KEEPING  Training data report via HRS
SAFE (Department for Education only)
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These instructions are to support Department for Education staff with HR management information system (HRS)
access to run a report for their site for the Keeping Safe: Child Protection Curriculum (KS:CPC) Educator course and/or
online update course.
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Select either:
e ‘Holding selected certificate/class’ — which will show all staff that have completed the training
e ‘Not holding selected certificate/class’ — which will show staff that have not completed the training

Optionally, search for an individual staff member.

Select ‘Output format’ (PDF or Excel spreadsheet)

10. Select ‘Run Report’
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