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1. Staff will be responsible for tracking the education they attend and complete each year.
2. The Staff Education Tracking Form once completed for the year will become part of the Employee’s Personnel File.

3. Staff will complete the HCA Education Tracking Form and Staff Education Tracking Form (on the Server under “Forms”) as they attend education sessions as follows:          
- Date – is the date you attended the course – if it is more than one day put the date course is completed.

- Name of course – the official name of course should be used.

- Length of course – document the hours of actual course time, do not include travel time or break time.

- √ if the course is mandatory, leave blank if course is not mandatory and √ under Not mandatory column.

- Always have supervisor, office manager or Executive Director initial that you attended.

4. The completed Education Tracking Form will be requested prior to Yearly Performance Evaluation each year.

5. Ensure you have the Tracking Form accurately completed as it will be used as one of the tools to determine staff in good standing.
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