Registration Fees and Procedures
Registration is on a first-come, first-served basis and is incomplete until one registration form per participant and full payment is received.  No telephone or e-mail registrations/reservations will be accepted without full payment.  Mark your calendars with the dates of the courses for which you are registering.  Include the non-refundable registration fee plus the appropriate course fee listed in the course description.  You must send separate checks for each course and for each fee.  Registration will be acknowledged only if a class is canceled or over-enrolled.  If there is insufficient registration by the deadline date, the course will be canceled and your checks will be returned.  If you do not receive any notification, simply report to the first class session.

Checks Returned By Bank

A $15.00 penalty per participant, plus the bank charges, plus the cost of the course or workshop, will be billed to the participant.  Payment is due upon receipt of notification from our Center.

Policies Regarding Membership

Members (within the Ossining Union Free School District):

· All courses are open to any member of the school district on a space available basis.

· Members are any employee of the school district:  Teachers, Administrators, Support Staff and other school personnel.

· Members are any residents of the Ossining community, age 18 or older, not currently attending a secondary school.

Non-Members

· Non-members are participants not employed by the Ossining School District and/or not residents of the Ossining community.

· Non-members may participate in our services at a fee decided upon by the Policy Board.  Said fees are published in each course write-up.

Refund Policy for Course Fees

(Registration fees are non-refundable)

Participants must notify the Staff Development Center Office:
· 10 or more business days prior to the starting date of a course for a Full refund of course fee.

· 5 to 9 business days prior to the starting date of a course for a 50% refund of course fee.

· Less than 5 business days prior to the starting date of a course results in NO refund.
If the Center cancels a course, full refund of course fee and registration fee are automatic.

Course Credit

In-service Credit:

In-service credit is a matter of local district policy.  Prior approval should be obtained from your district.  In order to receive in-service credit, the participant must attend ALL content hours of the class sessions and field trip experiences, arrive on time for each session, and complete ALL work.  No partial credit will be given.  The Ossining Staff Development Center will issue a Course Completion Certificate upon conclusion of the course providing that participants have completed all requirements and full payment has been made for all fees.  Requests for a duplicate copy of this form, made three or more months after the completion of the course, will require the payment of a $3.00 fee.  

Graduate Credit:

In order to receive graduate credit, a participant must meet the requirements of the course as prescribed by the instructor and affiliated institution of higher education.  Indication of whether or not graduate credit is being offered is included in course descriptions.  Course fees for graduate credit are indicated on all flyers of courses that are eligible for such credit.
Auditing Policy

A policy on auditing of courses has been established by the Policy Board of the Ossining Staff Development Center.  In an effort to meet the needs of all District participants, those individuals who do not wish to take the course for credit will have the option of auditing the course.  The following stipulations apply to any courses being audited:

· The course must be self-sustaining.

· The instructor must agree to allow participants to audit.

· Those participants taking the course for credit will be given priority.

· The participant agrees to complete the course requirement.

· For every 15 hours, the participant will pay a $20 non-refundable audit fee if a member, and a $30 non-refundable fee if a non-member.

Emergency Closing

In the event of an emergency cancellation of class sessions due to inclement weather, information will be broadcast on WHUD 100.7 FM.
