LEAD TRAININGS

sponsored by NYS DHCR/HTFC
TRAINING DETAILS 

· All Lead Safe Work Practices (LSWP) training and materials are FREE to participants and local sponsor (you), funded by NYS DHCR/HTFC.  Sponsor may not charge fee for training sponsored by NYS DHCR.

· Schedule training at least six weeks prior to class date.

· Preference is Tues., Wed. or Thurs. for training, but some Mon., Fri. or even Sat. dates are possible.

· 8:00 AM - 4:00 PM class, generally with a 7:30 AM sign in, but times are flexible.

· Minimum 25 people registered at least 10 calendar days prior to the training. 

THE LOCAL SPONSOR WILL:  

· Secure a site, 
· Help advertise/outreach,
· Handle registrations for the training (via fax, email, phone or snail mail),
· Handle Sign In Sheet and Training Evaluations,

· Provide coffee/tea set up for the participants the morning of training (optional).
· After the class: Send the registration list w/contact info., plus a copy of the sign in sheet to NYS DHCR TA Unit. 

NYS DHCR TECHNICAL ASSISTANCE UNIT WILL:  

· Secure a trainer for LSWP course (2 trainers required for 25+ attendees) 
· Fund the LSWP trainer(s) and materials,
· Create a flier announcing the training to include sponsor contact info. and registration info.
· Post the flier on DHCR’s website at www.nysdhcr.gov (under Calendar of Events and Trainings/ Seminars/ Conferences) and disseminate to interested parties via DHCR Regional Office(s) and Program staff.


EASY AS 1-2-3 SCHEDULING
1) Select 2-3 possible dates.

2) Secure a site:

· Centrally located

· Accessible meeting room 

· Accommodates up to 25 people - preferable in a classroom style set up.  A library, chamber of commerce, or municipal building are all usually free of charge for Government use.

· Parking nearby

· Close proximity to eateries (lunch) 
3) Contact NYS DHCR’s Technical Assistance Unit (below) to schedule a trainer.  

Feel free to contact me if you have any questions in the meantime. Best wishes!

Diane Dembling

NYS Div. of Housing & Community Renewal

Office of Community Development

Technical Assistance Unit Manager
(518) 473-3540

ddembling@nysdhcr.gov 

