TRADE TRAINING REQUIREMENTS FACT SHEET


This fact sheet outlines your responsibility with regard to your enrollment in Training. 
· You may not make any changes to your training without prior approval from your career planner. 
· You are required to maintain full-time credit hours defined by the training institution. If you drop a class you may fall below full-time. This is considered ceased participation and will affect your eligibility for Unemployment Insurance (UI) and Trade Readjustment Assistance (TRA) and possibly your ability to continue training.  The exception is if you are enrolled in part-time training and not receiving TRA.
· You are required to attend all scheduled classes and activities. Failure to attend even one class or activity is considered ceased participation and will be adjudicated, and may affect your eligibility for Unemployment Insurance (UI) and Trade Readjustment Assistance (TRA) and possibly your ability to continue training. 
· Do not pay or agree to pay any costs associated with your training program without speaking to your career planner.

· If you are having difficulty in your classes, you must speak to your career planner so that they can assist you with receiving additional help.

· You must report any changes regarding your personal information immediately i.e. address, phone number, employment, etc. 

· You are required to submit a bi-weekly verification of class attendance.  This form will also track your academic progress in each class.  Satisfactory progress in all classes is required to meet one of the training benchmarks.
· You are required to submit copies of your class schedules and grades for each semester.  You must also submit a copy of your certificate, credential or diploma at the conclusion of your training. 


· You are required to meet two performance benchmarks every 60 days.
1)  Satisfactory academic standing
2)  On track to complete training within the agreed upon timeframe
Please call your career planner if you have any additional questions or concerns.

I have read the above information and agree to comply with these requirements. I understand the importance of consulting with my career planner prior to making any decisions regarding this training. I understand that my failure to do so may result in my loss of eligibility for UI/TRA and additional training benefits and you may be liable for repayment of any or all TRA benefits and training costs.
	

	     
	
	  /  /    

	(Customer Signature)
	
	(Date)
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