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Course Attendance Record Proforma

This form can be printed out and is to be used to record all on-the-job and off-the-job training and instruction provided for staff at QUT. 

Course Name:

Venue:

Trainer:

Date:


Name
Department

Attendance

Signature



Attended
Absent with reason/evidence (describe)
Absent - no reason




(

(




(

(




(

(




(

(




(

(




(

(




(

(




(

(




(

(




(

(




(

(




(

(




(

(


[image: image1.wmf]_933142386.unknown

