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Policy Statement
To assist librarians and trustees in continuing to learn and gather information about serving their communities effectively, Southwest Iowa Library Service Area provides continuing education opportunities designed to be as convenient and relevant as possible, in an atmosphere conducive to discussion, discovery and exploration.
Guidelines
SWILSA workshops may be held in person at local libraries or in computer training labs, via the ICN, or online. SWILSA makes every effort to offer programming as geographically dispersed as possible throughout its 19 county area. 

SWILSA advertises its workshops on its website (http://www.swilsa.lib.ia.us) as well as in the statewide CE catalog.. In addition, SWILSA publicizes workshops in its newsletter, e-mail reminders, podcasts, and flyers mailed to libraries without Internet access.

Regulations:

1. Workshop attendance is open to library directors, support staff, and trustees from within Southwest LSA (given priority), neighboring LSAs, and neighboring states,.  Others may attend workshops if there is space and their attendance will not be disruptive or distract from the librarians’ learning.

      2. SWILSA does not charge for continuing education for which it is the sole sponsor.

Occasionally, SWILSA workshops include a catered meal. In these instances, SWILSA will pass along the cost of the catered meal to everyone who asks to be included in the meal count.

3. The primary method of registration is through the statewide CE catalog.  However,  SWILSA accepts phone, fax, or emailed registrations. 

4. Registrants are asked to provide complete information, including personal name, library name, work email ,work phone, and home phone. (See CANCELLATION statements below) 

5. When a workshop has a catered meal, SWILSA asks that people pay for the meal in advance of the workshop date. If a person registers but does not pay in advance and fails to cancel their registration, SWILSA reserves the right to invoice the local library for the catered meals.  SWILSA does not refund money in the event that a person(s) paid in advance but later could not attend, except in case of emergency, or unless cancellation is received 7 working days prior to the workshop. (See CANCELLATION statements below)

6. Registrations are transferable. Therefore, if one person from a given library registers but later cannot attend, the workshop registration may be transferred to another staff member or trustee to use. SWILSA encourages local libraries to transfer registrations whenever necessary.

7. Checks in payment of workshop fees are payable to:

Southwest Iowa Library Service Area

310 W. Kanesville, M-4
Council Bluffs, IA  51503

CANCELLATIONS AND ADJUSTMENTS:

8. Participants must cancel registration at least 7 working days prior to the workshop date. If cancellation notice is received in SWILSA’ office at least 7 working days prior to the workshop, the library will not be invoiced; any pre-paid registration fees will be returned.  If a registrant is unable to attend a workshop, particularly a hands-on computer workshop with registration limitation, they are asked to cancel as soon as possible in order to allow someone on the waiting list to fill the spot.

9. In the event that SWILSA is forced to entirely cancel a workshop (due to inclement weather, unavailability of a workshop instructor, etc.) the office will make every effort to re-schedule the workshop at a later date. The office will retain all advanced, paid meal fees and apply those fees to the re-scheduled workshop. SWILSA will make every effort to provide notice of workshop cancellations at least 24 hours prior to start time.

10. In the event that SWILSA is unable to re-schedule a cancelled workshop, and registrants paid in advance for meals, all registrants will receive a refund.

11. SWILSA frequently conducts workshops and information sessions over the ICN. SWILSA reserves the right to cancel any Southwest ICN location(s), removing it from the broadcast schedule,  if there are no registrations for that location(s) within 48 hours of the ICN program start time.

