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ECTU Leavers Training Record Review

	Employee Name:
	

	Job Title:
	

	Date due to leave:
	

	Training Record being taken by employee?
(If ‘Yes’ a copy of the Training Record should be retained by ECTU, see below)
	Yes/No

	If training Record is being removed:                                         ☐ NA

	
Complete or partial removal : 

If partial, detail those sections where original has been removed:



Copy of Training Record has been reviewed against original and confirmed that it is a complete and accurate copy? Yes/No/NA


	Signature (Reviewer):

	Date:

	If ‘No’ detail actions to be addressed:




	Actions complete:  Yes / No

Reviewer Signature: 

Date:


	If Training Record is NOT being Removed                                    ☐ NA

	
Training Record has been reviewed and confirmed that this is complete, up to date and accurate?  Yes/No/NA


	Signature (Reviewer):

	Date:


	If ‘No’ detail actions to be addressed:




	Actions complete:  

Reviewer Signature: 

Date:


	Line Manager Sign Off to confirm Training Record is ready for Archiving

	Signature:

	

	Date:

	

	Archive of Training Record in ECTU

	Signature:

	

	Date: 
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	Form Revision History

	Version
	Effective Date
	Author (Role)
	Summary of revisions

	1.0
	16 Nov 2020
	Caroline Garth (QA manager)
	First Version

	2.0
	03 Nov 2022
	Caroline Garth (QA manager)
	Line manager sign off and archive signature and date sections swapped.  Extra clarification added to line manager sign off section.
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