[image: image1.jpg]NHS
——

Greater Glasgow
‘and Clyde





TRAINING FILE INDEX

SECTION:
1. JOB DESCRIPTION

2. CV

3. QUALIFICATIONS/ NMC  - Renewal date
4. TRAINING EVENTS / COURSES

5. COMPETENCIES (clinical staff only)
6. NMC REVALIDATION (Nurses/Midwives only)
Appendix 1 – Training File Index Guidance
	1. Job Description
	· Current job description signed and dated by postholder and line manager

· Superseded job description (if applicable)



	2. Curriculum Vitae
	· Current CV signed and dated

· Superseded CVs (if applicable)



	3. Qualifications/NMC Renewal Date
	· Copy of professional registrations (if applicable)

· Copy of professional qualifications (if applicable)

· Screen shot of NMC account showing renewal date



	4. Training/Courses Record
	· List of training events and courses attended 

· Certificates of attendance (if applicable) with agenda or programme attached



	5. Competencies 
(clinical staff only)
	· Complete relevant competencies with annual updates after discussion with E&T team


	6. NMC Revalidation (Nurses/Midwives only)
	· NMC required documentation for revalidation 
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