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Training Course Record Proforma

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

The form is to be filed in by the local organisational area each time formal or informal training or instruction is provided to a staff member in the area. 

A Copy of the completed form is to be placed on the Organisational Area’s file.

	Course Name:
	
	
	

	Venue:
	
	
	

	Date/Time:
	
	Duration (hrs):
	

	Content topics:
	
	
	

	
	
	
	

	
	
	
	

	Delivery style included:
	Lectures: (
	Workshop/discussion: (
	On-the-job: (

	
	Practical work: (
	Demonstration of work instructions/procedures: (

	Videos:
	
	
	

	Handouts:
	
	
	

	Other support materials:
	
	
	

	Assessment included:
	Group participation: (
	Workbook completion: (
	Report/Assignment: (

	
	Verbal presentation: (
	Practical demonstration: (
	Exam: (

	Assessment Criteria Used:  Yes/No  (attach copy)

	Trainer Name:
	
	Phone:
	

	Trainer Organisation:
	
	Department/Area:
	

	Trainer Qualifications:
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