[image: image1.wmf]

Personal Attendance Training 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. 

The form is to be filed in by the local organisational area and updated as training occurs. 

Once an individual has terminated employment at QUT, the completed form/s are to be forwarded to Human Resources for filing on the Personnel file.

Name:




Date of Birth:




Area:

Faculty/Division:







Training Date
Course Name/Topic
Location
Trainer
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