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	Purpose and Objective:



	To ensure BLT/QMUL staff are aware of training course dates provided by the Joint R&D Office.
To maintain a list of research staff and their training attendance on the training database for researchers.



	SOP Text




	
	Responsibility
	Activity

	1. 
	Trainer
	Arrange dates, times, venues, laptops, projectors and anything else you feel necessary for your training sessions. See Appendix A for booking information. Complete the timetable form outlining the dates, venues and title of sessions. See Appendix B.



	2. 
	Trainer
	Send timetable form to the Research Governance Support Officer and to the PA to R&D Management.
Inform PA to R&D Management if catering tea/coffee/water is required and how many people can register on the sessions i.e. depending on how many people can fit into the venue.


	3. 
	Research Governance Support Officer
	Place timetable in the next monthly research bulletin and update the tab on training on the R&D Website.

	4. 
	PA to R&D Management
	Save timetable in Q:\Research & Development\Public \Education & Training\ Training database for researchers. E-mail to researchers who request the timetable.
Open most recent version of the file ‘training database researchers’ from Q:\Research & Development\Public \Education & Training\ Training database for researchers. Update course attendance sheet with the new dates and venues from the timetable. Input the number allowed for the venue and put the next position on hold e.g. if a venue holds 30 people, on position 31 input ‘on hold’.


	5. 
	Research staff
	E-mail PA to R&D Management to register and state which training session/s they would like to book for. Ask if this is in response to a request by the REF under SOP 13. Ensure research staff is booked on appropriate course and inform REF under SOP 13.

	6. 
	PA to R&D Management
	Open most recent version of the file ‘training database researchers’ from Q:\Research & Development\Public \Education & Training\ Training database for researchers.
Register person onto the appropriate sheet on the database (e.g. Trial staff or Investigator/Dr’s sheet) and complete each headed section. You may have to contact the staff member for further details to complete the headed columns on the database. 

If they are new staff and you are unable to locate details from BLT or QMUL intranet, then e-mail the appropriate registration form to obtain their full details. Once received update database as above.



	7. 
	PA to R&D Management 
	Review training session requested on the course attendance sheet. If the session has vacancies, register name on the course attendance sheet. Then go to their details and input the date and name of the session onto the ‘date registered’ column.
Press save icon to save all the data.

Send e-mail to research staff confirming that the date, place and name of session and that they have been registered.

If the session is fully booked then e-mail research staff and inform them that the session requested is fully booked and attach most recent timetable of next available sessions.

When reply is received from staff, re-start step 6.



	8. 
	PA to R&D Management
	If there are any queries from staff on the training sessions refer them to the appropriate person i.e. Research Governance & GCP Manager/ Research Ethics Facilitator/ Statistician.


	9. 
	Trainer
	If any requests are received for registering on to a training session, refer them to the PA to R&D Management.

	10. 
	Trainer
	If there are any updates to the sessions e.g. if either the venue or date has been changed, immediately inform the PA to R&D Management.


	11. 
	Research staff 
	Update the PA to R&D Management if you are unable to attend and may want to re-register onto a different date.

	12. 
	PA to R&D Management
	If an update is received, appropriately amend the file “training database researchers”. Press save icon to save all the data.

	13. 
	PA to R&D Management
	48 hrs prior to each training session being held, book catering where applicable. If the course is taking place on BLT premises, complete the catering form in Appendix C and fax to the appropriate site. 

If the course is taking place on QMUL premises, e-mail the Mile End Catering department at MileEndCatering@qmul.ac.uk with the request.


	14. 
	PA to R&D Management
	Prior to each training session, complete the attendees names and date of training session and then print the template certificate of attendance for each registered person.  Pass certificates to the appropriate trainer for signature. Compile an attendance sheet of all registered persons for the session and pass to appropriate trainer.
Send e-mail to all registered persons reminding them of the title of the session, date, time and venue and attach a map of how to find the venue. The e-mail also emphasises that if staff are unable to attend they must inform you of the cancellation.

If a cancellation is received, appropriately update the file ‘training database researchers’. Press the save icon to save the data.



	15. 
	Trainer
	Sign certificates. 

Prepare booklets and presentations and anything else e.g. the laptop if required for the training session.


	16. 
	Trainer
	On the day of the session, arrive at the venue early to set up and attach door signs. Undertake training session and ensure all staff have completed the attendance sheet, evaluation form, diversity form and received their certificates.
Remove any door signs, leave room tidy for next presenter and return any equipment.

Pass attendance sheet and diversity forms to PA to R&D Management.



	17. 
	PA to R&D Management
	Open the file ‘training database researchers’. Update the course attendance sheet. Persons who did not attend (DNA) colour the box in green. Then colour the rest of the line in grey.
Go to each person’s details and update the appropriate column with the date of the session they attended. Colour box in pink. When the boxes for both Research Governance and Good  Clinical Practice have been completed then colour the whole line in pink. This is because Research Governance is mandatory and also GCP if applicable to them.

Press save icon to save the data.



	18. 
	Research Governance and GCP Manager
	If the session was Good Clinical Practice, mark the SAE tests and mark on the attendance sheet which persons have passed the test.

Pass sheet to PA to R&D Management



	19. 
	PA to R&D Management
	Complete name, date and then print SAE certificates for the persons that have passed the SAE test. Pass certificates to Research Governance and GCP Manager.



	20. 
	Research Governance and GCP Manager
	Sign SAE certificates. Return to PA to R&D Management.

	21. 
	PA to R&D Management
	Send certificates in the internal mail to the named persons. Update SAE column on the file ‘training database researchers’. Type ‘Yes’ if they have passed, ‘No’ if they have not and ‘ND’ if they did not participate. Press the save icon to save the data. 



	22. 
	PA to R&D Management
	At the start of each month open the file ‘training database researchers’ in Q:\Research & Development\Public \Education & Training\ Training database for researchers. Update the date of the folder to the current month. Press the save icon to save the data. Keep last month’s version as a back up copy. Delete the previous back up copy.



	23. 
	Research Governance and GCP Manager (QMUL)
	Every week obtain a copy of the file ‘training database researchers’ from Q:\Research & Development\Public \Education & Training\ Training database for researchers and save a back up copy on the QMUL network on the N Drive in the folder N:\RGA\RGC\Working\RGF&GCP Manager. Delete the previous version.
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