LIBRARIANS’ GUILD

TRAINING OPPORTUNITIES  

2009
SEE INSTRUCTIONS BELOW

▼▼▼▼▼▼▼

LG LIBRARIANS’ GUILD 

AFSCME Local 2626

514 Shatto Place   

Los Angeles, CA 90020

PLEASE read this carefully for additional information and additional steps; also please post all training documents and be sure that all librarians in your agency are informed.

March 19, 2009

The Librarians’ Guild has negotiated funds to be used for training for both Rank and File and Supervisory Librarians. The following documents include the information and forms that are necessary for you to participate in these training opportunities.  Most of the classes are through on-line courses, which means there is flexibility when the studies are done.  Therefore, the classes can be taken during (with supervisory approval) or outside work hours.  

The documents that follow this letter are,  

1.  Request for Reimbursement; 

2.  The list of classes currently available; 

3.  The Affidavit of Attendance form; 

Instructions:

1. To request approval to attend training, print and complete a ‘Request for Reimbursement’ form (see form below) for each class; print and attach the information about the class from the list provided.  You may not select a class or training seminar that is not already on the list. 

2. Review the class schedule and your agency schedule and discuss your selections with your supervisor if you are planning to take the course on City time.  The Guild negotiated additional funds for substitute time to be made available specifically for training.  Seniors should forward necessary substitute requests to the next level.  

3. Make a copy of everything; forward the original to Madeleine Kerr at Los Feliz Branch.

4. You will receive notice either by email or by phone after the request has been approved by the Guild, Library Human Resources and by City Personnel.  

5. Once the training has been approved, register and pay for the class, as directed in each vendor’s website.  Keep copies of all payment records and statements.

6. After the class has been taken, prepare the ‘Affidavit of Attendance’ form (see form below) and make copies of your payment information as noted on the Affidavit form.  Send copies of your payment documents to the address listed on the bottom of the Affidavit form.  Remember to keep the originals.  

7. Please send a review (brief is okay) and evaluation of the class within two weeks after the class to the Guild by email, or write a longer article for the Communicator, the Guild’s quarterly newsletter.      

In addition, funds are available for attendance at ALA, CLA, PLA, and SLA.  The funding amount varies depending on the number of requests.  Again, be sure to save all receipts and payment records. 

These classes are open to all Librarians, including those who are not Guild members.

Roy Stone 



Madeleine Kerr

President



Vice-President Education and Training

CITY OF LOS ANGELES - PERSONNEL DEPARTMENT
  PD-EDS/MOU6/16-1/07
Request for Reimbursement Training
1. 
This request is made in accordance with Article 55 of Memoranda of Understanding No. 6 & 16 – Librarians’ Guild (AFSCME).
2.
PRIOR TO ATTENDING TRAINING: Complete and submit this form to (1) the Librarians’ Guild for approval, (2) the Library Department’s Personnel Division for approval, then (3) to your Department Training Coordinator who will forward it to the Employee Development Section Personnel Department, Room 380 - Personnel Department Building, Stop No. 391 for final approval and processing.

3.
Attach brochure with training description.

	City Employee I.D. Number: 
	
	
	
	   

	Name

	Class Title


	Department

	Bureau/Division


	Work Address

	Phone Number

	Mail Stop


	Home Address

	City

	Zip Code


	Title of Training Program


	Sponsor

	Sponsor's Address


	Location of Training

	Date(s)



Briefly describe how the training will benefit you and the City.

	 Registration Fee $

	Librarians’ Guild President APPROVED BY:

	  Date:



	
	Department Head or Designee APPROVED BY:

	  Date:



PERSONNEL DEPARTMENT ACTION 

Funds Available:                  Yes  (      No  ( 

Approved by:_____________________________________      Date:_________________________
VERIFICATION OF PAYMENT AND                                                                                                                                                                    AFFIDAVIT OF ATTENDANCE REQUIRED FOR REIMBURSEMENT
Comments:
CITY OF LOS ANGELES PERSONNEL DEPARTMENT
AFFIDAVIT OF ATTENDANCE/REQUEST FOR REIMBURSEMENT

This certifies that I, ____________________________________, have attended and completed the training course indicated below and am eligible for reimbursement by the City of Los Angeles in accordance with Article 55, MOU 6 and MOU 16 (Librarians’ Guild).


Course: ___________________________________________________________


Vendor: __________________________________________________________


Date(s) of Attendance: ________________________ Cost: _________________

I am submitting proof of payment* for fees and materials associated with this training/program; and also certify that I have not been reimbursed by any other agency for the expenditures of which reimbursement are being requested herein.

Signature: ________________________________________ Date: _________________

*Proof of Payment: Credit/Charge Card statement, cancelled check (front & back), paid receipt on personalized vendor stationery.

Return to: Employee Development Section, Personnel Department, Stop #391, Room 380

(PD/EDS:MOU6&16-1/07)

