Entering training attendance data into TRAIN

No class has been established prior to training being performed
· Most likely with Sub-Contractor Orientation and GERT
· Instructor:
· Ensure attendance form as complete as possible, including I.D. numbers
· Note any exam failures in red ink on attendance form.
· Deposit form in TRAIN Data Entry mailbox (WH7E)
· Admin personnel:
· Search database for I.D. numbers not provided on form
· If no I.D. numbers are found, roster and exam sheets should go to Joel’s mailbox
· Set up class in TRAIN
· Enter attendance in TRAIN and write date, signature and class code number on form
· For Sub-Contractor Orientation make a copy of the attendance form on three hole paper and deposit in Joel’s mailbox.  If Joel is away from the lab then it should go to John Cassidy.
· Original form to file

Class already established in TRAIN
· Instructor:
· Deposit attendance form in TRAIN Data Entry mailbox
· Admin personnel:
· Enter attendance into TRAIN, write initials and date on attendance form
· For the following courses make a copy of the attendance form and place in Joel’s mailbox
· FN000001	CPR
· FN000005	Crane Operator Training (CR)
· FN000014	Forklift Operator Training (CR)
· FN000335	BackWorks Functional Activities Training
· Any other courses provided by vendors where there is a charge back to Divisions/Sections.  Instructor must identify these on a case by case basis to ESH Admin.
· Original form to file



Time Requirements
· Training should be entered into the TRAIN database within 2 working days of receipt by ESH Admin.
· In cases where the data needs to be entered soon after completion of training, the instructor must deliver the attendance form to admin personnel and inform them of the time needs.  If admin personnel are not available at completion of class, instructor should leave the roster, with note attached detailing needs, in Jody’s in-basket on her office glass.  In extreme cases instructor should deliver the roster to someone else in ES&H who has data entry privileges: J. Kofron, D. Baird, J. Dawson.

