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EMPLOYEE TRAINING RECORD

Document the instruction. Evaluate compefency. Maintain & clear and reliable training record.

T
1 Company 4 Employes
Infarmation 1D {optional)
T |
2 Project 10 Training
Information Date
T

Company :IE Instrud:lnr Time: _ Duration:

Narme ame an
Qualifications

5 Job Title | & Department

3 Employes 18 Instructor

Information Signature

1-3 Company, Project, and Employee Information complets all applicabie identification fisids.

8 Training Description 9 OSHA Standard/Reference (If applicabla)

Course scope [/ chjectives: Standard ! regulation:

Topics covered: Section | citation:

Materials { handouts: Company procedurs:

Prareguisites: Manufacivrer referance:

Raestrictions | limitations: Permit | qualificaion reguiremeant:

Additional descriplion: Raference materials provided: O Yes [ No
Othear:
O Other:

7-14 Training Course Details vescribe the course, methad, Instructar, and applicable requirements,

DETAIL ; T'“?;;’f““'“ 8 Description 9 DSHA Reference 10 Training Date 1:_:;:"1“0":‘“
15 Competency 16
DETAIL 12 Instructor 13 Training Method 14 Qualifications Evakuntban ExpirationRetraining

Evaluation result: C - COMPETENT FiU - FOLLOW-UP N/A - NOT APPLICABLE R - RETRAIN

Training record: Document the instruction delivarad, avaluation mathod, resull, restrictions, and folkaw-up. Do not authorize affected work whean
raquired Iraining, qualfication, cormpetancy, or supanvision is incompleta.

ranl fasision b
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e
RN e 15 Competency Evaluation record evaluation criterio, employee performance, ond required follow-ug,
EVALUATION OBSERVATION { RESULT { FEEDBEACH ! REQUIRED RESULT OUE INSTRUCTOR /
CRITERIOMN PERFORMANCE ACTION B YERIFIER
CiFUY | GIFUY
1 MR MNa TR

C/FUY | CARMY
2 MR Mra TR

CiFUS | CIFUY
3 MiA R NATR

CiE! | CIRMUT
4 MiA R NATR

CIEY | CHRMUY
MiA R NATR

(42}

CI/FUY | CHRMY
] MR MNATR

CiFUS | CIFUY
7 MR Mra TR

Result Key: C = Competent F/U= Followlp MNA = Mot Applicable R = Retraining Required

Ewaluation reminder: Use a method appropriate to the course and task, document objective evidence, identify restrictions, assign
follow-up instruction, and verify competency before independent work when required.
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it L 13-17 Delivery, Evaluation, and Renewal Details
L&th::?.lning Msthost {Stassibom; Hands-On, Onling, 15-17 Evaluation, Renewal, and Comments
O Classroam 15 Campetency Evalualion completed
O] Hands-0n 16 Expiration/Retraining Date identified
O Online 17 Commanls I'.Bf:DrIj'l:'ld
O Oihar Employee restrictions documentad
Mathod details: Fallow-up training assigned

Supervisor notified of rasticlions
Supporting records: attached
Practical demonsiration: [0 Yes [0 No

Equipment / simulator usad:
Knowladga check: [T Written O Verbal

Practical demonstration: O Yes [0 Mo Basult DC O EUONADR
Resub OCOFRUOMNADR Instructor notes:
Instructor notes: Instructor initials:
Instroclor indtials: Data:
Diata: O Cther:
O Other:
18 Instructor Signature

T T
12 Instructor 11 Training
Name and L it
Qualifications

I
Employee
Course |

Questions
Resolved? Assigngant \

I |
Follow-Up . g Language / o e
Tralning OMe 0O Yes - opics: P ibility O Mo O Yes - details:
Required? . Support?
17 Comments Tralning Date / | Date: Tirme:
! Restrictions Time

19 Supervisor Approval
I 0O ired E !

O Coursa obpaclivas 1 Requ content O Employee partcipation -
completad debiversd documanted EFCompstnncy swlinid
O Restriclions documented O Questions answered O Follow-up aszignad ZES L

17 Employee Signature

Before closing the record, confirm the course content, training method, employee participation, competency result, restrictions,
follow-up requirements, and expiration or retraining date are documented. The employee and instructor sign the record, and tha
supervisor

approves authorization or restrictions az applicable.,

Evaluation /
Follow-Up No. e { Tima
Evaluation
Criterion [ Complated /
Follow-Up Verified By
Requirement
S50-0008 | R 1.0 Condrolked masker - Venty cummant frevislon belore use Paoe 3
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18 Emplnyee and Instructor Sig natures Signatures document participation and certification; they do not

walve empioyes nghis

SIGNATURE ! APPROVAL PRINTED NAME SIGNATURE DATE / TIME

17 Employee Signature

18 Instructor Signature

18 Supervisor Approval

Additional Approval (if
required)

15 Competency Evaluation: Document criteria, result, and follow-up.

Usze cne line per evaluation criterlon or follow-up item. The instructor records performance and required action; the verifier confirms
completicn before the emplovee performs affectad work independently whan competency is reqguired.

EVALUATION ! FOLLOW-UP ITEM INSTRUCTOR | OWNER DUE f COMPLETED | VERIFIED ! CLOSED

=

8 Signatures | 19 Supervisor Approval | 20 Record Retention

] ]
17 Employes O Training received [ Guestions
Signature answerad Laa [/ Tine

18 Instructor | O Content defivered [ Evaluation &3 Suparvisor

Signatre | compeed sl
20 Record

Retentlon Record Filed |
Location ! Retained By
Period

IMPORTANT: This record documants training but does not repiace reguired licenaes. certifications, compatent-person instruction, manufaciurar
regqurements, site neas, or regulatony training. The employer remains responsible for gualified instrecions. course suitability, competency evaluation, work
authorization, retraining, and secure record retention
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