Tracking SMP Foundations: Volunteer Training

in SMART FACTS and Issuing Certificates

As your volunteers complete SMP Foundations training, take the following steps to track their training participation in SMART FACTS and issue the appropriate training certificate(s).

	Step
	Action

	1a
	Document each volunteer’s training participation in their SMART FACTS profile in the Volunteer Tracking & Management program.  
· To edit existing volunteers’ profiles select the Volunteer / Partners menu > View / Edit Volunteer / Partner > View / Edit Entity
· To enter a newly enrolled and trained volunteer, select Volunteer / Partners menu > Add New Volunteer / Partner > Add New Entity 

	1b
	Check the appropriate boxes in the Training Completed section.

· SMP Foundations Chapter 1

· SMP Foundations Chapter 2

· SMP Foundations Chapter 3

· SHIP Training

· Other Training

	2a
	Issue the Certificate of Attendance to all volunteers who attend the SMP Foundations Training once they have completed the training.  

Access the Certificate of Attendance on the SMP Foundations: Volunteer Training web page (www.smpresource.org > Resources for SMPs > Training > SMP Foundations: Volunteer Training).  
Two versions of the certificate are available: 

1) A standard pdf version which allows you to enter the training location, date, participant name, and trainer’s name;

2) An editable Publisher version which allows you to further customize the certificate as desired (i.e. with your SMP’s state-specific logo).

	2b
	Save the Certificate of Attendance on your computer and fill in the blanks for each field of information. 

	2c
	Print a completed Certificate of Attendance for each volunteer who attended training and have the trainer sign each certificate. 

Tip: Present the Certificate of Attendance to all volunteers at the end of training.

	3a
	Once each participant successfully passes the assessment (with a score of 80% or higher), check the SMP Foundation checkbox in the Passed Assessment section (see step 1a above). 

	3b
	Follow steps 2a-2c to issue the Certificate of Completion.  This certificate is signed by the SMP program director or their designee.
Tip: Present the Certificate of Completion by mail, to allow time to grade the assessments and ensure confidentiality of each volunteer’s results.


