INSTRUCTION SHEET FOR SIGN-IN SHEETS
29 November 2010

Please see the example sheet for each section.
Section 1: Please DO NOT fill in a page number. This is for OCP use only!

Section 2: There MUST be a date filled in. If not, we have no record of the actual date on which
people were trained, and for audit purposes, we need to have the date.

Section 3: Please fill in the full title of the parish or school. For those of us who are new to the
Diocese, an abbreviated name can be confusing.

Section 4: Please fill in the full name of the town, such as North Attleboro rather than just
“Attleboro.” If there are questions, those towns are in different locations in the directory and it
saves time if we know right where to go for contact information.

Section 5: There must be a trainer name. Otherwise, we have no way of knowing if it is an
authorized trainer who conducted the training.

Section 6: We also need the title of the trainer, as a back-up reference to ensure that the person
is indeed an authorized trainer.

Section 7: Please remember to check whether it is a school or parish, since there are many of
both with the same names, such as St. Mary’s.

Section 8: This is for trainer’s initials and MUST be completed! It is an audit measure to ensure
that no names were written on the form after the training was done. When you initial this column
next to each trainee name, it means you are verifying that you actually trained that person. In this
column, it is also required that you initial next to each name. Drawing an arrow down is not
allowed for this column!

Section 9: This is for the post-test score, from the new Training Guide. It is not mandatory at this
point (hopefully that will change), but if you do a post-test, you should include the raw score. This
means it is not the percentage, such as 75% or 81%, but the actual number of correct answers
out of 44 possible.

Section 10: The applicant MUST print his/her name. Please ask people to print legibly, because
we use this to enter training dates into our database. If you have people who have difficulty
printing legibly, then after they have left, just print the name again at the bottom of the page with
an asterisk and note, or do something to help us read the name.

Section 11: The name of the site must be filled in on the first line. If every trainee is from the
same site, then an arrow can be drawn down to cover the rest of the trainees. If not, or if a
trainee needs additional sites, you can fill those in as shown.

Section 12: The name of the town, city, or village must be filled in, but as in Section 11, if all of
the trainees are from the same site, the town can just be filled in on the first line and an arrow
down the column after that.

Section 13: Trainees MUST sign the form to verify attendance.

THANK YOU FOR YOUR DILIGENCE!
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