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Topic one
Overview



What’s the big deal?
Training documentation is an important tool used to gauge the progress of each
new hire. Also, establishing documentation procedures offers liability protection
for the agency and the CTO. As a CTO, you can say you trained on this or that
but without proper documentation you will not have the proof that you did what
you said, nor will you give the agency enough information to make informative
decisions on the trainee’s status.

4APCO Communications Training Officer 6th Edition, pg. 5-1



Do I have to?!
The need for training documentation arises not solely from internal department
policies; our agency and county also mandate it. These requirements emphasize
the documentation of meeting minimum training standards and demonstrating
how the provided training aligns with these criteria. Hence, it is crucial for
training documentation to offer a comprehensive overview of the trainee's
progression in meeting the specified requirements.
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When to document
Documentation should be completed every shift. Documentation can be in different
formats depending on the training at hand (call taking training vs dispatch training). For
call taking, documentation shall be done utilizing the Call Taking Daily Activity Log
(spreadsheet). For dispatching, documentation can be in the form of the Dispatch Activity
Log, your own spreadsheet, a word document, or an annotated email.

At the end of EACH SHIFT, email the documentation to the trainee, the supervisor, and the
PST department. Then, at the end of EACH SET OF SHIFTS, complete a Daily Observation
Report and discuss the DOR with the trainee. If you are not able to complete and/or
discuss the DOR before the end of the set of shifts, email the supervisor and the PST
department.
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Add it up
Step 1: Every shift, complete a Daily Activity Log spreadsheet*

*If dispatch training, you may substitute alternate means of documentation in place of the Daily
Activity Log spreadsheet.

Step 2: At the end of every shift, email the completed Daily Activity Log spreadsheet to
the trainee, the shift supervisor, Capt. Shadaram, and Lt. Austin

Step 3: At the end of every SET of shifts, use your completed Daily Activity Log
spreadsheets to summarize the trainee’s performance in a DOR in Adore
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Topic two
Call Taking Daily Activity Logs



There is Guidance!
See your “2023 lee control cto guide”
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Let us know if you 
need a copy of the 
2023 CTO Guide 
emailed to you!!
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• This is what your columns should like on a completed Activity Log (with 1’s in the 
appropriate fields).
• Note: you can leave the event number blank and the other columns blank when 

you’re making general notes in the “Notes” column which are non-event related.
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• This is what the “Notes” column should 
look like.
• Here are some examples of what kind of 

information to notate:

Joe

Joe



Topic 2 Exercise
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Listen to audio and document the Call Taking Activity Log
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Topic three
Call Taking DORs



There is guidance!
See your “2023 lee control cto guide”
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Let us know if you 
need a copy of the 
2023 CTO Guide 
emailed to you!!



categories

• The Call Taking DOR includes 12 
categories.

• For each category, select a 
rating and then provide 

comments (if required for the 
rating).



CAtegory ratings

1. Not Observed: The trainee did not perform any tasks 
in this category during this set of shifts. *This rating 
does not require comments. 

2. Does Not Meet: The trainee does not meet 
expectations for this set of shifts.

3. Meets: The trainee meets expectations during this set 
of shifts. *This rating does not require comments.

4. Exceeds: The trainee exceeded expectations during 
this set of shifts. 

5. Training in Progress: The trainee has not had enough 
training yet to be evaluated on  their performance.



RATINGS SEGs

• Within each of the 12 categories, 
each rating is defined by an SEG 

(Standardized Evaluation Guideline) 
which appears in the “Response 

Description” box upon selection of 
the rating. 

• SEG=Definition of the rating



comments

• As noted, comments are required for ratings of 
“Does Not Meet”, “Exceeds”, and “Training in 
Progress”. 

• Comments for “Does Not Meet” and “Exceeds” 
should be a summary of their performance which 
justifies the rating for the set of shifts.

• Comments for “Training in Progress” should answer 
the three prompts: 

1- What topics were discussed?
2- What topics were performed?
3- What topics still need more instruction?
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Example DOR

• Note the absence of comments 
for the categories with a rating 

of “Meets”.

• Note the comments for the 
categories with ratings of 

“Training in Progress”. Do these 
comments justify the rating of 

“Training in Progress”?



When do I move the trainee out of training in progress?

