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Appendices

Example attachment (e): staff training plan

Name of ECE service/school: ........................................................................................................................

Staff name:  .................................................................................................................................................

Type of training received:  ...........................................................................................................................

Name of medication/equipment/procedure:  ...............................................................................................

Date training completed:  ............................................................................................................................

Training provider:  .......................................................................................................................................

Profession and title: ....................................................................................................................................

I confirm that  ........................................................................... (name of staff member) has received the 
training detailed above and is competent to carry out any necessary treatment. I recommend that the 
training is updated (state how often):

....................................................................................................................................................................

Trainer’s signature:  .............................................................. Date:  ........................................................

I confirm that I have received the training detailed above. 

Staff member’s signature:  .................................................... Date: .........................................................

Other attachments to develop

It is good practice to keep:

 a log of the medication administered to a child (a medication log)

 filed copies of a child’s medical reports (a medical report file)

 a description of the process for resolving conflict or disagreements (a conflict/disagreement resolution plan).

Medication log

Develop an ECE service or a school medication log that notes when medication is administered to children and 
young people individually or across the school, or both. 

Medical report file

A medical report file should include all the reports a child has been provided by his or her health professionals. 

Conflict/disagreement resolution plan

Health care plans should document the process for resolving conflict or disagreement.
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