	NDT Certification (where applicable)
	N/A
	D
	R
	N/A
	R

	Licence / Ticket (where required)
	N/A
	R
	R
	N/A
	R

	QMS Documentation (latest revisions)
	R
	R
	R
	R
	R

	Risk-Based Thinking Awareness
	R
	R
	D
	D
	D


5. Part B — Individual Training Records
Each employee and contractor has an individual training record. Records are linked to evidence (certificates, sign-off sheets, assessment results) and reviewed on role change.
	Role
	Key Responsibilities

	Name
	Role


6. Identifying and Closing Competence Gaps
The Quality Manager (with input from line managers) performs an annual competence gap analysis:
1. Compare current personnel competency records against Part A requirements for their role.
1. Identify gaps and rank by criticality (impact on quality performance and number of personnel affected).
1. Develop a training plan addressing prioritised gaps.
1. Track completion and verify effectiveness.
Training plans are presented at Management Review and form part of the budget process.
7. Awareness Requirements (Cl. 7.3)
All personnel performing work under the organisation's control are made aware of:
1. The Quality Policy (QMS-POL-001).
1. Relevant Quality Objectives and the contribution of their work to achieving them.
1. The benefits of improved quality performance.
1. The implications of not conforming with the QMS.
1. How and where to raise quality concerns or improvement suggestions.
8. Evaluating Training Effectiveness
Training is not effective until it changes behaviour. Effectiveness is evaluated using a tiered approach:
Level 1 — Reaction
Did the participant find the training relevant and well-delivered? Evaluated via post-training feedback form.
Level 2 — Knowledge
Did the participant acquire the intended knowledge? Evaluated via quiz, assessment, or knowledge check.
Level 3 — Application
Is the participant applying the knowledge on the job? Evaluated via supervisor observation, work output review, or audit finding trends.
Level 4 — Outcomes
Is the training affecting quality outcomes? Evaluated via KPI trends — first-pass quality, complaint rates, NCR rates.
Level 1 and 2 are completed for all training. Levels 3 and 4 are completed for training targeted at addressing specific performance issues.
9. Records
	Competence Matrix
	Maintained by Quality Manager. Reviewed annually.

	Individual Training Records
	Filed with HR. Retained for duration of employment + 7 years.

	Training certificates and licences
	Evidence filed against training record. Copies maintained centrally.

	Training effectiveness records
	Linked to training delivery. Retained 5 years.


	Role
	Name
	Signature
	Date

	HR / Training Coordinator
	
	
	

	Quality Manager
	
	
	

	Managing Director
	
	
	


	✎  HOW TO COMPLETE THIS DOCUMENT  —  DELETE THIS SECTION BEFORE PUBLISHING

	Use these notes to tailor, complete and finalise this document before publication. Delete this section once done.

	1. Adjust role columns
The matrix shows Manager / Supervisor / Operator / Admin / Contractor. Add or remove columns to match your actual structure (e.g. add 'QA Inspector', 'Welder', 'Estimator').

	2. Tailor competency rows
Add training specific to your work — for example: 'AS/NZS 1554 Welding Inspector', 'Crane operator HRWL', 'EWP licence', 'Confined space entry'.

	3. Confirm R/D/N/A flags
Walk each row with the relevant line manager. They know what's actually needed.

	4. Populate Part B for all current employees
Use existing HR records as the source. Confirm each person against their role's required competencies.

	5. Identify expired or missing competencies
Any 'R' competency that's expired or missing is a gap. Build a closure plan.

	6. Set up expiry tracking
Diarise expiry dates 60 days ahead so renewals can be planned. The QMS Portal can automate this.

	7. Integrate with induction
Add 'check competency matrix' to the new-starter onboarding checklist.

	8. DELETE this guidance section before publishing
Select the entire yellow-bordered block and delete.
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