Important! upcoming changes to free Department of Enterprise Services (DES) Application classes:

New! Beginning August 1 , 2013 – There will be a participant “cancel by” date for all DES application training classes, such as AFRS, Enterprise Reporting, TALS, CBS, SPS, etc.  The “cancel by” date will be 12 working days prior to the start date of the class.  If a participant cancels after this date or does not attend the class, there will be a $50 no-show fee charged to the participant’s agency.  To avoid the “no-show” fee, agencies are encouraged to send a replacement participant. 

Much thought and consideration has gone into adopting this “no-show” fee, which will help ensure our instructors have full classes and participants get the training they need. 

There are a few instances when you can get a fee waiver.  
· Emergency fee waivers will be granted when:
· There has been a death in the participant’s immediate family
· There has been an emergency that requires urgent medical attention or hospitalization of the participant or a member of the participant’s immediate family.
· A significant local, regional, or statewide natural or human caused emergency, state of emergency, or an inclement weather situation occurs making travel to/from an DES sponsored training site impractical or infeasible for the general populace.

· Fees  waivers will not be granted for:
· Routine health care appointments or elective surgery that are not emergencies or urgent and can be scheduled around training dates.
· Personal/family illnesses that do not require hospitalization.
· Urgent matters at official work stations that managers decide take precedence over a participant attending the training class, unless their presence at work is required due to a state declared emergency situation.
· Participant/agency vehicle mechanical problems.
· Traffic issues (due to congestion or an accident).
· Inclement weather that does not prohibit travel for the general populace.
· When an agency did not cancel an enrollment before the published class cancellation date.
· The participant’s agency gives the employee inaccurate class dates, times, locations, or driving instructions.

You can read the entire Attendance & Fee Waiver Policy at http://www.hr.wa.gov/training/Pages/default.aspx; scroll down the page to Information for Training Managers; click on Training Managers Information; scroll down the page and click on Attendance Policy (listed under the Additional Information section).  Please make sure you follow the steps outlined in the policy if you need to request a fee waiver.

The DES application classes will now be listed on the HR.WA.GOV website under the training tab.  Scroll down the page until you come to instructor-led training.  Click on Browse by course title (alphabetical list).  All of the course titles will begin with DES -  i.e. “DES – Enterprise Reporting: Introduction to Web Intelligence.”  Click on the class you are interested in.  It will take you to the course description.  At the bottom of the page is a grid that lists all of the class dates, along with the cancellation date.

[bookmark: _GoBack]The DES Application Training Program appreciates your support as we continue to work to provide valuable and essential training for all state employees.  Please contact Jennifer Johnson (jennifer.johnson@des.wa.gov or 360.407-8018) if you have questions on this new policy.  
