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CincyAfterSchool Network

Community Services YMCA 

Training Procedures

To develop staff and improve program quality, professional development coordination for CSY and the CincyAfterSchool network is provided by Andrea Schroer, CincyAfterSchool Program Director for Quality and Accreditation.  

The following guidelines are provided for your convenience in scheduling training.

1. Discuss with your Supervisor the training or conference you are interested in attending first and gain permission taking into consideration the budget available for training and coverage of your program(s) while you are away.

2. Notify Andrea Schroer of your interest.

3. Andrea Schroer will work with you to complete the registration information and send it off.

4. Andrea Schroer will also complete the Check Request Process with Metro in order to send the required fee off with the registration information.

5. It is your responsibility to investigate flights and/or other means of transportation taking into consideration what is the most feasible and cost effective mode.  

6. Purchase your tickets, maintaining a receipt and Andrea Schroer will help you to put in an expense report immediately.

7. Maintain all receipts related to training costs and Andrea Schroer will help you to submit a second expense report upon your return.

Please call Andrea Schroer at 513-961-3200 or e-mail at aschroer@cincinnatiymca.org if you have any questions.

