Employee Training Record Form Instructions

For each of the classified employees you supervise, please complete this form to reflect the following information: type of training completed, and the total number of hours completed for each type of training.  The areas of training are: EOU workshops and training, EOU classes, and off-campus conferences or other training.

The training and education that can be included on this form should fall into one of four categories.

Skill Training
A. Basic Skills Training:  Reading, Writing, Basic Math and Critical Thinking

B. Technical Skills Training:  Process Technology, Computer Programming, Trade Skills (e.g. Machining, electronics, soldering), Repair Skills, Records Maintenance, Accounting, Scheduling, Information Services, Equipment Operation, Drafting, Legal and Medical.

C. Interpersonal Skills: Communication, Listening, Social, Self-esteem, Personal and Career Development, Behavioral, Cultural Diversity, Sexual Harassment, Customer Service, Teamwork, Quality Focus, and Management.

D. Safety: Health or Safety Training related to job or workplace.

Please call the Human Resources Office at x23548 if you have questions.  Thank you.
