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If you become aware of an issue or a required change to this document, please notify crct@contacts.bham.ac.uk. 

Property of the University of Birmingham, Vincent Drive, Edgbaston, Birmingham, B15 2TT, United Kingdom.
This is a controlled document. Any unauthorised prints/downloads of this document will be classed as uncontrolled.
For the latest version refer to: birmingham.ac.uk/crct
Property of the University of Birmingham, Vincent Drive, Edgbaston, Birmingham, B15 2TT, United Kingdom
Copies are only valid for 14 days and may be subject to amendment at any time. For the latest version refer to: 
http://www.birmingham.ac.uk/research/activity/mds/mds-rkto/governance/index.aspx

[bookmark: _Toc153528138][bookmark: _Toc320536979]Purpose
This quality control document (QCD) contains a template that can be used to document employee training. It is expected that all University of Birmingham (UoB) employees involved in clinical research will undertake training to keep up to date with relevant practices and regulatory requirements. Employees must use this document to record and evidence all completed training relevant to their role.
[bookmark: _Toc153528139]Scope
This is a mandatory QCD and must be used to record employee training for all staff members involved in the delivery of clinical research. It ensures that all completed Good Clinical Practice (GCP) and role-specific training is documented, up to date, and readily available for audits, inspections, and regulatory review.
[bookmark: _Toc153528140]Implementation plan
This QCD will be implemented in line with this document’s effective date; for existing staff members, the training records update will be implemented when the next personal development review is performed.
[bookmark: _Ref153523581][bookmark: _Toc153528141]Stakeholders
All staff members involved in the delivery of clinical research.
Instructions
Staff members must use the template on page 5 of this document.
Save a copy of this document. 
Insert your name in the document’s header and update the document’s footer details (e.g. with local filename and version number), retaining the document reference information to this QCD. 
Enter details of any relevant training that you have completed by date order. 
As required, insert additional rows for record all training. 
It is recommended that the employee training record be signed (in ink or electronically) by both staff members and their managers (or delegate) periodically (e.g. annually).  
When ready, delete these introduction pages (i.e., pages 1 to 4).
Keep your updated signed training record on file in the designated departmental location.
A new training record must be initiated and used for each subsequent year to ensure a clear separation of annual records.
[bookmark: _Toc153528153]Related documents
[bookmark: _Toc153528154]Associated QMS documents
UoBH-TRN-SOP-001 Training
UoBH-TRN-QCD-001 Employee CV 
UoBH-TRN-QCD-003 Training Attendance Log
Access to the full UoB QMS for clinical research is available via the CRCT website.
[bookmark: _Toc153528158]
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