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	About This Template

	A skills audit is a systematic process of identifying, recording and evaluating the competencies held by individuals within an organisation against the competencies required for their roles.
Done correctly, it identifies the core skills each role requires, where the gaps are, and what action is needed. This template is structured around four layers of compliance-grade evidence -- from role requirements through to a documented action log.



	How to Use This Template

	1
	Complete the Background and Objectives in Section 1 before conducting any assessments.

	2
	Define Key Skills and Assessment Methods in Section 1 so every assessor works to the same standard.

	3
	Use Section 2 (Skills Inventory) to record each individual assessment -- include the assessor name and date.

	4
	Summarise findings in Section 3 (Gap Analysis) and document every identified gap with an assigned action.

	5
	Obtain sign-off in Section 4 and set a next review date.

	6
	Update this template whenever roles, procedures or equipment change -- not only at scheduled audit intervals.




Why a Spreadsheet Is Not Enough
Manual templates are a useful starting point. However, they have structural limitations that create compliance risk over time -- particularly in regulated environments where competence evidence needs to be current, attributed and immediately retrievable.
	Limitations of this manual template
	How Workprove solves this

	Data becomes stale the moment it is saved. No automatic expiry alerts or reassessment triggers.
	Automated expiry alerts notify managers before competence lapses, not after. 

	No audit trail. A spreadsheet cannot prove who assessed whom, when, or by what method.
	Every assessment is timestamped, attributed and stored with a defensible evidence trail. 

	Procedure updates rarely trigger reassessment of affected staff. Version control is manual.
	Link competencies to procedures so that any update automatically flags affected workers for reassessment. 

	Managers cannot see real-time coverage across departments or sites.
	Live dashboards give instant visibility of competence coverage, gaps and risk by team, site or role. 

	Temporary and agency workers are routinely missed. Generic onboarding is treated as competence evidence.
	Worker profiles extend to contractors and agency staff with the same rigour as permanent employees. 



	Ready to manage competence continuously, not just at audit time?
Workprove automates the full skills audit cycle -- from role requirements through to live expiry dashboards.
	
workprove.com/competency-management
Book a free demo today





Section 1  --  Organisational Plan
Complete this section before conducting any assessments. Defining objectives, key skills and assessment methods upfront ensures the audit produces consistent, defensible evidence across all assessors.
	Background

	Department / Team
	Insert department
	Audit conducted by
	Insert name and job title

	Audit reference number
	Insert reference number
	Date started
	DD / MM / YYYY

	Site or location
	Insert site or location
	Regulatory standard
	e.g. ISO 9001 / BRC / CQC / HSE

	Next review date
	DD / MM / YYYY
	Approved by
	Insert name and role



	Define Audit Objectives

	1
	Insert objective (e.g. identify competence gaps in machinery operation ahead of BRC audit)

	2
	Insert objective (e.g. identify competence gaps in machinery operation ahead of BRC audit)

	3
	Insert objective (e.g. identify competence gaps in machinery operation ahead of BRC audit)

	4
	Insert objective (e.g. identify competence gaps in machinery operation ahead of BRC audit)



	Define Key Skills and Competencies

	1
	Insert skill / competency
	6
	Insert skill / competency

	2
	Insert skill / competency
	7
	Insert skill / competency

	3
	Insert skill / competency
	8
	Insert skill / competency

	4
	Insert skill / competency
	9
	Insert skill / competency

	5
	Insert skill / competency
	10
	Insert skill / competency



	Define Assessment Tools and Methods

	1
	Insert method (e.g. practical observation / written test / supervisor sign-off / simulation)

	2
	Insert method (e.g. practical observation / written test / supervisor sign-off / simulation)

	3
	Insert method (e.g. practical observation / written test / supervisor sign-off / simulation)

	4
	Insert method (e.g. practical observation / written test / supervisor sign-off / simulation)



After completing the planning phase, conduct the necessary assessments and move on to Section 2.


