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	Organization / Department
	 
	Training Program / Course
	 

	Course Code / LMS ID
	 
	Report Date
	

	Report Number
	 
	Instructor / Facilitator
	

	Trainer Credentials / Certs.
	 
	Location, Room, Platform
	

	Session Start Time
	
	Session End Time
	

	Total Seat Time (Hours)
	
	CEUs / Credit Hours
	



	Session Overview
	
	
	
	

	Learning Objectives
	Description

	Competencies Targeted
	Description

	Prerequisites Covered
	(yes/no and notes)

	Audience / Role
	Example: New hire, field tech, managers

	Class Size
	Planned:

Actual:

	No Shows / Late Arrivals
	Counts, Names (if needed)

	Accessibility / Accommodations Provided
	Description



	Agenda and Activities
	
	
	

	Time Block
	Topic / Module
	Method
	Activity Description
	Materials / Assets Used
	Instructor / Co-Trainer
	Notes

	
	
	Lecture
	
	
	 
	

	
	
	Demo
	
	
	 
	 

	
	
	Hands-On
	
	
	 
	 

	
	
	Role Play
	
	
	 
	 

	
	
	E-Learning
	
	
	 
	 

	
	
	Virtual
	
	
	 
	 

	
	
	Case Study
	
	
	 
	 

	
	
	Coaching
	
	
	 
	 

	
	
	
	
	
	 
	 

	
	
	
	
	
	 
	 




	Attendance
	
	
	
	
	
	

	Employee / Student ID
	Trainee Name
	Department / Team
	Check-In Time
	Check-Out Time
	Completion Status
	Signature (if required)

	
	 
	 
	12:00 PM
	12:00 PM
	Completed
	 

	
	 
	 
	12:00 PM
	12:00 PM
	Partial
	 

	
	 
	 
	12:00 PM
	12:00 PM
	Absent
	 

	
	 
	 
	12:00 PM
	12:00 PM
	Hours / Days
	 

	
	 
	 
	12:00 PM
	12:00 PM
	Hours / Days
	 

	
	 
	 
	12:00 PM
	12:00 PM
	Hours / Days
	 

	
	 
	 
	12:00 PM
	12:00 PM
	Hours / Days
	 

	
	 
	 
	12:00 PM
	12:00 PM
	Hours / Days
	 



	Assessment and Performance
	
	
	

	Pre-Assessment Score
	Average / Range

	Post-Assessment Score
	Average / Range

	Knowledge Gained
	% Change

	Skills Demonstration / Practical Result
	Pass/Fail or Rubric Score

	Minimum Passing Criteria
	Description

	Trainees Requiring Remediation
	Names / Plan / Due Date

	Accessibility / Accommodations Provided
	Description



	Certification and Compliance
	
	
	
	

	Certification Issued
	Yes/No and Type

	Badge / Certificate IDs
	Description

	Regulatory / Safety Requirements Met
	Standard / Policy

	Records Uploaded to LMS
	Yes/No and Date/By Whom

	
	
	
	
	
	

	Resources and Equipment
	
	
	
	

	Equipment / Simulator IDs Used
	Description

	PPE / Safety Checklist Completed
	Yes/No

	Room / Network / AV Issues
	Description and Resolution

	Materials Consumed
	Quantity and Description





	Feedback and Evaluation
	
	
	
	

	Trainee Satisfaction
	Average Rating / NPS

	Qualitative Feedback
	Top 3 Comments

	Instructor Self-Evaluation
	What went well? What can be improved on next time?

	
	
	
	
	
	

	Incident and Risk
	
	
	
	

	Safety / Behavior Incidents
	Time, Description, Action Taken

	Data / Privacy Concerns (if virtual)
	Top 3 Comments

	Near Misses / Lessons Learned
	What went well? What can be improved on next time?

	
	
	
	
	
	

	Follow-Up Actions
	
	
	
	

	Remediation Sessions Needed
	Names, Topics, Dates

	Assignments / Practice Work
	Description, Due Date

	Manager Handover Notes
	How to reinforce the job

	Next Session Pre-requisites / Prep Materials
	Top 3 Comments




	Cost and Utilization
	
	
	
	

	Trainer Hours
	 

	Assistant / SME Hours
	 

	Room / Platform Costs
	 

	Materials / Catering / Travel
	 

	Cost per Trainee
	 

	
	
	
	
	
	

	Attachments and Links
	
	
	
	

	Slide Deck / Job Aids / URLs
	 

	Assessment Keys / Rubrics
	 

	Attendance Sheet / Sign-in Photos
	 

	
	
	
	
	
	

	Approvals
	
	
	
	
	

	Instructor Name
	 
	Training Manager / L&D Lead
	 

	Signature
	 
	Signature
	 

	Date
	 
	Date
	 





	DISCLAIMER
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