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Registration Policy:

PWDC’s expectation, and providers’ contractual requirement per language in their contract, is that PWDC provider agencies will register their management staff, including their program directors, for all required trainings.  Provider agencies should register staff for TWD trainings by using TWD’s registration form.  Please submit registration forms via email to Pam Campbell, Administrative Assistant, Training and Policy Unit at pcampbell@pwdc.org.
 Pam may be reached by telephone at (215) 557-2828. 

Only staff who register for a training are permitted to attend that training.  Non-registered staff will be turned away. 

Each month the Sr. Director for Training and Policy, Carrie Kitchen-Santiago, will email the registration form for the following month's training sessions to all TWD providers.  Provider agencies will have approximately 3 weeks within which to complete and return the form via email to Pam Campbell at TWD. Agencies are asked to complete and return one registration sheet per program.  
If TWD receives registrations for training occurring in any other month besides the following month, we will reject them and notify the provider of this.  TWD has implemented this policy to prevent staff from registering for training so far in advance, that by the time the training occurs, the staff person has left, changed positions or can no longer attend the training for which they registered.  

  

Training Cancellation Policy:
In case of a cancellation or change to a scheduled training, all registered staff will be contacted by Pam Campbell.  


Attendance Cancellation Policy:


It is PWDC’s expectation that those staff who have registered will attend on the correct day.   Provider agencies are requested not to send any additional staff, or substitute one staff person for another, who has not pre-registered with Pam Campbell.  In the event that a staff member cannot attend a scheduled training for which he/she has registered, he/she must contact Pam at least 24 hours in advance at (215) 557-2828, or via e-mail at pcampbell@pwdc.org
It is also PWDC’s expectation that the only time providers will give Pam Campbell less than 24-hour notice of a registered staff member’s cancellation will be in the case of illness or an emergency.   If a staff person cannot attend on the day of a scheduled training, he/she or someone else from the provider agency must contact Pam to reschedule.  
Lateness Policy:

It is the expectation of PWDC that all provider staff will arrive on time to the 

training for which they have registered and will remain at the training until it is completed.  All trainings begin promptly at the scheduled start time.  To keep disruptions to a minimum, the doors will be closed promptly when the training begins.  Late arrivals will be directed to the back entrance of the classroom for seating.  Anyone who arrives more than 15 minutes after the scheduled start time of the training will be asked to reschedule for another training session at a later date (provided there is one scheduled for a later date).  
PAGE  
1

