
 
 

 

Training Participant Guidelines 
 

Overview 
These guidelines address expectations for any participants of Alliance training sessions.  
 

Webcam Use 
Participants are expected to be on camera during training sessions to ensure proper attendance 
and engagement. DCYF Leadership expects their staff to be on camera at all times during 
training sessions.  

 

Missed Training Time 
If a participant misses more than 15 minutes of a training session, they will not be able to 
receive credit for that session. 
 
This guideline is to be included in any class registration materials and in any pre-training emails.  
 
The facilitator of the session is responsible for stating this expectation at the beginning of class. 
 

The facilitator is also responsible for privately alerting any participants who have missed 15 
minutes or more of the class to inform them that they must retake the class.  
 

Make Up Classes 
It is the responsibility of the participant to schedule any necessary make-up training sessions. 
To be able to register for the class again, the facilitator must mark the participant as “canceled” 
for the missed class in the learning center. 
 

Suggested Language for Welcome Emails to Participants 
 
Hello Upcoming Training Participants! 
  
Thank you for registering for the [Course Name] training. The training is scheduled for [Course 
Date(s)] and will be held virtually, beginning at [start time] and ending at [end time].  
 
Links 
Please use this link to join: 
  
[Zoom Meeting Information]  
 



 
 

 

You can use the following link to access materials for the [Course Name] training.  This will 
allow you to access the Participant Guide, Discovery Packet, and any other handouts. In the 
handouts, you will find [description of materials].  
 
[Link to Materials] 
 
If you need specific services around accessibility, you can contact us at 
AllianceSupport@uw.edu. 
 
Participation Expectations 
You are expected to be on camera during training sessions to ensure attendance and 
engagement.  
 
If you miss more than 15 minutes of a training session you will not be able to receive credit for 
the class and will be asked to schedule and attend a make-up class.  
 
If you are unable to attend the class, please be sure to cancel via the Alliance website.  
 
Please let me know if you have any questions or if you have any trouble accessing the materials.  
Looking forward to seeing everyone soon. 
  
[Name of Facilitator] 
[Trainer Contact Information] 
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