Guidelines for participants in Healthy Families New York Training/Conference

March 1, 2006, revised June 2007

In an effort to assure that all trainings (wrap-arounds, regional, Core) and conferences offer an environment that is most conducive to learning, the following behavioral guidelines for all HFNY staff have been developed.  

Guidelines for Trainings and Conferences

1. All staff should behave in a professional manner as representatives of Healthy Families New York. This includes demonstrating respect to the trainers, keynote speakers, workshop presenters, and fellow training and conference participants, refraining from side conversations or interruptions, having an open mind about the information being presented, and making every effort to take an active part of the learning process. Often staff attends trainings and conferences off-site; professional behavior also is expected outside of the immediate training and conference space. 

2. Staff often attends trainings and conferences in unfamiliar locations so will need to allow time to find the site, park cars, use public transportation and/or walk to location.

3. Staff is encouraged to bring a sweater as training and conference environments may be unpredictable. 

4. All cell phones and pagers should be placed in silent or vibrate mode to avoid disturbing others.  It is disruptive to disturb the group to take a call during a training or workshop. Missed calls can be reviewed during allotted breaks throughout the training day.

5. Phone numbers at training sites and conference facilities are included in the announcements and brochures.  They should be distributed to staff so they can be reached at the site in the case of emergency.

Guidelines Specific to Trainings

1. All training participants are to arrive in the training room and be seated by the start time indicated in the training announcement. Early arrival is recommended. Participants should not depart before the time indicated in the training announcement.  If a participant needs to leave early or arrive late, the trainer makes the determination whether a participant who misses part of the training has earned a certificate of attendance depending in part on the ability of the trainer and participant to carry out a plan for the missed content. 

2. Program managers are asked to make every effort to notify trainers in advance if one of their staff is going to miss any part of the training and to see if the trainer is able to help the participant make up the missed content. 

3. Training participants must sign in each day of the training.  In some situations, they will be asked to sign in for both morning and afternoon sessions. 

4. Training participants should return from breaks at the time designated by the trainer so the training can continue uninterrupted and as a courtesy to fellow training participants.

5. Certificates will be given at the conclusion of each course.  Certificates will only be granted to those who attend the entire training or who have, through an agreement with the trainer, attended part of the training in order to complete missed material from a prior event.  
6. To ensure quality and enhancement of HFNY trainings, all training participants are requested to complete an evaluation at the conclusion of each training session.

Guidelines Specific to Conferences

1. When attending conferences, HFNY staff is expected to attend all keynote addresses and workshop sessions.  The programs’ and agencies’ time and money has been invested so staff can take full advantage of this opportunity for professional growth.  
2. All conference participants should arrive and depart at the times indicated in the conference program.  If staff must leave early, they must have approval from their supervisor and should inform the monitor or presenter.  

3. To ensure quality and enhancement of HFNY conferences, all conference participants are required to complete an evaluation for each workshop session and at the conclusion of the conference.

