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Staff Training Template & Tracker
Data protection (GDPR) + AI literacy training · For SMEs · EN
Legally reviewed by a certified Data Protection Officer (CIPP/E) · Provided by ETHYX · Version 1.1 · July 2026




	
	» HOW TO USE  Two laws require you to train staff: GDPR Art. 39 (data protection awareness) and EU AI Act Art. 4 (AI literacy). This template covers both in one programme. Use Part A to plan, Part B as your session content, Part C to check understanding, and the Part D tracker to record completion – your evidence if audited. Adapt depth to each role; delete this box and all [placeholders] before finalising.




Why training is a documented obligation
Training is not just good practice – it is something you must be able to prove. Under GDPR accountability (Art. 5(2)) and AI Act Art. 4, the records of who was trained, when, and on what are your evidence of compliance. A supervisory authority will ask for them. Keep the Part D tracker current.

Part A – Training plan
Define the programme before delivery.
	Organisation:  ([COMPANY NAME])
	



	Training coordinator:  (Name, role)
	



	Audience:  (All staff / specific teams)
	



	Format:  (Workshop / e-learning / onboarding)
	



	Planned date(s):
	



	Frequency:  (e.g. on hire + annual refresh)
	




Part B – Training content
The programme has two streams. Stream 1 (GDPR) applies to everyone who handles personal data. Stream 2 (AI literacy) applies to everyone who uses AI tools. Most staff need both.
Stream 1 – Data protection essentials (GDPR)
Module 1 – What personal data is & the core principles (15 min)
Objective: staff recognise personal data and the rules around it.
•	What counts as personal data and special-category data (Art. 4, 9).
•	The six principles of Art. 5(1): (a) lawfulness, fairness & transparency; (b) purpose limitation; (c) data minimisation; (d) accuracy; (e) storage limitation; (f) integrity & confidentiality (security).
•	[Insert: the main types of personal data your team handles.]
Module 2 – Everyday data protection habits (20 min)
Objective: staff apply safe handling day to day.
•	Need-to-know access; lock screens; strong authentication.
•	Email and sharing hygiene – no personal data to the wrong recipient.
•	Recognise and report a data breach immediately (the 72-hour clock).
•	Recognise a data subject request and pass it to the right person.
Module 3 – Individuals' rights & our duties (10 min)
Objective: staff know rights exist and how we respond.
•	Access, rectification, erasure, objection and the response deadline (one month).
•	[Insert: who handles requests in your organisation and how to escalate.]
Stream 2 – AI literacy (EU AI Act Art. 4)
Module 4 – Understanding AI at work (15 min)
Objective: staff recognise AI systems and their risk level.
•	What an AI system is (Art. 3(1) AI Act) and examples we use.
•	The four risk levels: prohibited / high / limited / minimal.
•	[Insert: the AI tools your organisation uses and their classification.]
Module 5 – Using AI responsibly (15 min)
Objective: staff apply safe-use habits with AI.
•	Never paste confidential or personal data into public AI tools without approval.
•	Verify outputs – AI can be confidently wrong (hallucinations).
•	Human oversight: AI assists, humans decide on matters affecting people.
•	Disclose AI use where required (Art. 50) and follow our AI acceptable-use policy.

Part C – Knowledge check
A short check confirms understanding and documents effective training. Adapt to your context.
1.	Name two types of personal data your team handles.
2.	What should you do the moment you suspect a data breach?
3.	Name one AI tool we use and its risk level.
4.	What data must never go into a public AI tool without approval?
5.	Who do you contact about a data subject request or an AI concern?

Part D – Completion tracker
Record every person who completes training. This is your Art. 5(2) GDPR and Art. 4 AI Act compliance evidence. Mark which streams each person completed and set the next-due date.
	NAME
	DEPARTMENT / ROLE
	GDPR (STREAM 1)
	AI LITERACY (STREAM 2)
	DATE COMPLETED
	NEXT DUE
	TRAINER INITIALS

	
	
	
	



	
	



	
	
	

	
	
	
	



	
	



	
	
	

	
	
	
	



	
	



	
	
	

	
	
	
	



	
	



	
	
	

	
	
	
	



	
	



	
	
	

	
	
	
	



	
	



	
	
	

	
	
	
	



	
	



	
	
	

	
	
	
	



	
	



	
	
	

	
	
	
	



	
	



	
	
	

	
	
	
	



	
	



	
	
	

	
	
	
	



	
	



	
	
	

	
	
	
	



	
	



	
	
	




	This template is provided for guidance only and does not constitute legal advice. It is based on Regulation (EU) 2016/679 (GDPR) and Regulation (EU) 2024/1689 (EU AI Act). Reviewed by a certified Data Protection Officer (CIPP/E). Provided by ETHYX – ethyx.eu. GDPR max fine: €20M / 4% turnover. EU AI Act max fine: €35M / 7% turnover. Version 1.1 · July 2026.
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