Section 2  --  Skills Inventory
Record each employee assessment below against each competency. Include the assessor name and date for every entry -- these are required for a defensible audit trail. Add rows as needed.
	Rating Key

	1 -- Not competent
Training required immediately
	2 -- Developing
Competent with supervision only
	3 -- Competent
Fully independent. No support needed
	4 -- Expert
Can assess or train others



	Skill / Competency
	Employee Name
	Role / Job Title
	Assessed By
	Date
	Rating
	Action

	Insert skill / competency
	Insert name
	Insert role
	Insert assessor name
	DD/MM/YYYY
	1 / 2 / 3 / 4
	None / Training / Hire

	Insert skill / competency
	Insert name
	Insert role
	Insert assessor name
	DD/MM/YYYY
	1 / 2 / 3 / 4
	None / Training / Hire

	Insert skill / competency
	Insert name
	Insert role
	Insert assessor name
	DD/MM/YYYY
	1 / 2 / 3 / 4
	None / Training / Hire

	Insert skill / competency
	Insert name
	Insert role
	Insert assessor name
	DD/MM/YYYY
	1 / 2 / 3 / 4
	None / Training / Hire

	Insert skill / competency
	Insert name
	Insert role
	Insert assessor name
	DD/MM/YYYY
	1 / 2 / 3 / 4
	None / Training / Hire

	Insert skill / competency
	Insert name
	Insert role
	Insert assessor name
	DD/MM/YYYY
	1 / 2 / 3 / 4
	None / Training / Hire

	Insert skill / competency
	Insert name
	Insert role
	Insert assessor name
	DD/MM/YYYY
	1 / 2 / 3 / 4
	None / Training / Hire

	Insert skill / competency
	Insert name
	Insert role
	Insert assessor name
	DD/MM/YYYY
	1 / 2 / 3 / 4
	None / Training / Hire

	Insert skill / competency
	Insert name
	Insert role
	Insert assessor name
	DD/MM/YYYY
	1 / 2 / 3 / 4
	None / Training / Hire

	Insert skill / competency
	Insert name
	Insert role
	Insert assessor name
	DD/MM/YYYY
	1 / 2 / 3 / 4
	None / Training / Hire

	Insert skill / competency
	Insert name
	Insert role
	Insert assessor name
	DD/MM/YYYY
	1 / 2 / 3 / 4
	None / Training / Hire

	Insert skill / competency
	Insert name
	Insert role
	Insert assessor name
	DD/MM/YYYY
	1 / 2 / 3 / 4
	None / Training / Hire

	Insert skill / competency
	Insert name
	Insert role
	Insert assessor name
	DD/MM/YYYY
	1 / 2 / 3 / 4
	None / Training / Hire

	Insert skill / competency
	Insert name
	Insert role
	Insert assessor name
	DD/MM/YYYY
	1 / 2 / 3 / 4
	None / Training / Hire




Section 3  --  Gap Analysis and Action Plan
Summarise all identified gaps below and assign responsibility for each. An auditor who finds a gap in Section 2 needs to see a documented response and status here. An undocumented gap with no mitigation record is a liability.
	Gap / Risk Identified
	Employees Affected
	Risk Level
	Target Date
	Action Planned
	Status

	Describe the gap or risk
	Names or team
	High / Medium / Low
	DD/MM/YYYY
	Training / Supervision / Restriction / Hire
	Not started / In progress / Complete

	Describe the gap or risk
	Names or team
	High / Medium / Low
	DD/MM/YYYY
	Training / Supervision / Restriction / Hire
	Not started / In progress / Complete

	Describe the gap or risk
	Names or team
	High / Medium / Low
	DD/MM/YYYY
	Training / Supervision / Restriction / Hire
	Not started / In progress / Complete

	Describe the gap or risk
	Names or team
	High / Medium / Low
	DD/MM/YYYY
	Training / Supervision / Restriction / Hire
	Not started / In progress / Complete

	Describe the gap or risk
	Names or team
	High / Medium / Low
	DD/MM/YYYY
	Training / Supervision / Restriction / Hire
	Not started / In progress / Complete

	Describe the gap or risk
	Names or team
	High / Medium / Low
	DD/MM/YYYY
	Training / Supervision / Restriction / Hire
	Not started / In progress / Complete

	Describe the gap or risk
	Names or team
	High / Medium / Low
	DD/MM/YYYY
	Training / Supervision / Restriction / Hire
	Not started / In progress / Complete



Section 4  --  Observations and Sign-off
	Key Observations

	1
	Insert observation

	2
	Insert observation

	3
	Insert observation

	4
	Insert observation

	5
	Insert observation



	Sign-off

	Date completed
	DD / MM / YYYY
	Completed by
	Insert name and job title

	Next audit due
	DD / MM / YYYY
	Approved by
	Insert name and signature



	Ready to manage competence continuously, not just at audit time?
Workprove automates the full skills audit cycle -- from role requirements through to live expiry dashboards.
	
workprove.com/competency-management
Book a free demo today




