FAQsS

It is our privilege and our passion to offer learning and development opportunities to King County Employees
and to connect you with other opportunities throughout the county. Following are answers to some frequently
asked questions.

Calendar

Does my calendar automatically update when | add or cancel a registration?

Unfortunately, we do not have the ability to update employees' calendars. You are responsible for managing
your own calendar. For your convenience, there is an Outlook item sent with your event confirmation email that
you can use to add the date to your calendar. However, if you cancel your registration, attend on a different day,
or otherwise modify your registration, you personally need to update your calendar.

Cancellation

How do | cancel my class registration?

Please send an email requesting your cancellation to KCTraining@KingCounty.gov. Include your name, the name
of the class, and the date of the class. Remember to do this more than five days before the training to avoid your
department being billed the cancellation fee.

Late Cancellation/No-Show Fee

Why do free trainings have a fee for late cancellations and no shows?

Employee learning and development is a key driver and an important priority for King County. We're privileged
to be able to provide many opportunities at no charge to employees' departments. That said, capacity is always
an issue with demand far exceeding supply.

As we look to make the best use of resources and stretch our dollars wisely, we encountered a statistic that
demanded our attention. During offerings for the 2015 calendar year, we were experiencing late cancellations
and no-show rates as high as 50% and frequently between 20% and 30%. Ironically these 1/3 to % empty rooms
were for classes that often had significant waitlists of employees wanting to attend. This struck us as a waste of
time and money and as a disrespectful practice for all involved. We also noted that for fee-based classes where
employees' departments were charged, that the attendance rates were far better.

As a result, we instituted the late-cancellation/no-show fee in March of 2016. This way we are still able to offer
many free opportunities county wide, honoring our commitment to employee learning and development, while
encouraging a cultural move of respect for others and our commitments. We're happy to report that as of June
2016 (only three months of operating with the policy in effect), our late cancellations and no-show rates were
down to an average of 12%, and we anticipate further reduction as everyone gets used to the process.
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I am sick. Will my department be charged if | miss class?

It is best to check what the policy was that you agreed to when registering. The actual arrangement will vary
based upon who is offering the training. For central human resources offerings that are taught by internal
instructors, no cancellation fee will be charged. If, however, it is a training offered through a community college
for which you paid an upfront fee, we will not be able to obtain a refund. In either case, you always are welcome
to send a substitute.

My office is going to be short-staffed, so | can't attend a training for which I’'m registered. Will

my department be charged a fee?

We appreciate and respect your department's need to continue delivering excellent services to our community.
If you are registered for a training but need to cover for a co-worker that is out on sick or bereavement leave,
you have a couple of options. The first, preferred, option is to find a substitute to attend in your place. The
person is welcome to come to the training and sign in with their name and PeopleSoft number, making sure to
indicate which employee they are substituting for.

If you cannot find a substitute, please send an email to KCtraining@KingCounty.gov to let us know of the
situation. Let us know what class you are missing as well as the name and email of the person that is out. This is
a one-for-one trade; i.e. only one employee may miss a registered training to cover for any one employee that is
out. This arrangement is unavailable for trainings offered through the community college. While a late fee will
not be applied, the original class fee cannot be refunded.

A substitute from my department will be attending in my place. What is the procedure for

making the substitution?

The person is welcome to come to the training and sign in with their name and PeopleSoft number, making sure
to indicate which employee they are substituting for. We also are happy to accept emails with this substitution
information: name and PeopleSoft number of the employee attending, name of the employee for whom they
are substituting.

What trainings have the late cancellation/no-show fee?

Any training using the late cancellation/no-show fee will clearly indicate this during the registration process.
Other departments for whom we also share trainings frequently have their own policies. This information also
will be communicated when you register for the training.

Manager Approval

Do | need my manager’s approval to attend training?

If you want to attend training during working hours, you need your manager’s approval. It’s also a great
opportunity to touch base about what you hope to learn from the training and how you might be able to
incorporate new knowledge into your work and build practice and confidence around the tools.
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Registration
If  add myself to a waitlist and then register for a later offering of the same training, am |

automatically unregistered for the later class if | get in off the waitlist for the earlier class?
No. You need to cancel your later registration.

Huh? Okay, here's an example. You're passionate about taking Difficult Conversations. When you go online to
register, the May offering is full, so you add your name to the waitlist. You see that the October offering has
space available. You register for a spot (a smart move!). Turns out, in late April a spot opens up for the May
offering, and you take it. You go to the class and love it. You still need to remember to cancel your registration
for October. You can be really on top of things and do it right when you book or attend the May session. If
you're not quite that organized, you will get a reminder about the October offering 14 days before it takes place.
Don't ignore that notice. Follow the link provided to cancel your registration for the class or email us at
KCTraining@KingCounty.gov and let us know you need to cancel. This must happen at least five days before the
class. This is a critical step. It allows us to invite someone from the waitlist to attend in your stead (a very nice
thing as they're chomping at the bit to learn all that great information), and it keeps your department from
being charged a late cancellation/no-show fee. Make sense now?

Waitlist

| sighed up on the waitlist. What is the process for being added to the class?

If a spot for a full class opens up, the next person on the waitlist receives an email from us via EventBrite letting
them know a ticket is available. That link remains active for 24 hours, and the recipient can use it to register for
the class. If no one registers in that time frame, the next person on list is invited.

It's always a good idea to sign up for the waitlist of a class in which you are interested. We do have people drop
out—especially between 5 and 14 days prior to the training—and use the waitlist to fill the class. If you don't
receive an email link, it means that your turn on the waitlist has not arrived. If you receive a link from us but
aren't able to register within the 24 hours, you may email us at KCTraining@KingCounty.gov to see if you might
still be able to register.
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