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	Standard Operating Procedures (SOP) for:

	Staff Training Records

	SOP Number:
	34
	Version Number:
	03

	Effective Date:
	02/01/2008
	Review Date:
	31/01/2009

	

	Author:
	Yolanda Moyo, Research Governance and GCP Manager

	

	Authorisation:

	Name / Position
	Mr Gerry Leonard, Head of Research Resources

	Signature
	

	Date
	


	Purpose and Objective:



	Creation and maintenance of training records for all staff in the Joint R&D Office.
To comply with the Research Governance Framework (2005) and the EU Clinical trials Directive 2004 it is a requirement that all staff involved in research should be trained and experienced to effectively carry out their roles.



	SOP Text




	
	Responsibility
	Activity

	1. 
	Line Manager
	Inform all staff of the requirement that their personal training records are compiled and kept up to date. Ensure that all staff have read SOP’s relevant to their roles.

	2. 
	All research staff
	All personal staff training files should contain the appropriate details (See Appendix A). Use Appendix B to record the training courses that have been attended. Read all SOP’s relevant to your role, sign and date the form attached to the relevant SOP.


	3. 
	All research staff
	Keep the training record in the work place for review if necessary by their line manger or during an audit.

	4. 
	Line manager
	Keep a copy of each staff member’s training record (Appendix B) for review during their appraisal and ad hoc if required.
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Appendix A
Contents of Personal Training Record
1. Staff Training Record (e.g. attendance at training courses, conferences and seminars).
2. Certificates of attendance (where applicable).
3. Correspondence (e.g. Registration for courses and payments made).
4. Miscellaneous.
Notes:

· Update regularly.
· Keep in workplace as it may be required for review during an audit and also for your appraisal.
  















Appendix B
Employee Name:








Start date of employment:

Position:

	Title of session or conference
	Organisation
	Location
	Date & duration
	Certificate issued yes or no
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