Owakihi, Inc.
Training Summary Form

| Employee: ) [la 0] Topic: PERSONNEL POLICIES AND PROCEDURES 108 Credit Hours: [

Il. Description of Training Content

Review and instruction on the employee job description and standards pertaining to the performance of job duties, including ethical
responsibilities. Emphasis on quality service, accurate and thorough documentation of services provided and billed, and timeliness in fulfilling
job responsibilities. Review of expectations and contact numbers for employee communication. Importance of integrity and stewardship in use
of resources including service billing, expense reimbursement, and payroll practices. Review of policies and procedures in the Employee

Handbook with explanation of applicability to employee job responsibilities. Discussion of driving conditions related to the position. Opportunity
for discussion and response to employee questions.

lll. Training Procedures

Training Format Instructional Methods Competency Measure*
—  Self Study o Module 108 materials, including X Quiz.
___Individualized Training X Written: Job Description Training Competency Form
___ Supervisory Meeting " Video Tape: * Other:
. Team Meeting ____ Oral Presentation and Dialogue _ _
___ Owakihi Inservice Guided Observation *Attached documentation required
IV. Date(s): / _'J Trainer/Position: '-'«_.j-

(M/DIY) A A
Time(s): Trainer Signature: /. J . [l D1

(AM or PM) i < ) =4t
Location(s): r\/[ L%\ﬂ( FEA Employee Signature: _"/ /A (/¢ )

Training hours need to be recorded by employee on corresponding timecard for reimbursement and training documentation purposes.
Employees are encouraged to keep a copy of this verification for their personal records.
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