MODEL POLICY PACK – Personnel Form 11

INDIVIDUAL STAFF TRAINING and DEVELOPMENT RECORD


(This form should be used in conjunction with supervision and appraisal records – see PERS Model Personnel Forms 7, 8, 9, 10)

CONFIDENTIAL 
Name of staff member _________________________________   Job title __________________________________

Name of line manager _________________________________   Job title __________________________________

When completing this form please include details of any training undertaken, from very formal (eg on-going course with an external provider) to informal (eg a one off event at a staff meeting, or in-house IT training).  

	Training need and date identified
	Details of training undertaken
	Training provider (including internal training) 
	Date training undertaken
	Comments
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