
Instructor Qualification Tracking Sheet 
This is a sample tracking sheet created for your convenience. Keep backup 
documentation for all items! Instructors: if you change jobs, provide 
documentation of all qualifications to your new employer.  
 
Instructor Name:  
 
Initial Qualifications 
Instructor teaches:   BTW  Classroom 
 Foundations BTW Classroom 
Completion 
date: 

   

 
Other requirements 
Driver license # 
 

Expires:       

First Aid 
 

Expires:       

CPR  
 

Expires:       

5-yr certified 
court print 
(required annually) 

Due:       

 
Continuing Education Tracking (Count back 2 years – each instructor needs at 
least 15 hours during that 2 year period):  
Date Course name CEU/PDU 

earned 
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Teaching Experience (Count back 2 years – each instructor needs at least 30 hours 
during that two year period).  
Year: 2008 Number hours taught Provider Name 
Jan    
Feb    
Mar    
Apr    
May    
June    
July    
Aug    
Sept    
Oct    
Nov    
Dec    
 
Year: 2009 Number hours taught Provider name 
Jan    
Feb    
Mar    
Apr    
May    
June    
July    
Aug    
Sept    
Oct    
Nov    
Dec    
 
Year: 2010 Number hours taught Provider name 
Jan    
Feb    
Mar    
Apr    
May    
June    
July    
Aug    
Sept    
Oct    
Nov    
Dec    
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Year: 2011 Number hours taught Provider name 
Jan    
Feb    
Mar    
Apr    
May    
June    
July    
Aug    
Sept    
Oct    
Nov    
Dec    
 