• If the trainee meets the definition of “Meets” for that category and is proficient in all of the 
“Objectives” from the “Objectives Report”, move them to a “Meets”. This is essentially saying 
the trainee has received enough training in this category and their performance can now be 
assessed.

• Once the trainee has been moved from “Training in Progress” to “Meets”, “Exceeds”, or “Does 
Not Meet”, the trainee cannot go back to “Training in Progress”. 

• If the trainee is already at a “Meets” and has a bad set of shifts, do not move them back to 
“Training in Progress”. Move them to “Does Not Meet” and detail what the errors were in the 
comments and what training was/is needed in the “Remedial Training Comments”. 

• It’s okay to move back and forth between “Meets” and “Does Not Meet” if their performance 
is inconsistent.
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So I gave them a does not meet, now what?
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Topic 3 Exercise
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Review the Call Taking Activity Log and complete the DOR
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Topic four
Call Taking Objectives



In addition to the 
completing a dor
in adore each set 

of shifts, you 
should also be 

signing off 
questions in the 
objectives report. 
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Discussed, demonstrated, proficient
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TIP: Pull up the Objectives Report 
each shift and use the Questions as 
a guide of what topics to review 
with the trainee.



Topic Five
Dispatching Daily Activity Logs



There is Guidance!
See your “2023 lee control cto guide”
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Let us know if you 
need a copy of the 
2023 CTO Guide 
emailed to you!!
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• This is what your columns should like on a completed Activity Log (with 1’s in the 
appropriate fields).
• Note: you can leave the event number blank and the other columns blank when 

you’re making general notes in the “Notes” column which are non-event related
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• This is what the “Notes” column should 
look like.
• Here are some examples of what kind of 

information to notate:
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Don’t forget to email the Dispatch 
Taking Activity Log (or other 
approved form of documentation) to 
the trainee, the  shift supervisor, 
Capt. Shadaram, and Lt. Austin at the 
end of every shift!



Topic 5 Exercise
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Listen to audio and document the Dispatch Activity Log
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Topic SIX
Dispatching DORs



There is guidance!
See your “2023 lee control cto guide”
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Let us know if you 
need a copy of the 
2023 CTO Guide 
emailed to you!!



categories

• The Dispatch DOR includes 17 
categories.

• For each category, select a 
rating and then provide 

comments (if required for the 
rating).



CAtegory ratings
1. Not Observed: The trainee did not perform any tasks 

in this category during this set of shifts. *This rating 
does not require comments. 

2. Does Not Meet: The trainee does not meet 
expectations for this set of shifts.

3. Meets: The trainee meets expectations during this set 
of shifts. *This rating does not require comments.

4. Exceeds: The trainee exceeded expectations during 
this set of shifts. 

5. Training in Progress: The trainee has not had enough 
training yet to be evaluated on their performance in 
this category.



RATINGS SEGs

• Within each of the 17 categories, 
each rating is defined by an SEG 

(Standardized Evaluation Guideline) 
which appears in the “Response 

Description” box upon selection of 
the rating. 

• SEG=Definition of the rating



comments
• As noted, comments are required for ratings of 

“Does Not Meet”, “Exceeds”, and “Training in 
Progress”. 

• Comments for “Does Not Meet” and “Exceeds” 
should be a summary of their performance which 
justifies the rating for the set of shifts.

• Comments for “Training in Progress” should answer 
the three prompts: 

1- What topics were discussed?
2- What topics were performed?
3- What topics still need more instruction?
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Example DOR

• Note the absence of comments 
for the categories with a rating 

of “Meets”.

• Note the comments for the 
categories with ratings of 

“Training in Progress”. Do these 
comments justify the rating of 

“Training in Progress”?



Topic 6 Exercise
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Review the Dispatch Activity Log and complete the DOR



Topic Seven
Dispatch Objectives



In addition to the 
completing a dor
in adore each set 

of shifts, you 
should also be 

signing off 
questions in the 
objectives report. 
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read, practiced, completed
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TIP: Pull up the Objectives Report 
each shift and use the Questions as 
a guide of what topics to review 
with the trainee.
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Exercise a
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Summarize the Call Taking DOR for hand-off to another CTO.



Exercise b

January 2024 Training Documentation Workshop 51

Summarize the Dispatch DOR for hand-off to another CTO.



Any questions?
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