
FY 2003 CompUSA Program Policies and Procedures

Procedure for registering an employee for an offsite PC class

1. Employee asks their immediate supervisor’s permission to attend a CompUSA class. This needs to be done to ensure that there is sufficient unit coverage.

2. Employee receives approval from their supervisor to take an offsite PC class.  This approval needs to be in writing, so that the Departmental Contact does not have to spend any additional time to confirm this information with the supervisor.

3. Once approval is granted by the immediate supervisor the employee then supplies their Departmental Contact with the following information:

· Dates of class, exact class title and desired location.

· Employee’s work address, phone number and fax number.

· Employee’s home phone number.  This information is necessary in the event that CompUSA personnel needs to contact the employee because their class has been canceled.

4. The Departmental Contact is the only individual permitted to register the employee for PC training.  Employees are not allowed to sign themselves up for classes!  Stacey Bauman is the only person permitted to call CompUSA!  If there is a problem or question, then the Departmental Contact will inform Stacey Bauman who will in turn contact CompUSA and then get back to the Departmental Contact with a response.

5. The Departmental Contact then faxes (using the current fax form of singing birds in trees) their request to 

· 9-1-410-508-7255.  If you use the old form your request will not be processed!  Make sure you dial a 9 then a 1 before the fax number because it is a long distance fax.  Allow two weeks for processing.
6. CompUSA will fax Stacey the outcome of your request.
7. Stacey will contact the Departmental Contact with the information.

8. If the employee is accepted into the requested class, Stacey will fax the confirmation to the Departmental Contact.

9. Departmental contact informs the employee by written documentation.  This is a crucial step in the process.  In the past there have been instances where an employee stated that they never received information on class confirmation, and consequently caused a voucher to be forfeited by not showing up to class.  This program is only cost-efficient if the employee’s show up to their scheduled classes.

10. Employee takes the confirmation to their class.  Classes begin promptly at 9:00 a.m.  If the employee arrives to class after 9:15 am they will be sent back to their worksite.  The voucher is counted as a forfeit and cannot be used again.

11. Employee submits a copy of the certificate of completion to their immediate supervisor or the Departmental Contact; whichever the department decides should receive this documentation.

Procedure for registering an employee for an onsite Macintosh class

1. Employee asks their immediate supervisor’s permission to attend a CompUSA class. This needs to be done to ensure that there is sufficient unit coverage, and that there are not too many employees out taking training on the same day.

2. Employee receives approval from their supervisor to take an onsite Macintosh class.  This approval needs to be in writing, so that the Departmental Contact does not have to spend any additional time to confirm this information with the supervisor.

3. Once approval is granted the employee then supplies their Departmental Contact with the following information:

· Date of class, exact class title and desired location.

· Employee’s work address and phone number.

· Employee’s home phone number.  This information is necessary in the event that ETS needs to contact the employee because their class has been canceled.

4. The Departmental Contact is the only individual permitted to register the employee for Macintosh training.  Employees are not allowed to sign themselves up for classes!  If an employee attempts to register themselves for a Macintosh class, they will be referred back to their Departmental Contact.
5. The Departmental Contact then calls ETS at 6-1618 to register their employee.  Do not call ETS until you have all the information listed below.  Registration will not be accepted unless all of the items listed below are supplied.  This request must be by telephone not e-mail.

6. The Departmental Contact will need to provide ETS with the following information before the request will be confirmed:

· Voucher number.
· Employee’s name, employee’s work phone number and address.

· Employee’s home phone number.  This information is necessary in the event that ETS needs to contact the employee because their class has been canceled.
· Date of class and exact title of class.
7. The Departmental Contact will receive immediate feedback as to whether the employee got into the class or not.  ETS will send an e-mail to the Departmental Contact prior to each month listing participants from their departments who are scheduled for training in that upcoming month.

8. Departmental contact then informs the employee by written documentation.  This is a crucial step in the process.  In the past there have been instances where an employee stated that they never received information on class confirmation, and consequently caused a voucher to be forfeited by not showing up to class.

9. Employee shows up for scheduled class at 6100 Executive Blvd., Room 3E01.  Classes begin promptly at 9:00 a.m.; please make sure that your employees are on time.  If an employee shows up after 9:45 am they will be sent back to their worksite and their Departmental Contact will be informed. The voucher is counted as a forfeit and cannot be used again.

10. Employee submits a copy of the certificate of completion to their immediate supervisor or the Departmental Contact; whichever the department decides should receive this documentation.

Voucher Allotment Policy

ETS tries to be as fair as we can with the distribution of our vouchers.  Once documentation is provided that shows that a department has two vouchers remaining, ETS will issue the next series of voucher numbers from your allotment bank.  ETS monitors the program very carefully, and if we notice that a department is not using their voucher allotment, or causing forfeited vouchers by not showing up to scheduled classes, then a redistribution will be done to assure that the vouchers get to the departments with the most urgent need.  Departments are not allowed to transfer vouchers between themselves.  If your department needs additional vouchers, or if you would like to give some back for redistribution, this transaction must go through Stacey Bauman.
Cancellation Policy

Employees must give three-business days notice to cancel from an offsite PC class or an onsite Macintosh class.  The employee must inform their Departmental Contact.  The Departmental Contact will then refax the form used to register the employee for their PC class with the word CANCEL on top of the form, or call 6-1618 to cancel an onsite Macintosh class.  If three-business days notice is given then there is no penalty, and the voucher is simply returned to the department to be used at another time.  If the employee realizes that they cannot attend the class and there is not three days notice, then the employee must inform their Departmental Contact so that the Departmental Contact will be able to find a Clinical Center substitute to take their place.  If the employee does not give three-business days notice, and does not show up for class, the result will be a forfeited voucher that cannot be used again.  The repercussions for a department who has forfeited vouchers will be that new requests for additional vouchers may not be honored.

Retake Policy
If an employee feels that they need a refresher course in order to master a particular subject, CompUSA invites them to retake the SAME CLASS at any time it is offered within 90 days of when the employee first attended the class at no additional cost.  The Departmental Contact will then refax the form used to register the employee for their PC class with the word RETAKE on top of the form, and the new data replacing the prior date.

For questions contact Stacey Bauman at (301) 496-1618.
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