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Training Coordinators    
Training Coordinators serve as the primary link between the Human Resources Department and 
regional and corporate programs/departments.  It is their responsibility to obtain information on 
all training conducted by regional and corporate programs (or training provided by outside 
vendors), verify that the information is complete, and ensure that it is accurately reported to 
Human Resources.  Each region and corporate program/department has a designated Training 
Coordinator.  These individuals contact their designated Program Directors or Managers on a 
quarterly basis to assess whether any training has been completed by the program.  The 
Human Resources Department is responsible for tracking and documenting all training provided 
to agency personnel.       
 

Training Coordinators and Reporting Procedures   
Human Resources contacts all Training Coordinators towards the end of each month, requesting 
information about any training that may have been conducted by CCLA programs or by other 
providers for the prior month. Training Coordinators then contact the Program 
Directors/Managers in their respective areas and request the information below, unless this 
information has previously been sent to them.   
Program Directors/Managers must send the following information to their Training Coordinator 
if training has occurred:                   

 A list of the completed trainings;                          

 Originals or copies of Training Verification Forms 

 Training outlines used for training, when available.         

 Individual Competence Verification form(s), if any;        

 Training Templates for new employees, if any             

Once received, Training Coordinators verify that all training information received is complete 
before delivering it to Human Resources.   
HR enters all training information received into its computer tracking system and retains all 
documentation for the next COA site visit in 2018.  All new Training Templates created by 
programs are placed in the HR personnel files.   

Program Directors, Training Templates and the Annual Performance Evaluation  
Training Templates, adopted in 2011, were introduced to facilitate the tracking of all training 
required by the agency, its programs, the Council on Accreditation (COA), and any additional 
training required by the program, funders and/or licensing boards.  Program 
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Directors/Managers may update Training Templates for personnel each year prior to the annual 
Performance Evaluation review.  Program Directors/Managers should review any updated 
template with the employee and also evaluate the employee's participation in training during 
the past year.  Performance Evaluations have an item evaluating the participation of personnel 
in training.  When complete, Program Directors/Managers send the employee’s Performance 
Evaluation along with the employee's Training Template to the HR Department.   
 
 


