Sample Noncriminal Justice Agency (NCJA) Training Records Form

TRIBE Name:

The following training is required:
CJIS Security Policy (CJISSECPOL): Awareness and Training (AT) 
AT-2(a) Provide security and privacy literacy training to system users (including managers, senior executives, and contractors): 1. As part of initial training for new users prior to accessing CJI and annually thereafter; and
2. When required by system changes or within 30 days of any security event for individuals involved in the event
AT-3(a) Provide role-based security and privacy training to personnel with the following roles and responsibilities:
· All individuals with unescorted access to a physically secure location;
· General User: A user, but not a process, who is authorized to use an information system;
· Privileged User: A user that is authorized (and, therefore, trusted) to perform security-relevant functions that general users are not authorized to perform;
· Organizational Personnel with Security Responsibilities: Personnel with the responsibility to ensure the confidentiality, integrity, and availability of CJI and the implementation of technology in a manner compliant with the CJISSECPOL. (This includes LASOs)
1. Before authorizing access to the system, information, or performing assigned duties, and annually thereafter; and
2. When required by system changes.
AT-4 Training Records- a. Document and monitor information security and privacy training activities, including security and privacy awareness training and specific role-based security and privacy training; and b. Retain individual training records for a minimum of three years.
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CERTIFICATION:
The people named above have received the required training in accordance with applicable rules and regulations. 

LASO: ___________________________________________			Date: _____________________
NIGC Advisory Notice: Keep training logs on file. Training logs will be reviewed during audits. The NIGC will also periodically request the agency to submit training logs as part of quality assurance and compliance review. Please do not send them to the NIGC unless requested. 
