Staff Competency Matrix
Authorization of Laboratory Personnel (Clause 6.2.5)
Rev: 04
Year: 2024 
T = In Training (Cannot work alone)
S = Supervised (Works under supervision)
C = Competent (Authorized to sign/release)
	Staff Name / Role
	pH / Cond.
	Titration
	GC-MS Ops
	Sampling
	Reporting
	QA/QC

	John Smith
Lab Manager
	C
	C
	C
	S
	C
	C

	Sarah Connor
Senior Analyst
	C
	C
	C
	C
	C
	C

	Mike Ross
Junior Tech
	C
	S
	T
	T
	T
	T

	New Hire
	
	
	
	
	
	


Note: Competence is reassessed annually via Proficiency Testing (PT) results and Internal Audits. A "C" rating implies the staff member has passed a documented authorization (see Page 2). 
Individual Training Record
Training, Supervision, and Competence Assessment
Page 2 of 2
Employee Name: Mike Ross
Position: Junior Technician
Start Date: Jan 05, 2024
1. Induction & Safety Training
	Training Topic
	Date
	Trainer
	Employee Signature

	Lab Safety & PPE
	Jan 05
	Sarah C.
	M. Ross

	Impartiality & Confidentiality Policy
	Jan 05
	John S.
	M. Ross

	LIMS Basics
	Jan 06
	Sarah C.
	M. Ross


2. Method Competence Authorization
	Method / Activity
	Training Mode
	Evaluation Criteria
	Date Auth.
	Authorizer

	pH Measurement
	Observation & Practice
	Analyzed 5 QC samples correctly.
	Jan 20
	Sarah C.

	Titration (Manual)
	Supervised Work
	Repeatability R-chart passed.
	Feb 15
	John S.

	
	
	
	
	


Management Authorization
I confirm that the above employee has demonstrated the required competence for the activities listed with a date. They are authorized to perform these activities independently.

Signed (Quality Manager): ___________________
Date: ________________
