Template 9: Record sheet
Use this sheet to record key information following each training course. This information will then be readily available when it comes to completing your annual report. Alternatively, you could collate the key information in an excel spreadsheet.

	Group name 
(eg name of school)
	

	Dates of training
	

	Total no. of trainees in group
	

	… and by grade
	No. of trainees undertaking grade 1
	

	
	No. of trainees undertaking grade 2
	

	
	No. of trainees undertaking grade 3
	

	Total no. of trainees achieving the competencies for the grade undertaken
(use trainee skills assessment sheets to obtain this information)
	

	… and by grade
	No. of trainees achieving grade 1
	

	
	No. of trainees achieving grade 2
	

	
	No. of trainees achieving grade 3
	

	Number of trainees in group cycling to school/work/ university before the training was undertaken
	

	Number of trainees in group cycling to school/work/ university after the training was undertaken
	

	Please record any other notes relating to this group of trainees

	

	Completed by:                                                        (name of instructor), on                (date)
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