THE EVENING END USER TRAINING CLASSES


The Evening End User Training Classes Program began in (last month) in the New Orleans branch. The program offers courses in using the Tech Pro PC3000 with the software used in offices: word processing, data bases, and spreadsheets.
Background: The Pilot Program
The purpose of the Evening End User Training Classes Program is to train people to become Tech Pro end users. In each of last month’s classes there was a maximum of six students. The reason the students gave for attending the classes were diverse:
1. A desire for full-time employment in the information processing field

2. An interest in learning a new skill for an additional evening job

3. The hope of finding well-paid part-time employment while attending school

4. A need to understand the day-to-day operations of their own businesses.
In the words of one instructor, “A two week course does not teach a person to be an excellent end user. The student leaves the two-week class with beginning skills in using a software program. It is only through on-the-job practice that confidence and skill increase.” The students who completed these classes are capable of doing all the basic operations of any of the software that they were taught.
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Proposal: 	The Future
	In view of the success of the program, we recommend setting up Evening End User Training Classes to be offered quarterly in each branch. The suggested policies and procedures of this program are outlined below.
Policies and procedures
	There are certain policies and procedures that should be followed to facilitate training and scheduling.
1. Each evening class will be a two-week course held on Monday and Thursday evenings.

2. Each session will begin at 5:30p.m. and end at 8:30p.m.


3. If a class has fewer than four students, it will be cancelled and the students enrolled will be rescheduled for the next class.

4. The instructor is responsible for straightening up the Training Room at the end of each session. The instructors should leave no later than 9 p.m. The instructor’s salary will be based on the hours of 5:50 p.m. to 9 p.m.
Number of students
	Class size is an important element in the learning process.
1. The minimum number of students in the four per class.
2. The maximum number of student is six per class.
Waiting List
	A waiting list should be maintained to insure that people who want to enroll in a class are trained quickly.
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1. In order to cover last-minute cancelations, a waiting list of four students should be kept for each software class.

2. Students whose names are on the waiting list must be given at least one week’s notice before the scheduled class.

3. If fewer than four students have registered one week before the beginning of class, the class will be rescheduled.

Tuition
The following policies cover tuition for the classes:
1. Tuition for each software class should be established at $500 per students. This price will include an End User’s Reference Manual.

2. At the time of enrollment if a student elects to take all three classes, the price should be $1,000.


3. Payment must include state and local taxes where applicable.
4. Payment must be received at Headquarters 30 day before the class begins. Headquarters is better equipped to handle the large volume of enrollments and to verify a student’s method of payment.

5. Invoices confirming enrollment from Headquarters will be sent directly to the appropriate branch.


6. This invoice must be received before a student will be admitted to the class.

7. Acceptable methods of payment are major credit card, certified check, personal check, or money order.

Instructor’s compensation
	Instructors are to be compensated as follows:
1. The instructor’s compensation for all branches should be the same. It should be based on the rate of $30 per hour. Therefore, the total amount for a class is $840.

2. The instructor should be paid for meals and travel expenses with a maximum of
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		$80 per class.
3. The customer support manager is responsible for notifying all customer support personal that this is a voluntary program and available to all customer support representatives. In addition, the customer support manager should maintain list of local business educators who wish to teach the course.


Implementation and Invoicing

	Good record keeping is essential to a well-run program.
1. The customer support manager in each branch should maintain a list of all students interested in attending an evening course.

2. Once a date for a class has been determined, an introductory letter should be sent to all those who have expressed an interest in attending the evening class.

3.  The customer support manager should schedule students for the class and prepare a tentative confirmation letter stating the dates and time of the class, as well as indicating the payment policy and deadlines.

4. Once the customer support manager has scheduled students for the class, an invoice should be sent from the Tech Pro Accounting Department. The customer support manager will be responsible to see that accounting has all information necessary to generate complete and correct invoices.

5. When payment has been received by TechPro, a receipt will be sent to the branch to be given to the student on the first evening class.

6. In the event of last-minute cancellations, a student can be called from the waiting list.

Instructor dedication
	It is essential that only one instructor teach during the entire two weeks course. If an instructor knows that he/she has a vacation scheduled or other previous commitments, the instructor should not sign up to teach that class.
	There is a certain rapport that is built between the instructor and the students. In order to achieve the desired results, there is a definite need for the instructor to be completely familiar with the need and capabilities of each student.
Classroom schedule
	During the first week of each class, the instructor will teach the basic operating features of the software. During the second week, the instructor will provide a simulation of office applications.
Summary
The New Orleans branch fully encourages the adoption of the Evening End User Training Classes. In keeping with TechPro’s traditions of being responsive to the needs of the community, we will provide quality product education whenever possible.
