
—EXAMPLE— 
Training Report & Log of Experiences 

 

Board of Examiners of  Nursing Home Administrators 
 

Trainee Report # ______  
 

Trainee Reports are to be sent in accordance with instructions from the 
Executive Officer’s letter to the AIT upon receipt of the registration form.  The 
Trainee Report should be used to l ist experience gained during the AIT 
period. 
Attached is an example of a Trainee Report form.  I t  is recommended that you 
keep a daily record of your training experiences to facil i tate preparation of 
your training report.  
Reports should be mailed to the Board of Examiners of Nursing Home 
Administrators, 800 NE Oregon, Suite 407, Portland, OR  97232.    
Date Report  Due  _________________ 

AIT NAME   
 F i rs t  Last  

Home Address  

City,  State,  Zip  
Home Phone  
Training Faci l i ty  

PRECEPTOR   

 F i rs t  Last  

Street Address  

City,  State,  Zip  

Faci l i ty Phone  

 

This report  covers the period from:  

 
TO BE COMPLETED BY THE AIT  

During this period I  received ____________ hours of AIT training. 
During this period I  worked _____________ days per week. 
Signature of AIT  ______________________________________________________ 
 
TO BE COMPLETED BY THE PRECEPTOR  
 
I  certify that the AIT under my supervision has received the training 
described within this report and has completed the hours of training and 
worked the days indicated above. 
   

Signature of Preceptor  Date 
 



—EXAMPLE— 
Log of Experiences 

The Tra in ing Repor t  Log Form template  is  posted  on  the  Board’s  Page  1  
AIT  Program  w ebpage located  a t  www .oregon.gov/nhabd.   

Name:John Doe Report #:2 Hours Completed:312 
 
Domain/Rotation Administration 

Hours Completed: 72 

Dates: November 15,  29,  December 5,  14,  20-21, January 4,  14,  17 

Areas of Training: •  AIT Module-Workers Compensat ion  
•  AIT Module-Strategic Planning 
•  AIT Module-Culture and Leadership 
•  AIT Module-Accounts Receivable 
•  AIT Module-Phi losophy and Leadership 
•  AIT Module-Bookkeeping and Account ing 
•  AIT Module-Prof i t  and Loss 
•  Complaint  survey 
•  Assisted with wage analys is 
•  Part ic ipated in emergency response team dr i l ls  
•  D irector  of  Operat ions s i te vis i t  
•  Vis i ted CCRC—not- for-prof i t  

Experiences and 
Observations: 

I  have real ly enjoyed the f i rst  two quarters of  t ra in ing.  Most of  
the f i rs t  three months, I  was completely lost.  Now as I  look back 
on my second quarter ,  I  real ize that I  am learning and 
understanding more the area of  administrat ion,  leadership,  and 
management.  Addit ional ly,  in v is i t ing other fac i l i t ies,  I  have 
learned that the responsibi l i t ies of  var ious department heads 
change from bui ld ing to bui ld ing.   

 
Domain/Rotation Medical Records 

Hours Completed: 24 

Dates: November 30, December 3,  4 

Areas of Training: •  Reviewed and part ic ipated in put t ing new resident admit  
charts together 

•  Reviewed regulat ions perta in ing to medical  records and 
HIPAA 

•  Reviewed HIPPA conf idential i ty requirements and assessed 
compl iance 

•  Completed several  chart  audi ts  for  completeness and 
compl iance 

•  Reviewed the information f low for res ident medical  
informat ion 

•  Discussed records disposal  and t imel ines 
•  Assisted with PPS review 

Experiences and 
Observations: 

As ment ioned in my last  report ,  medical  records hold v i ta l  
informat ion. In order to provide the best care possib le these 
records must be accurate and charts complete.  From family 
contact  informat ion to medicat ions and treatments each piece 
needs to be in i ts  appropr iate place at  set t imes. Making sure 
MDS assessments are completed dur ing the correct t imeframe 
wi l l  ensure that  we are in compl iance wi th Medicare and that  
the resident is  get t ing the treatment they need and deserve.   

 



—EXAMPLE— 
Log of Experiences 

The Tra in ing Repor t  Log Form template  is  posted  on  the  Board’s  Page  2  
AIT  Program  w ebpage located  a t  www .oregon.gov/nhabd.   

