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Other relevant CVS policies: 

Information Governance Policy 

Confidentiality Policy / Code of Conduct 

Data Incident Reporting Policy & Procedure 

Network Security Policy 

Learning & Development Policy & Procedure 
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1. Overview 

This Training Strategy supports Sefton CVS to deliver on the broader Information 

Governance aims of the organisation and links directly to the following legislation and best 

practice: 

 General Data Protection Regulation 2016 

 Data Protection Act 2018 

 Common Law Duty of Confidentiality 

 Caldicott Guidelines 

 NHS Data Security & Protection Toolkit 

 

2. Aim  

The aim is to ensure good Information Governance practice across Sefton CVS by: 

 implementing Information Governance training for all employees* 

 providing access to more specialist Information Governance training for staff with 

additional Information Governance responsibilities 

*The term ‘employees’ includes paid staff, volunteers (with network access and/or regular 

access to personal information) and associates.  

 

2.1 Training Objectives 

The overarching objectives of Information Governance training are: 

 To ensure compliance with the GDPR / Data Protection Act 2018 and other 

relevant legislation. 

 To ensure appropriate technical and organisational measures are in place to 

protect information against security threats 

 To ensure personal or special category personal information is only collected 

where there is a documented legal basis for processing  

 To reduce the likelihood of information breaches and IG related fines  

 

3. Endorsement 

This strategy is endorsed by the Executive Board and is sponsored by the Board’s IG sub-

Group, which includes the CEO, Deputy CEO, Board IG Champion, Data Protection 

Officer, Caldicott Guardian and Senior Information Risk Owner (SIRO). 

 

4. Training Requirements 

IG training is mandatory to complete and must be refreshed on an annual basis as a 

minimum. Periodic updates and reminders will be issued by the Data Protection Officer; 

employees must also read and note the content of these.  

IG training is provided at different levels dependent on the needs of the employee / nature 

of the role; see the following table for more detail:  
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4.1  Structure of Training  

 

Accessibility issues have been addressed within this Strategy and additional support and/or one-to-one training will be provided internally or 

commissioned from expert organisations where necessary. 

Staff Group/s Level Training Objective/Aim Module/Course Name Method of Delivery 
Frequency 

of Training 

Volunteers & Associates 
Basic 

Level 

To ensure that the principles of data protection and 

confidentiality are communicated and understood  

Tailored IG training / guidance 

relevant to their role. 

Briefings / 

Handbook/Essential 

level E-learning 

could also be 

provided 

annually 

General Core & Project 

Staff  

Essential 

Level 

To ensure that staff understand: 

 The principles and terminology of IG 

 The different types of data and basic confidentiality / 

data security requirements 

 Data handling good practice and their 

responsibilities 

 How to identify and report data incidents 

 That law and national guidance requires personal 

information to be protected 

Data Security and Protection Level 

1 E-Learning provided free by  
nhsdigital.support@e-lfh.org.uk 

 

E-Learning  annually 

Senior Staff & Project 

Managers 

Enhanced 

Level 

 

As above, plus ensuring that senior staff & project 

managers can also: 

 Identify and mitigate against some of the most 

common data security risks and their impact 

Data Security and Protection Level 

1 E-Learning provided free by  
nhsdigital.support@e-lfh.org.uk 

Plus additional annual face to face 

briefings led by Data Protection 

Officer to support Audit process 

E-Learning plus 

face to face briefing 
annually 

Specialist Information 

Governance Staff 

Specialist 

Level 

To ensure that staff in relevant IG roles are aware of 

their responsibilities and the requirements of the role 

Information Asset Owner 

 

 

Caldicott Guardian & SIRO 

Confidentiality 

Policy & Procedure 

 

Independently 

sourced training  

2 yearly 

mailto:nhsdigital.support@e-lfh.org.uk
mailto:nhsdigital.support@e-lfh.org.uk
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5. Monitoring & Review 

Training completion is monitored by the Data Protection Officer; who will prompt new staff and 

existing staff when refresh is due. Persistent non-completion will be highlighted to the IG Sub-

Group of the Executive Board, who will determine whether this should become a disciplinary 

matter. 

This IG Training Strategy will be reviewed annually to ensure it remains current and fit for 

purpose. 

 

6. Evaluation 

The extent to which Information Governance training has been put into practice will be 

subjectively measured by: 

6.1 The results of regular Confidentiality Audits / IG spot checks  

The rolling annual programme of Confidentiality Audits will support the identification of 

additional employee (staff, volunteer and associate) training needs. The Information Asset 

Owner responsible for conducting the audit will refer individuals requiring additional training to 

the data Protection Officer. 

6.2 The number of Information Governance related incidents reported  

The investigation of individual data incidents will highlight where additional employee training 

is required. 

 

 

 


