The University of North Carolina at Pembroke

Office of Human Resources

TRAINING PROGRAM REGISTRATION FORM


Required Information:

	Name:
	     
	
	     

	Department:
	     
	Campus Box:
	     

	Work Phone:  
	     
	E-mail:
	     

	In case of change or cancellation, how should we reach you:
	     

	Program Requested:
	     
	Program Dates:
	     

	Program #:
	     
	Section #:
	     


Given the program objectives listed on the web, please list your number one learning objective for this program: 

	     


Check the appropriate box below:

 FORMCHECKBOX 
 
I will be using vacation time for the program.

 FORMCHECKBOX 
 
The program is being offered outside my normal working hours and I do not expect to be paid.

 FORMCHECKBOX 
 
The program is being offered during my normal working hours, and I expect to be paid for the time I am attending training (supervisor’s signature required).

Supervisor’s Approval:  I approve the use of paid work time for the above training program.  I will approve other such requests from qualified employees similarly situated without regard to race, color, religion, sex, national origin, disability, or age as provided by law.

Approved:






 
Date:________________________

To Return Registration Form:  Please fax to 521-6553 or send inter-campus mail to Human Resources.

Note:  Any employee needing reasonable accommodation to participate should contact 
Training and Development at 521-6279.

	Cancellation Policy (Please initial):      
· In the event of a program cancellation, participants will be notified by Training and Development at least 24 hours in advance.  In the case of an emergency (ie. instructor illness, adverse weather, etc) we will make every effort possible to contact participants as soon as possible.  

· We also ask any participant who is unable to attend a training, under circumstances other than emergencies and adverse weather, to please notify Training and Development 48 hours in advance.  Thank you for your cooperation.


Questions, concerns, or special requests:  Please contact Training and Development at 521-6279.
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