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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: 
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[bookmark: _Toc153528138][bookmark: _Toc320536979]Purpose
[bookmark: _Toc153528139]This quality control document (QCD) contains a training attendance log template. This template can be used by anyone delivering a clinical research training session within the University of Birmingham (UoB) to evidence trainees’ attendance.
Scope
This is an optional QCD and may be used to support the recording and verification of staff attendance at training sessions related to the delivery of clinical research. It ensures a complete and auditable record of participation, supporting compliance with regulatory and organisational training requirements.
[bookmark: _Toc153528140]Implementation plan
This QCD will be implemented in line with this document’s effective date.  
[bookmark: _Ref153523581][bookmark: _Toc153528141]Stakeholders
Training provider.
Instructions
1. [bookmark: _Toc153528153]It is recommended that staff members use the template provided on page 5 of this document.
2. Save a copy of this document. 
3. Insert the document’s header with the title of the training session and update the document’s footer details (e.g., with the local filename and version number), retaining the document reference information for this QCD.
4. Record the details of the training delivered. Where more than one training session is delivered, additional lines should be added to capture the required information.
Where the training relates to a specific document(s) within the quality management system (QMS), includes details of this in the QMS document section. If QMS training is not applicable (N/A), mark “N/A” and leave the section blank. 
Insert additional rows as required. 
5. Ask all attendees to register their details.
6. Sign in ink or use an appropriate electronic signature, with the names and dates of the signatures clearly specified. 
7. Keep the signed copy on file in the designated departmental location.
8. When ready, delete these introduction pages (i.e., pages 1 to 4).
Related documents
[bookmark: _Toc153528154]Associated QMS documents
UoBH-TRN-SOP-001 Training 
UoBH-TRN-QCD-001 Employee CV
UoBH-TRN-QCD-002 Employee Training Record
Access to the full UoB QMS for clinical research is available via the CRCT website.
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TRAINING DETAILS
	Title of training
	

	Date of training
	

	Location of training
	

	Name & title of trainer(s)
	

	Summary of topics addressed

	


QMS DOCUMENTS	☐ Not applicable
	QMS code
	Document title
	Version number
	Effective date

	
	
	
	


Attendees
	Name
	Job title
	Department/Team

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




I confirm the above listed people attended the training.
	Name of Trainer
	
	Signature
	

	Date 
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