EXAMPLE 1: Professional and Ethical Behaviour
PLANNING SKILLS AUDIT 

	Trainee’s Name
	

	Position Title
	

	Qualifications/Experience

(in relation to Duty)
	


	Duty: (All employees are required to) abide by the NSW Code of Conduct, key legislation and Area Health Service policies and procedures, maintain confidentiality and act professionally and within 
ethical boundaries

	Competency
	Description
	Have Now
	Need Now
	Required in Future

	Abides by NSW Code of Conduct, key legislation and Area Health Service policies and procedures


	Demonstrates knowledge of NSW Code of Conduct
	
	
	

	
	Demonstrates knowledge of key legislation, policies and procedures
	
	
	

	
	Identifies situations when policies need to be referred to 
	
	
	

	
	Able to access specific AHS policies and procedures for specific situations
	
	
	

	
	Able to follow standard procedures for dealing with mandatory notifications (eg Child Protection)
	
	
	

	Maintains confidentiality
	Demonstrates knowledge of confidentiality and privacy and the consequences of breaching legislation
	1
	2
	3

	
	Able to explain when it is appropriate and legitimate to share information and with whom
	1
	2
	3

	Act professionally and within ethical boundaries


	Demonstrates knowledge of the moral, legal, ethical issues of professional conduct
	
	
	

	
	Maintains essential professional standards, eg punctuality and appropriate dress
	
	
	

	
	Able to evaluate own professional conduct and practice
	
	
	


Please use the following scale:

	0
	Do not have skill

	1
	Basic skills  

	2
	Average skills

	3
	Advanced skills


Adapted from Local Government Association of South Australia’s Workforce Skills Audit Tool for Planning Function Employees, available at http://www.lga.sa.gov.au/site/page.cfm?u=259
