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Title X Individual Staff Training Log Sample
[bookmark: _heading=h.2gdw9dkalzhc]The Title X Program Expectations state that staff working in Title X-funded projects (at the grantee, subrecipient, and site level) must receive training on select topics, some of which are required annually and some once per project period. Title X project administrators or training coordinators can adapt this training log to support training tracking and help ensure their project meets this expectation.
Overview
This sample log has three sections, one for each category of trainings:
Section 1: All staff—required once per project period
Section 2: All staff—required annually
Section 3: Clinical staff—recommended once per project period

Each section lists example training resources that projects can use to fulfill the required training topics and the expectation that services align with nationally recognized standards of care. However, your project is not required to use these specific training resources.

Administrator instructions
1. Adapt this training log for each staff member. 
If you adapted the Title X Project Training Plan Sample, use your project’s training plan to inform which trainings to include in each Title X project staff member’s training log. 

You can add, remove, and replace trainings in the log to best meet the needs of your staff and project. 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 the staff member is not clinical, remove the section for clinical staff.) 

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. 
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 Title X 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
	Example Training Resource
	Date Completed 
(or N/A)

	All staff
Each training topic required once per project period

	· Voluntary and Non-Coercive Services 
· Services Not a Prerequisite for Eligibility or Services
· Personnel Awareness
· Personnel Training
· Confidentiality
· Non-Discriminatory Services
· Other suggested trainings
	Title X Orientation: Program Requirements for Title X Funded Family Planning Projects eLearning
	

	Client-Centered Services
	Cultural Competency in Family Planning Care eLearning
	

	All staff
Each training topic required annually

	Reporting Requirements: Mandatory Reporting for Abuse, Rape, Incest, and Human Trafficking 
	Mandatory Child Abuse Reporting in Title X-Funded Family Planning Settings
Trauma-Informed Mandatory Child Abuse Reporting in a Family Planning Setting Video
Identifying and Responding to Human Trafficking in Title X Settings eLearning Course
	

	Family Involvement and Resisting Sexual Coercion
	Counseling Adolescent Clients to Encourage Family Participation Video
Counseling Adolescent Clients to Resist Sexual Coercion Video
	

	Clinical staff
Training topics recommended for all staff, particularly clinical, once per project period

	Introduction to the QFP
	Introduction to the Quality Family Planning Recommendations eLearning
	

	Reproductive Anatomy and Physiology
	Introduction to Reproductive Anatomy and Physiology eLearning
	

	Determining Your Client’s Need for Services and Discussing Reproductive Goals
	Determining Your Client’s Need for Services and Discussing Reproductive Goals eLearning
Client-Centered Reproductive Goals and Counseling Flow Chart
· Also available in Spanish: Diagrama de flujo de objetivos reproductivos y asesoramiento centrado en el cliente
Clinical Pathway for Family Planning Services Chart
Family Planning and Related Preventive Health Services Checklists for Women and Men
	

	Pregnancy Testing and Counseling
	Pregnancy Testing and Counseling eLearning
Exploring All Options: Pregnancy Counseling Without Bias Video
Adoption as an Option in Family Planning Settings Webinar
	

	Contraceptive Counseling and Education
	Contraceptive Counseling and Education eLearning
[bookmark: _heading=h.pkx2s78xbsf9]Efficient Questions for Client-Centered Contraceptive Counseling Palm Card
· Also available in Spanish: Preguntas eficaces para el asesoramiento anticonceptivo centrado en el cliente - Tarjeta de mano
Birth Control Methods Options Chart
· Also available in Spanish: Tabla de opciones de métodos anticonceptivos
	

	Support for Achieving a Healthy Pregnancy
	Support for Achieving a Healthy Pregnancy eLearning
Basic Clinical Evaluation of Infertility for Female Clients: A Checklist for Providers
Basic Clinical Evaluation of Infertility for Male Clients: A Checklist for Providers
Preconception Counseling Checklist
	

	STI Services
	Sexually Transmitted Infections Services eLearning
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