Bi-Weekly Verification of Trade Training Attendance

Instructions



Training Attendance
	This form must be used to verify training attendance and successful progress for continued benefits of Trade training, TRA, transportation, and/or subsistence. 


	
	Participant Name

	Enter the participant’s complete name.


	
	Date

	Enter the date this form is being completed.

	
	Attendance Verification Period
	Enter the beginning date (Sunday) and the ending date (Saturday) for the two-week period for which attendance is being verified.


	
	Did you attend all scheduled training during the two-week period above?

	The participant must answer this question yes or no.  If no, the participant must explain the reason for any absences.

	
	Did you drop any courses or have you been terminated by the training institution?

	The participant must answer this question yes or no. If yes, the participant must explain the reason for dropping courses or reason for termination by the training institution.


	 
	Provide the from and through dates and reason for any scheduled break in training during this two-week period

	The participant must provide the from and through dates of any scheduled break in training and a reason for the break.

	 
	Name of Training Institution 


	Enter the name of the training institution where the participant will attend training. 



	
	Address    

	Enter the street address of the training institution.

	
	City     
	Enter the city for the training institution address.


	
	State
	Enter the state for the training institution address.



	
	Zip Code
	Enter the zip code for the training institution address.

	
	Course Name and Number
	Enter the course name and number the participant is enrolled in. 

	
	Online
	The participant must mark this if the course is online.  Online course attendance verification must be made via:  a) instructor signature on this form; b) email from instructor; or c) training institution printout.  (Verification via b) or c) must contain the two-week period, course name and number, participant name, and answers to the questions.


	
	
	

	
	
	

	
	
	

	
	
	

	
	Attendance
	The participant must mark attendance in the course for the two-week period.  Attendance should be marked with a “P” (in attendance on-site); “O” (in attendance online) for each day in attendance for each week during the two-week period.  The first row is for week 1 and the 2nd row is for week 2.  An “H” must be marked for any Holiday that falls on a day the participant would be scheduled for class if there were no Holiday.  Holidays must be noted in Question #4 above the same absences.  For any absence, the box should be marked with an “A” (absent) and explained in the question at the top of the form. 



	
	
	

	
	Has the participant attended all scheduled classes?
	The course instructor must check yes or no if the participant attended all scheduled classes during the two-week period.  If no is checked, the course instructor must indicate the reason.



	
	Is the participant successfully progressing through the listed course?
	The course instructor must check yes or no if the participant is successfully progressing through the listed course.  If no is checked, the course instructor must indicate the reason.  The participant must be contact to provide guidance and assistance to complete the course successfully.



	
	If no to either question, please explain
	If no is checked for either question, the course instructor must indicate a reason for checking no.

	
	
	

	
	Instructor signature and date
	The course instructor must sign and date this form.

	
	
	

	
	Participant Signature and date
	The participant must sign and date this form.  When the participant signs and dates this form, they are certifying that the preceding information is correct to the best of their knowledge and that there is no intent to commit fraud.


	NOTE:  The career planner must record the receipt of the Form #006a Bi-Weekly Verification of Trade Training Attendance in a case note in IWDS.  Any absences by the participant requires entry of a ceased participant status in IWDS, unless the absence was due to a campus-wide closure for a holiday, weather-related closure, or a closure that is through no fault of the participant.  Late submission of Form #006a Bi-Weekly Verification of Trade Training Attendance also requires a ceased participation status entry and case note in IWDS.  When the late attendance forms ae received, a comment must be entered in the ceased participation status and a corresponding case note entry in IWDS providing the date the attendance sheets were received.  


	Benchmarks

	There are two evaluation criteria which must be reviewed every 60 days for the participant.  The criteria are satisfactory academic standing and on track to complete training within the agreed upon timeframe.  This attendance form should be utilized by the career planner to document and evaluate these criteria every 60 days. The career planner must enter benchmarks in IWDS every 60 days and at the end of each semester.

To allow flexibility, the benchmarks can be entered more frequently than 60 days however the next 60 day benchmark due date will be calculated from the latest benchmark date. Career planners will need to stay on top of this. 
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