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POLICY

Proper documentation of training and job changes are maintained.
PROCEDURE
· Documentation of training and/or change will be submitted to the receptionist as it occurs.

· Trainings and changes are documented on a training form for each employee for the year by the Receptionist, including hours in training, actual title of training, and person or agency providing training.

· Degrees, committees served on, college credits, and job changes are also tracked on the forms.

· At the end of each school year one copy is printed by the Receptionist, and is filed in the employees training book to be kept at Head Start. A copy is available upon request for any employee. 

This Policy complies with Head Start Performance Standard 1304.52 (k)(2)§ 1304.52 Human resources management.

