	STAFF TRAINING PLAN
SURNAME: ________________________             GIVEN NAME: __________________

POSITION: ______________________________________________________________



	DETAILS OF TRAINING
	FREQUENCY
	APPLICABLE
	DATE TRAINING COMPLETED

	Basic CPR 


	Annually

(must be  every 3 years minimum)
	All Staff

(Medical, Nursing & Administrative staff)
	
	
	
	
	

	Use of new & existing medical equipment
	Prior to using equipment and as required
	All staff. Specify equipment depending on role.
	
	
	
	
	

	Provision of sterile items
	At induction and then at least every three years
	All staff involved in this role
	
	
	
	
	

	RACGP QA & CPD Program


	Annually
	Medical staff
	
	
	
	
	

	Educational Sessions in Dealing with Migrant & Refugee Groups
	Annually


	All staff


	
	
	
	
	

	Educational Sessions in Dealing with Aboriginals & Torres Strait Islanders
	Annually


	All staff


	
	
	
	
	

	Medical Practice Reception & Other Relevant Training


	Annually

(Minimum three years)
	Medical receptionists & other Administrative staff
	
	
	
	
	

	Managing Emergencies

(Practice protocols)
	Annually
	All staff
	
	
	
	
	

	Emergency Resuscitation including emergency equipment and drugs
	Annually
	Medical and Nursing staff
	
	
	
	
	

	Complaints Management
	At induction and then update as required
	All staff
	
	
	
	
	

	Health insurance coverage available and out of pocket cost training
	At induction and then update as required
	Medical, Nursing & Accounts staff
	
	
	
	
	

	Privacy legislation and confidentiality (including protocols when patients request access to medical records).
	At induction and then update as required
	All staff
	
	
	
	
	

	Basic Infection Control
	At Induction & then at least every three years
	All staff
	
	
	
	
	

	Manual Handling
	Annually
	All staff

Specific to role.
	
	
	
	
	

	Safe Handling and Disposal of Medical Waste


	At induction and then at least every three years
	All staff
	
	
	
	
	

	Risk Management Training


	Refer MDAV programme (DCGPA website)
	Medical staff
	
	
	
	
	

	Hospital & Division of GP Affiliated Programs
	Annually
	Medical staff


	
	
	
	
	

	Medical Terminology


	Prior to, or at commencement of employment
	Medical receptionists & other Administrative staff
	
	
	
	
	

	Fire Safety Training
	Annually
	All staff
	
	
	
	
	

	Other Occupational Health & Safety Training Sessions
	Annually
	All staff


	
	
	
	
	


PLEASE NOTE:

* Insert any additional training requirements. 

These listed suggestions are based on RACGP standards or Medico Legal recommendations.

Training Topics in BOLD are highly recommended to be conducted.
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