

DOTP TRAINING CANCELLATION POLICY


Please review the cancellation policy below prior to confirming a training class.  Our goal is to provide quality, consistent training courses to as many students as possible. We often have wait lists, so an empty seat is a waste of resources and a lost opportunity for others.  

Cancellation Policy:  
A confirmed student must notify Alison Grimes at least two working days before the start date of the class if unable to attend.  The District/Division Professional Development Liaison (PDL) or Training Coordinator (TC) and Supervisor should also be notified of all cancellations.  The training courses fill quickly.  It is extremely important to notify the Workforce Development Branch (WDB) in advance, so a wait list student can be timely notified about the vacancy.  If the notice of cancellation is received after the two day period, it is the responsibility of the student to find a replacement for the class and notify the WDB coordinator as well as the Supervisor, PDL and/or TC.  Your consideration and prompt notification is appreciated when scheduling conflicts arise.  

[bookmark: _GoBack]A student may forfeit the ability to attend future courses (for a time to be determined by the WDB) due to abuse of the cancellation policy.  

PLEASE ACKNOWLEDGE WITH INTIALS AND RETURN TO WDB TRAINING ADMINISTRATOR VIA EMAIL TO ACKNOWLEDGE CONFIRMAITON.



