Individual worker workplace-needs assessment  

Individual workers can use this form to think through the detail of their IT usage and what they would like to be different to make their job easier and more productive.

	Item
	I have this now


	I want this in the future



	My access to work computers
	
	

	I share a computer
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I have sole use of a computer
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	My computer is networked
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	My computer has up-to-date software
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	My computer is connected to an up-to-date printer
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I share a laptop for meetings and presentations
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I have sole use of a laptop for meetings and presentations
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	My workstation
	
	

	I am fully aware of health and safety issues in computer use
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	My workstation complies with health and safety requirements
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	IT security
	
	

	My computer has up-to-date antivirus software
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	My computer has back-up to secure my files
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	My equipment is recorded on an IT assets register 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Software and licences are locked in a secure place
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Gaining skills
	
	

	I have someone I can talk to for help with IT problems
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I use online training to update my IT skills when necessary
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I attend workshop training to update my IT skills as needed


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Using email
	
	

	I am familiar with using a dial-up Internet connection at work
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I am familiar with using broadband at work
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I have my own work email address
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	My work email address uses the organisation’s domain name e.g. myname@organisation.org.au
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I use email to communicate with my co-workers
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I use email to network in the community and sector
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I make referrals by email
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I subscribe to email newsgroups relevant to my work
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Working online
	
	

	I use my organisation’s website
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I can update my organisation’s website 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I contribute to the production of an electronic newsletter
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I make funding applications online
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I often use the Internet for reference and research tasks
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I often use the Internet for administrative tasks
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Access to password-protected sites and services
	
	

	I have a username and password to use the following sites:

[insert the names of relevant sites]
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Data collection
	
	

	I store and retrieve client data using the computer
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I collate client data in a database program
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Specialist software programs
	
	

	I need to use the following types of programs in my work:

[insert the name of software programs you need to use]

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Presentations
	
	

	I design PowerPoint presentations
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I use PowerPoint presentations
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Policies and procedures
	
	

	I am familiar with our policy on using email and the Internet
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I am familiar with our policies and procedures for working safely with computers 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I am familiar with our policies and procedures for privacy in computer record-keeping
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Evaluation and planning
	
	

	Regular maintenance and updating of our IT systems makes sure my IT needs are generally met
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	My stated IT needs are taken into account in our IT budget and submissions for funding/sponsorship/donations
	 FORMCHECKBOX 

	 FORMCHECKBOX 



