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RABQSA International - Commercial In Confidence when completed

Skill Examination Report

CANDIDATE : …………………………..….

EXAMINER : ……………………………….


skill examination report FOR CTE

DS AUDIT PERSONNEL certification SCHEME

RABQSA Skill Examiners are required to personally observe the Candidate complete the tasks which enable demonstration of each Element of Competency.  The Candidate is to be reported as C for Competent or NYC for Not-yet-Competent against the Performance Criteria.  Where a competency is not examined (eg tasks not undertaken) this is to be noted as N/A for Not Applicable.  The Examiner should add any additional comments relevant to the examination outcomes.  Additional pages may be added to this report if required.

Skill Examiners should refer to RABQSA-CTE: Consumer Technical Experts Competency Module for performance references.

Candidate: 
 RABQSA Examiner:
 Date of Examination: 


Location of Examination : 

 

Any actual or potential Conflicts of Interest must be declared and referred to RABQSA Coordinator, Certification Services prior to continuing examination. RABQSA Manager Certification Services will make the decision on whether Conflicts of Interest are liable to affect valid outcomes from the Examination. 

Other Comments: 


	Element of Competency
	Performance Criteria
	C, NYC or N/A
	Evidence of Competence  or 

Reason why Not-yet-Competent

	C1. Plan and facilitate the effective input of people with disabilities in the audit process


	1. Identifies and implements methodologies to facilitate the involvement of people with disabilities during the audit.  

· Methodologies could include:

· determining range of sample to get representation e.g., exited and waitlisted consumers, consumers in different phases of employment, consumers of different ages, genders, cultural backgrounds, etc.

· consumer sampling size

· consumer file sampling size

· methods used for interviews e.g., face to face or focus group and what percentage of each could be used.
References: JAS-ANZ Procedure 18 Number 2, G.2.2.10c), G.2.2.11a), b), 2.2.3.2f) and Annex 3.

	

	
	2. Engages with people with disabilities during the audit.

	

	
	3.
Strategies to address issues such as disclosure, empowerment, support needs, and communication needs to ensure effective participation are implemented.
· Issues of disclosure include checking that Consent Forms are signed prior to looking at any consumer information and making the consumer aware that the information they provide will be kept confidential.
· Strategies should include planning that occurs prior to the audit, making sure that any interpreters, advocates, family members or any other support requirements are organised.

	

	C2. Maintain effective interpersonal relationships and communication during audit


	1. Appropriate communication abilities with all persons involved in the audit are demonstrated.
· All persons refers to consumers, service providers, parents of a consumer, other relatives, an advocate, guardians, etc.
Reference: JAS-ANZ Procedure 18 Number 2, G.2.2.10d), G.2.2.11b)


	

	
	2. 
Communication techniques are applied to encourage all relevant persons to participate and express their views.

Reference: JAS-ANZ Procedure 18 Number 2, G.2.2.10c), d)


	

	
	3. 
Any special communication requirements for all relevant persons are identified, planned for, and appropriate actions demonstrated.

Reference: JAS-ANZ Procedure 18 Number 2, 2.2.3.2f)


	

	
	4. 
Engages with other audit team members periodically throughout audit process to exchange information.

Reference: JAS-ANZ Procedure 18 Number 2, 2.2.3.2f)


	

	
	5. 
Where relevant, issues of significant risk (e.g., notifiable issues) are identified and communicated to Lead Auditor without delay.

Reference: JAS-ANZ Procedure 18 Number 2, G.1.3.1 Notifiable Issue


	

	C3.  Collect and analyse information against the requirements of the Disability Services Standards (DSS)


	1. Information relevant to Disability Services Standards and audit scope is collected and analysed against requirements of the audit scope.
· Scope relates to the type of audit e.g., certification audit or surveillance audit and to the service type e.g., business service, open employment service, targeted support, etc. 

