Scheduling Process

 
Course Schedule

. 
Every quarter  you will receive a catalog that includes course descriptions, scheduled classes, and registration forms.  Please read the course descriptions and prerequisites to determine the courses that are appropriate for your needs.  

On your registration form, it is necessary to indicate your first, second, and third choice of dates due to the volume of people signing up for one particular date.  People will be enrolled on a first come, first served basis.  If all of the dates you have chosen are full, we will place you on a waiting list.  

Lab Locations


In case a particular class is scheduled in two locations on the same day, please identify which location you prefer next to each date chosen using the following key:

P = Portland   B = Bangor (DHHS)   S = Stonehenge   C = Cyberspace   G = Greenlaw  (Riverview)

Confirmation

 
When you are enrolled in a class, you will receive a confirmation letter from our offices.  It will include all of the information necessary for you to attend the class such as date, time, location, directions, and parking instructions.  

Cancellations

 
It is imperative to cancel in advance if you are unable to attend the training.  Please cancel as soon as possible.   Canceling in advance allows us to contact a person on the waiting list.
In the event that we have inclement weather, we reserve the right to cancel a scheduled class.  If you question whether or not class will be held, please call our cancellation line at 626-5201 after 6:30 a.m. on the day of class.

Late Policy

 
Classes begin promptly at 9:00 a.m. or 1:00 p.m.  Please make every effort to arrive and be ready to start at the designated time.  If you arrive after 9:15 or 1:15, we request that you register for a future date rather than interrupt your fellow trainees.  Thank you for your consideration.
For a complete description of courses, please visit our website at: www.muskie.usm.maine.edu/ttg







