Training File Setup

It is recommended that each Service Center create:
1) A WEEKLY TRAINING FOLDER
2) TEAM MEMBER TRAINING FOLDERS
3) TEAM MEMBER STATE TRAINING FOLDERS

Team Member Training Folder John Doe State Training

S.C. Weekly Training




S.C. Weekly Training:

This folder contains the VTMs from each weekly meeting indicating all Team
Members who signed in, including or indicating training materials/quizzes

reviewed. It also holds all other trainings provided by the Service Center such
as group VTM field demonstrations, etc.
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Team Member Training:

NOTE:
P&P # 1501 Requires a Personnel Training File be set up for each Team Member’s Training.
P&P # 1904 Requires all training files be kept for 7 years.

This folder contains the VTMs from each weekly meeting copied, indicating
John Doe who signed in, highlighted, including or indicating training
materials/quizzes reviewed. This file also contains Quality Pro Certificates.

John Doe Training Folder
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Team Member State Training

Each State has their own CEU training requirements: Each ID
Cardholder/Registered Tech shall have their own file that includes all
completed State training forms required for ID CARDHOLDER/Registered
Techs, etc. CEUs [i.e in Florida: 40 hours of field training/signed, 4 hours the
first 6 months (BASIC/RODEOS) and 2 hours annually thereafter]

John Doe State Training
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