
Staff Training Record
Track food safety training across your team: a matrix of core training per staff member, plus a dated record of every 
training session delivered, with signatures.
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Template 
Document

Business:  Location:  

Maintained By:  Reviewed By:  

Legal Requirement
Under Regulation (EC) 852/2004 Annex II Chapter XII, food handlers must be supervised and instructed and/or trained in food hygiene matters 
appropriate to their work. Training records are core confidence-in-management evidence at inspection.

Training Matrix — enter date completed
Staff Name Induction Level 2 Food 

Hygiene
Allergen 
Awareness

HACCP / FSMS Fire Safety First Aid

       
       
       
       
       
       
       
       
       
       

Training Session Record
Date Training Topic Trainer Staff Member Signature

     

     

     

     

     

     

     

     

     

     

     

     

Refresher guidance
Level 2 Food Hygiene has no legal expiry but a 3-year refresher is widely expected. Refresh allergen training annually and whenever the menu 
changes significantly. Keep certificates with this record.

Manager Sign-off
Date:  Initials/Signature:  
Corrective Action / Notes
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Go digital with Forkto
Version control, instant updates, audit-ready records.
forkto.com/resources/checklists/staff-training-record

This template is provided by Forkto (SlantedBox Ltd) for guidance purposes only. It is the responsibility of 
the food business operator to review, adapt, and maintain this document as part of their own food safety 
management system. This template does not constitute food safety consultancy. Forkto accepts no 
liability for any loss, damage, or regulatory action arising from the use of this template.
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