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TPP Individual Staff Training Log Sample

To meet TPP Program Expectations, it’s important for TPP-funded projects to ensure staff and partners receive training that supports the delivery of high-quality adolescent health programming. 
Overview
TPP project administrators or training coordinators can adapt this training log to support training tracking and help ensure their project meets expectations.
While the TPP Program does not prescribe training topics, the RHNTC recommends training staff (and partners, if applicable) on the topics in this sample log, along with any others relevant for your staff and project.

Administrator instructions
1. Adapt this training log for each staff member. 
Use your project’s training plan (adapted from the TPP Project Training Plan Sample or created from scratch) and/or the RHNTC’s TPP Suggested Training Lists to inform which training topics and resources to include in each staff member’s training log.

Ultimately, each staff member should have a log with the list of trainings they need to complete.
2. Finalize the training log for each staff member. 
Remove any sections that do not apply to that staff member. (For example, if they do not facilitate groups, remove the section on facilitation.)

Delete this page. The staff member should see only the instructions they need, not the administrator instructions.
3. Share the appropriate training log with each staff member or partner. 
Ask them to complete the trainings listed, mark the dates of completion in the log, and return the log to you for your tracking purposes. Consider using the TPP Administrative Training Record Sample to track training completion for all project staff.
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Staff member name: 
Staff member position:

Complete the trainings below and mark the dates completed in the right-hand column. 
Then return this log to the project administrator or training coordinator. 


	Training Topics
	Training Resources
	Date Completed 
(or N/A)

	Foundation in adolescent health
	
	

	Adolescent sexual and reproductive health
	





	

	Facilitation
	




	

	Positive youth development
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