August 23, 2006


EDUCATION AND TRAINING SERVICES SECTION

DIVISION OF FAMILY AND CHILDREN SERVICES

TRAINING PROGRAMS

CLASSROOM STANDARDS, EXPECTATIONS 
AND ATTENDANCE POLICY
As professional employees with the Department of Human Resources (DHR), Division of Family and Children Services (DFCS), all participants in any DFCS training programs must abide by the DHR Standards of Conduct, which set forth acceptable and unacceptable conduct toward peers, supervisors, managers, and clients.  Trainees are encouraged to review the DHR Standards of Conduct found at: 

   MACROBUTTON HtmlResAnchor http://www2.state.ga.us/departments/dhr/ohrmd/Policies/1201.pdf

The standards and expectations for the professional behavior of trainees in the classroom are as follows:

When Division employees are in training, their conduct must reflect their commitment and service to DHR and DFCS.  Time spent in the classroom and in field practice is a normal workday.    

Trainers serve in a supervisory role in the classroom.  Responding to the trainer in accordance with the DHR Standards of Conduct is standard operating procedure.

Trainees are expected to complete written tests that cover material presented in class. 

Trainees are expected to behave in a respectful manner.  Examples of behaviors that are unacceptable and will not be tolerated include the following:

· inattentiveness during classroom time as exhibited by holding side conversations, conducting personal business, reading outside material or sleeping

· personal attacks, use of offensive language, argumentativeness, or excessive talking

· use of the Internet for reasons other than classroom activity

· eating food while in the computer lab

· use of cell phones, radios or beepers during class.  All such devices must be turned off during class and replies to calls must be made during official breaks.

Engaging in these behaviors or in any behavior deemed disruptive or inappropriate by the trainer may result in an immediate conference with the trainer, notification to the trainee’s immediate supervisor, administrator or director, or expulsion from class.  The trainer will confer with the appropriate authority prior to expelling a trainee from class.

Trainees are expected to dress in accordance with Personal Appearance During Work Hours per section IV of the DHR Employee Handbook as follows: 


While the Department does not specify a Department-wide dress code, employees are
 
expected to be clean and neat in appearance during work hours.   As representatives of the State, employees should present a business-like professional image  Dress code policies may be established by DHR organizational units.  In certain types of jobs ,employees may be required to wear uniforms.


DHR organizations units may designate specific days as “casual days”.  Dress on casual days may be less formal, but should always be clean, neat and suitable for the work place.


If lettered or illustrated clothing is worn, it should not promote a particular political,
 
moral, religious, personal or other opinion.  Clothing which is obscene, vulgar, offensive
 or inflammatory is prohibited.  Employees may be required to change inappropriate dress or instructed not to wear the same or similar clothing in the future.  Employees who do not comply with established dress code standards may be subject to disciplinary action, up to and including separation.
Trainees are encouraged to review the DHR Employees Handbook at:



http://www2.state.ga.us/departments/dhr/ohrmd/Publications/index.html
In addition to adhering to the Classroom Standards and Expectations, the following attendance policies apply to all staff while engaged in any training:

Trainees are expected to arrive on time and adhere to the time allotted for breaks and lunch.  If 

an emergency arises that warrants arriving late or leaving early, the trainee must address the emergency with the trainer in concert with approval from the supervisor.

Annual leave should not be requested and cannot be approved during training. Any exceptions must be discussed with the appropriate authority prior to training. The only acceptable excuses for being absent from classroom training are the following:

Sick leave (e.g. emergency illness or medical appointments for acute illnesses).  In the case of sick leave, trainees must notify their immediate supervisor in the county office as soon as possible to report their absence from classroom training.

OR

Court leave (e.g. subpoena to court, unexcused jury duty).  In the case of court leave, trainees must obtain prior approval from their immediate supervisor in the county office as soon as possible in order to be absent from classroom training.

The county supervisor or administrator is the only employee who can approve a trainee’s leave request.  For Centralized Hire trainees, the administrative supervisor is the only employee authorized to approve a trainee’s leave request.  The trainer/facilitator will NOT approve any leave.

The county supervisor must notify the appropriate authority as soon as possible that a trainee will be absent from class due to sick or court leave.  The appropriate authority will notify the trainer of the absence.

Trainees absent from class due to approved sick or court leave may be required to make up all or part of the course depending on the length of the absence and the length of the course.  This may affect time frames for their completion of training.  The appropriate authority will determine with the trainer whether a trainee will continue a course, after consultation with the trainee’s supervisor.  

For the purposes of determining expulsion from a class, notification regarding leave or continuation in a class, the appropriate contact via an e-mail is:

· For attendance at any Office of Financial Independence training e-mail: OFItraining@dhr.state.ga.us
· For attendance at any Social Services training e-mail: SStraining@dhr.state.ga.us
I ________________________________ have read and understand the Classroom Standards, Expectations and Attendance Policy for DFCS training programs.  

Signature _____________________________________ Date ___________________

