	XYZ Fire Districts

Division of Training
	Monthly Training Planning & 

Quality Assurance Report
	Month______________Year_________

Shift Commander_________________


Shift Commander Daily Duties

· Issue training orders to companies, schedule any logistics or personnel switches

· Issue daily quick drill or tabletop tactical assignments, complete daily training audit and log below

	Shift Date
	Training Topic
	Type of Training
	Attendance
	Location
	Scheduled Time
	Instructor
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Quality Assurance Process

· Attend mandatory sessions

· Participate or monitor in company level training events

· Coordinate specific assignments, make coverage assignments, move personnel according to training needs

· Follow-through on completed training reports – make sure they are fully completed and forwarded to Drillmaster

· Notify Drillmaster, Operations Chief and Director of Training by email of any cancellations of training sessions and determine make-up plan

Shift Commander Daily Training Verification

	Shift Date
	Station
	Firefighter Name
	Topic
	Reference
	Pass/Fail
	Comments

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Training Documentation






Special Assignments  (Driver Training Assignments, Probationary FF Program, Make-up etc.)

· Submit completed records and reports to Drillmaster……….DAILY

· Review audit, schedule make-up sessions…………………..WEEKLY

· Verify hard card entries…………………………………………MONTHLY

· Review Personal Improvement Agreements…………………
DAILY/AS INDICATED
· Submit this report to Operations Chief………………………..END OF MONTH




White Copy: Shift Commander     Yellow: Drillmaster
Pink:  Operations Chief      Gold: Director of Training/file

(Distribute completed form copies at end of month by first Monday)[image: image1.png]



