STANDARD OPERATING PROCEDURE   |   Mandatory Training Matrix & Renewals
Standard Operating Procedure
Mandatory Training Matrix and Renewals
	SOP Reference
	STA-05

	Category
	Staffing

	Risk Level
	HIGH

	Applies to
	Manager / training lead

	Version
	1.0 (DRAFT for manager review)

	Date created
	June 2026

	Review date
	June 2027 (review at least annually)

	Owner / approver
	Andrea Tomkins (Registered Manager)



1. Purpose
To ensure every staff member completes the mandatory training they need for their role, kept up to date, so care is safe and competent. A training matrix gives an at-a-glance picture of who is trained and what is due.
2. When this procedure applies (the trigger)
1. A new staff member joins (induction training).
1. Training is due to expire and needs refreshing.
1. Regular (e.g. monthly) review of the training matrix.
3. What to do — step by step
1. Maintain a training matrix listing every staff member against each required course, with completion and expiry dates.
1. Ensure core mandatory training is covered, for example: safeguarding adults; moving & handling; fire safety; infection prevention & control; basic life support/first aid; food hygiene (relevant staff); medication (relevant staff); mental capacity & DoLS; health & safety; equality & diversity; and role-specific training.
1. Book training before it expires; use the matrix to see what is due.
1. Record completion and update the matrix; file certificates.
1. Follow up non-completion. Do not let staff carry out tasks (e.g. medicines, moving & handling) without current training and, where needed, competency assessment.
1. Review the matrix regularly and report compliance to the provider.
4. Do and Don't summary
	✓ WHAT YOU SHOULD DO
1. Keep a live training matrix with expiry dates
1. Cover all mandatory topics for each role
1. Book refreshers before training expires
1. File certificates and update the matrix
1. Stop staff doing tasks they're not trained/competent for
	✗ WHAT YOU SHOULD NOT DO
1. Do NOT let mandatory training lapse
1. Do NOT allow untrained staff to do skilled tasks
1. Do NOT rely on memory instead of the matrix
1. Do NOT confuse 'attended' with 'competent' — assess where needed
1. Do NOT ignore repeated non-completion



5. Who to contact
	Training lead / manager
	Name: Andrea Tomkins   Tel: 01704 564801 / 07912 939719

	Training provider(s)
	______________



6. Recording
The training matrix and certificates are key evidence at inspection of a skilled, up-to-date workforce. Keep them current and accessible.
7. Related procedures
1. Induction SOP (STA-06)
1. Medication administration SOP (MED-02)
1. All clinical/safety SOPs
8. Manager review checklist
Confirm: the matrix lists all staff and required courses; mandatory topics match your residents' needs; a named person owns the matrix; competency assessments are recorded. Complete header boxes and mark 'Done'.
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