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This Session is Being Recorded
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Overview
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Regular attendance and participation are essential to student success.  In 
addition, many elements of the Illinois Works Pre-Apprenticeship 
Program rely on accurate recording of participant attendance including:
➢ Successful Completion of individual training modules based on 80% or 

greater attendance of required training hours.
➢ Participant receipt of stipend based on attended instruction hours and 

student performance.
➢ Successful attainment for Grantees of performance-based 

benchmarks.



Memo
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Template 21 
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Job Aid
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Module Name 

must be written 

as approved 

on the Final 

Curriculum 

Form.

Participant 

names must be 

pre-printed 

alphabetically 

by last name.

Training Dates are the dates of 

training covered by this roster. In this 

example, the training dates are only 

half of the total for this training  

module.
Course Dates are 

the start and end 

dates for this 

training module.  

Course Hours are 

the total hours of 

this course as 

approved on the 

Final Curriculum 

Form.

Each participant’s 

attendance must 

be totaled in this 

final column.

The instructor must 

sign and date this 

forum on the final 

day of instruction 

for this form. A 

Program Manager 

or Admin must sign 

and date this form 

within one week of 

course completion 

and prior to 

uploading to IWRS.

Instructors 

enter additional 

notes 

regarding 

individual 

participants or 

general class 

information.



Job Aid
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Action 

Plan
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Thank You!
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