· A certification audit scope includes all DS Standards and a surveillance audit requires DS Standard 2, 7, 8, 9 plus a sample of the remaining standards.

Reference: JAS-ANZ Procedure 18 Number 2, 3.3.1; G.2.2.10e); 2.2.3.2b), c); G3.6.4c)


	

	
	2. Sampling formulas and methods identified in audit planning documents are implemented.
· Formulas refer to the number of consumers in the sample

· Sampling methods refer to how it will be done, e.g., face to face or in focus groups, and how much of each is required.
Reference: Procedure 18, Annex 3


	

	
	3. Audit evidence is recorded.
· A CTE is not assessed on their ability to write.  In this instance a CTE can have a scribe, or use other methods to record their evidence. 


	

	
	4. Information is gathered from a variety of sources including but not limited to:

· interviews with consumers and other relevant persons

· observation of activities

· consumer files

· consumer feedback

· Other relevant persons refers to service providers, parents of a consumer, other relatives, an advocate, guardians, etc.

Reference: JAS-ANZ Procedure 18 Number 2, G.2.2.11c)


	

	C4.Engage consumers during interview process


	1. Appropriate techniques are used to put people being interviewed at ease.
Reference: JAS-ANZ Procedure 18 Number 2, G.2.2.19


	

	
	2. Reason for interview is explained.

	

	
	3. Interview process is explained, including:

· Introductions and what each audit team member does

· Reason for the interview

· Privacy/confidentiality of information gathered

· Reason for recording information

	

	
	4. Open questions are used to gather information and closed questions used only to clarify details.

	

	
	5. Questions asked are relevant to the information being sought for DESQA audit scope and requirements.

	

	
	6. Interview process is summarised with consumer.

	

	
	7. Consumer is thanked for his/her assistance.

	

	C5.  Generate audit findings


	1. Audit evidence is presented to Lead Auditor.
Reference: JAS-ANZ Procedure 18 Number 2, G.2.2.11e)


	

	
	2. Active participation occurs in the audit team review meeting prior to presenting written report.
Reference: JAS-ANZ Procedure 18 Number 2, G.2.2.11.d)


	

	
	3. Evidence is objective and source of evidence is provided on request.
Reference: JAS-ANZ Procedure 18 Number 2, G.3.4.3i), j), G.3.4.5b)


	

	C6.  Provide feedback on final audit report


	1. Participates in discussion with audit team.
Reference: JAS-ANZ Procedure 18 Number 2, G.2.2.11d)


	

	
	2.
Audit conclusions agreed by audit team.

	

	C7. Maintain confidentiality of information


	1. Confidentiality requirements are implemented.
Reference: JAS-ANZ Procedure 18 Number 2, 2.1.9.1, 2.1.9.2


	

	
	2. All information obtained during the audit, including written, observed, and verbal is retained in confidence.
Reference: JAS-ANZ Procedure 18 Number 2, G.2.1.36 to G.2.1.39


	


Candidate is Competent / Not Yet Competent (please circle one)

Comments / Requirements to gain competency where applicable: (please attach extra pages if required)

EXAMINER TO COMPLETE

· I confirm the above Report is a true reflection of the competencies demonstrated by the Candidate and that I am a certified RABQSA Skill Examiner with a scope of Disability Services.

· I confirm there are no undeclared potential conflicts of interest in the conduct of the above examination. 

· I confirm I have provided a copy of this Report to the candidate. 

Examiner: 


RABQSA Customer No. 


Organisation: 


Position held: 


Email address: 


Signature: 


Date: 



CANDIDATE TO COMPLETE

· I confirm the above Report is a true reflection of the competencies demonstrated by me.

· I confirm there are no undeclared potential conflicts of interest in the conduct of the above examination. 

· I confirm I have been provided a copy of this report and understand any requirements to gain competency where applicable. 

Candidate: 


RABQSA Customer No. 


Organisation: 


Position held: 


Email address: 


Signature: 


Date: 
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