




DOTP Training Class Attendance Policy


Please review the attendance policy below before registering for a training class. Our goal is to provide quality, consistent training courses to as many students as possible. We often have wait lists, so an empty seat is a waste of resources and a lost opportunity for others.  

Attendance Policy:
Students are expected to attend the entire training course. Please arrive on time and remain for the duration of the class. It is your responsibility to notify the Professional Development Liaison (PDL) or Training Coordinator (TC) from your Division/District, and the Office of Workforce Development (OWD) Course Administrator, Jackie Tse at (916) 653-3529 with attendance issues in advance. If a student arrives late or has to leave class early for any reason, the student must notify Jackie Tse as soon as possible.  

A certificate of completion (if applicable) will not be provided if a portion of the course is missed and the supervisor will be notified. The OWD maintains an attendance log to ensure a certificate (as applicable) is provided to all attendees who complete the course and as an aid in managing training enhancement classes. 

While we realize there may be circumstances beyond your control, a student may forfeit the ability to attend future courses (for a time to be determined by the OWD) by not complying with the attendance policy.  Notice of attendance issues will be sent to the student and the supervisor before prohibiting future course registration.  

In the event of an emergency, it is your responsibility to notify your Supervisor, the PDL, TC, and OWD as soon as possible to avoid non-compliance with the attendance policy. 
    