Domain/Rotation Bookkeeping 

Hours Completed: 32 

Dates: December 6-7,  10,  11 

Areas of Training: •  Part ic ipated in the tr ip le check process 
•  Processed resident t rust  accounts 
•  Prepared banking deposits  
•  Prepared forms for  bi l l ing insurance 
•  Entered charges on pr ivate pay accounts 
•  Reviewed al l  business off ice and bookkeeping pol ic ies and 

procedures 
•  Reviewed reimbursement rates for Medicare and Medicaid 
•  Reviewed author i ty l imi ts ,  budgets and spending 
•  Reviewed and part ic ipated in capi ta l  expenditure request 
•  Reviewed petty cash pol icy and reconci l iat ion process 
•  Part ic ipated in the bi l l ing cycle 
•  Ensured al l  b i l l ings were compete and accurate 

Experiences and 
Observations: 

The bookkeeper posi t ion can make or  break an organizat ion. 
Correct  coding,  document ing and keeping on top of  insurance 
companies and pr ivate pay accounts is  v i ta l  to col lect ing funds 
in an accurate and t imely manner 

 
Domain/Rotation Nursing 

Hours Completed: 112 

Dates: December 27, 28, January 7-8,  10-11, 15-17, 21-25 

Areas of Training: •  Shadowed charge nurses 
•  Part ic ipated regular ly in 24 hour report ing process and dai ly 

chart  review 
•  Part ic ipated in several  ut i l izat ion reviews 
•  Shadowed DNS 
•  Observed in servic ing of  new pol ic ies and procedures 
•  Part ic ipated in mock survey 
•  Shadowed RCMs dur ing through their  day and dut ies 
•  Conducted var ious room and chart  audi ts  
•  Part ic ipated in mult ip le QA meetings 
•  Reviewed the staff ing requirements and upcoming changes 
•  Completed MDS 
•  Reviewed and part ic ipated in the PPS and RUGs 
•  Reviewed RAI manual for  MDS, Raps, t r iggers 
•  Part ic ipated in creat ing, reviewing and audit ing care plans 
•  Reviewed previous surveys and trend f- tags 
•  Part ic ipated in QA/QI meet ings and review reports 
•  Observed psychotropic drug review meeting wi th pharmacist 

and team 

Experiences and 
Observations: 

I  have barely star ted my rotat ion in the nursing department and 
already I  can see how many integral  par ts there are.  Every 
disc ip l ine interacts with this  department and i t  is  the hub of  the 
fac i l i ty.  Awareness, accuracy, documentat ion and fo l low through 
are v i ta l .  

 



—EXAMPLE— 
Log of Experiences 

The Tra in ing Repor t  Log Form template  is  posted  on  the  Board’s  Page  3  
AIT  Program  w ebpage located  a t  www .oregon.gov/nhabd.   

Domain/Rotation Admissions 

Hours Completed: 32 

Dates: January 16, 18, 26-2 

Areas of Training: •  Reviewed and part ic ipated in complet ing admit  paperwork 
•  Part ic ipated in taking admission and inquiry phone cal ls  
•  Reviewed and part ic ipated in arranging home heal th for  

d ischarging residents 
•  Took admissions weekend cal l  
•  Faci l i ty  tours and informat ional  discussions wi th potent ia l  

residents and famil ies.  

Experiences and 
Observations: 

My admissions rotat ion was very busy but also very enjoyable. 
In th is  posi t ion you have the f i rs t  contact  wi th res idents,  
fami l ies and discharge planners. Taking weekend cal l  was an 
addi t ional  chal lenge. I  learned a lot  about determining acui ty,  
bed avai labi l i ty  and resident compat ib i l i ty  in assigning rooms. 

 
Domain/Rotation Activit ies 

Hours Completed: 40 

Dates: December 17, 18, 19, 24, 31 

Areas of Training: •  Reviewed overal l  act iv i ty program 
•  Read and reviewed the purpose and funct ion of  the act iv i ty 

program 
•  Performed assessment for  res ident needs and act iv i ty level  
•  Read and reviewed the act iv i ty director  ob descr ipt ion 
•  Assisted with communicat ing act iv i t ies wi th residents and 

staf f  
•  Observed and part ic ipated in mult ip le group act iv i t ies 
•  Observed, part ic ipated and documented one on one 

act iv i t ies 
•  Reviewed Resident Counci l  procedure/process 
•  Reviewed past  several  Resident Counci l  meeting minutes 

Experiences and 
Observations: 

Although the degree may vary,  part ic ipat ing in act iv i t ies is  
something that  just  about every resident wants to do.  For many 
i t  is  the highl ight  of  their  day,  possib ly their  week. Maintaining a 
balanced act ivi ty  calendar that  is  interest ing and has a wide 
var iety of  act ivi t ies along wi th ensur ing that the type of  
act iv i t ies are appropriate is  key to maximize part ic ipat ion and 
enhance resident l ives. 

 


