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DDR ATTENDANCE & ID RECORD

	Provider Name:

	
	Provider Number:
	AC

	Venue Address: 
(Site/Building/Room):
	
	Course Number
	DDR 

	Date: 
	
	Day:
e.g. 1, 2 or 3:
	
	Actual Start Time:
	
	Actual Finish Time:
	
	Total break times:
	



	Full Name
	Form of ID 
	Trainer Initials
	Attendee Signature
	Notes 2
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Declaration: I have conducted the required identity checks and delivered this course as approved.

	Trainer Name
	

	
	Trainer Signature
	



It is the responsibility of the centre to ensure there is an auditable trail of attendance and ID checks.  ID should be presented prior to the start of the course.  DVSA expect one attendance & ID record per day to be completed.
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                   2. E.g. sick, late arrival or did not complete
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Guidance for Completion

It is the responsibility of the centre to ensure there is an auditable trail of attendance and ID checks.  This guidance will assist you in completing the example above, should you choose to use it, correctly and accurately.

Please note ID should be presented prior to the start of the course. 

DVSA expect one attendance & ID record per day.
Provider Name:  The name of the course provider as shown on the approval certificate issued by DVSA.

Provider Number:  The unique centre identification number as shown on the approval certificate issued by DVSA.

Venue Address (Site/building/room):  Details of where the training is taking place

Course Number:  The unique course identification number as shown on the approval certificate issued by DVSA.

Date: Date the course has been delivered

Day:  The day of the course being delivered e.g. 1, 2 or 3

Actual Start Time: A time, which is not pre-populated, completed by the trainer when the training (excluding administration and ID checks) commences. This forms part of the information that is verified by the trainer declaration. 

Actual Finish Time: A time, which is not pre-populated, completed by the trainer when the training finishes.  This forms part of the information that is verified by the trainer declaration.

Total Break times:  The total time taken for breaks/lunch

Full Name:  Full name (first name and last name) of the person in attendance as shown on the identification presented

Signature:  Signature of the person in attendance which can be used to verify their identification against the ID presented, if required.

Notes: To record appropriate comments for events such as exceptions.

Trainer Name: Name of the trainer(s) delivering the course.

Trainer Signature: It is the responsibility of the trainer(s) delivering the course, to ensure the information recorded on the attendance and ID record is correct.  The trainer(s) must sign the declaration to confirm that they have correctly recorded the information providing an auditable trail
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