CAPE /Head Start/ Early Head Start                             

Section 3. Forms
Procedure for completing form:

Training Record

	
	STEPS
	PERSON RESPONSIBLE
	TIME LINE

	1
	Form is to be downloaded from Intranet.
	Teachers, Caregivers, AT/FA, Home Visitor, all staff
	As needed

	2
	Form is to be completed indicating what training the individual has attended for the month.
	Teachers, Caregivers, AT/FA, Home Visitor, all staff
	Monthly

	3
	Updated form is to be copied and forwarded to the immediate supervisor.
	Teachers, Caregivers, AT/FA, Home Visitor, all staff
	Monthly

	4
	Supervisor maintains the copy in the staffs file.
	Teachers, Caregivers, AT/FA, Home Visitor, all staff
	Monthly













Reposted 7/23/15 BC

