
Zeta Dynamics UK Ltd.: Safeguarding Training Log Template
This log is used to record all safeguarding training completed by staff, contractors, and volunteers. A well-maintained log is crucial for demonstrating compliance with your policy, identifying gaps, and ensuring all personnel are equipped to protect vulnerable individuals.
Maintained by: Safeguarding Lead
	
	Staff Name
	Role / Department
	Training Title 
	Date Completed
	Cert. Expiry / Refresher Due
	Notes / Evidence Location (e.g., certificate file path)

	1
	Jane Smith
	Operations Manager
	Essential Safeguarding Awareness
	2025-11-15
	2027-11-15
	Cert_JS_Nov25.pdf

	2
	John Doe
	Project Lead, Frontline
	Advanced Safeguarding for DSLs, NSPCC Learning
	2025-10-03
	2026-10-03 (Annual Refresher)
	Folder: Staff_Training/AK

	3
	Ahmed Khan
	HR Assistant
	Safer Recruitment
	2026-01-08
	2028-01-08
	Filed in HR records
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How to Use This Log and Best Practices
To use this log effectively, follow these steps:
· Add New Entries Promptly: Update the log as soon as training is completed. Attach digital copies of certificates to the staff record or note their physical location in the "Notes" column.
· Set Review Alerts: Use the "Cert. Expiry" column to set calendar reminders for renewals 90, 60, and 30 days in advance.
· Conduct Regular Audits: Schedule monthly or quarterly reviews of the log. Look for patterns, such as entire departments due for refreshers or gaps in role-specific training.
· Integrate with Onboarding: Make entry into this log a standard step in the staff induction process.
Key Information on Training Requirements
Understanding what training is required is vital for planning. The table below outlines standard training categories for UK organisations:
	Staff Category
	Recommended Training Focus
	Typical Renewal Cycle

	All Staff & Volunteers
	Essential Safeguarding Awareness: Recognising signs of abuse, knowing reporting procedures.
	Every 2-3 years, with annual updates.

	Frontline Staff & Managers
	Enhanced Training: Specific vulnerability training, de-escalation strategies.
	Every 2 years, aligned with role needs.

	Designated Safeguarding Lead (DSL) & Deputy
	Specialist Training: Level 3/Advanced safeguarding, Safer Recruitment, multi-agency working.
	Formal qualifications every 2 years; annual refresher training is essential.

	Senior Leadership / Board
	Strategic Safeguarding: Governance, policy development, strategic risk oversight.
	Align with term cycles; regular updates on legal changes.




	Revision
	Date
	Record of changes
	Approved by

	1.0
	1st April 2025
	Initial issue
	Board
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