
	SCOPE:   RAC Education Activity Policy

	PURPOSE:  To establish a clear process for staff and/or membership to follow when CTRAC holds an educational activity.

	POLICY:      To ensure that CTRAC handles all educational activities in the same manner.

	REVISION:  

	PROCEDURE:  When CTRAC holds an educational activity, many circumstance arise and these procedures to keep all of those involved on the same page.
CTRAC Sponsored Activity 

1. The definition of “sponsored” for this policy means that when CTRAC coordinates an educational activity at no cost to CTRAC Members In-good Standing.
2. When CTRAC sponsors an activity, contract or grants funds are typically used. 
3. A registration deadline and/or a cancellation deadline may be provided for these activities.

4. When someone cancels late or no-shows the activity, CTRAC can NOT charge the contract or grant for anyone that is not present for the sponsored activity.
5. The CTRAC member will be charged for the cost of the attendee tied to their entity.
6. Emergency situations will be handled on a case-by-case basis and should be submitted to the Executive Director.

CTRAC Hosted Activity

1. The definition of “hosted” for this policy means that when CTRAC coordinates an educational activity which incurs a cost to CTRAC Members In-good Standing.

2. When the attendee cancels after the cutoff date, CTRAC may refund the cost minus any expenses plus 10% indirect fee.
3. When the attendee no shows for the activity, then CTRAC will not refund any amount.

All Educational Activities

1. CTRAC will provide at a minimum the following information for all course announcements: date, location, early bird/regular/late cost, early bird and/or registration deadline(s), cancellation deadline.

2. Emergency situations will be handled on a case-by-case basis and should be submitted to the Executive Director.
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