Enrollment Information
	How to Register

Montgomery County Employees

Use the web Training Registration and Management System, go to the link: https://int01.mcgov.org/ent/s1/ohr/ and login using your county username and password. To access the registrations system, you must be on a computer in the County network. 

HHS Contractors, Community Partners and Interns

Call the Automated Training Registration Line (240) 777-5122.  If you have NOT registered for CCL training in the past, please complete the form at the back of the catalog so we can create your training record.
Mark all class dates on your calendar.

If a course has multiple sessions, you must attend all the classes.

Supervisory Approval 

Supervisory approval is required to participate in all County-sponsored training. Prior to registering, discuss with your supervisor your professional development goals and your request to attend the training. In addition, the online Training Registration and Management System will copy your immediate supervisor when registering for a course.

Approval to participate in training may be withheld by a supervisor in consideration of your job performance or your availability based on work coverage needs.  Every effort should be made on the part of the supervisor to provide coverage to allow employees to participate.  

Enrollment Deadline Date

The Training and Organizational Development Team makes decisions on whether to conduct courses at least 10 days prior to the start of the course.  If enrollment does not meet the minimum, the course will be canceled. 

Enrollment Confirmation

The Training Registration and Management System will fax or e-mail a confirmation packet to enrollees seven days prior to the course starting date.  The confirmation packet will include the following: welcome letter, class description and objectives, directions/map and parking instructions.  

Course Hours & Attendance

The starting and ending dates are listed in the course confirmation packet that will be faxed or e-mailed to you seven days prior to the course starting date.  Please be aware, confirmations include only the beginning and end dates. See individual course descriptions for courses with multiple dates. 

Participants are expected to be on time and to attend the entire course.  Please mark your calendar.  If you miss any portion of a course, you must notify your supervisor and the Training and Organizational Development Team staff.  If you fail to attend the entire course, you will not receiving Continuing Education Units (CEU’s) which will result in an Incomplete for the course. 

Withdrawal Notification

It is very important to notify us if you are unable to attend a course prior to the start date.  NO SHOWS are costly and prevent employees on the waiting list from attending.

· To notify us prior to the course start date, please login into the web Registration Training and Management System or call the Automated Training Line on 240-777-5122. 

· To cancel on the day of the course, please call 240-777-5116 as our automated registration system will not allow withdrawal on the day of the program. 

Enrollees who do not follow the withdrawal notification procedure may jeopardize their enrollment in future classes and the enrollee’s organization may be charged the cost of the course.  
Inclement Weather

Classes will be canceled when the Montgomery County Schools are closed due to inclement weather.  Otherwise, classes should be conducted as scheduled.  If classes are canceled, a message will be left on the CCL Program Coordinator’s voicemail (240-777-5063) by 7:00 a.m.

Who Should Attend

All courses are designed for County employees.  Most courses are open to HHS Contractors and Community Partners--community-based, non-profit organizations that provide services to Montgomery County residents.  Individual course descriptions specify the target audience for specific courses.

CEU’s and Attendance  

OHR is proud to offer Continuing Education Units (CEU’s) for most of the CCL courses approved by the Maryland Board of Social Work Examiners and the National Board For Certified Counselors (NBCC)

Refer to individual course descriptions to see the number of CEU’s awarded for specific courses. 

Participants are expected to be on time and to complete the entire class.  A grace period of 15 minutes will be given for latecomers.  However, anyone arriving more than 15 minutes late or leaving before the end of the class will not receive CEUs. 

Special Accommodations

The Training and Organizational Development Team will make every effort to provide accommodations for those with disabilities.  To request an accommodation, please call the Training and Organizational Development Team on 240- 777-5116 at least 10 days prior to the course start date. 

Our Guarantee to YOU
If you are not completely satisfied with any course, please contact us.  We will make every effort to address your needs.



Contact Information
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       Phone Numbers  

Automated Training Registration Line


240-777-5122

Register for a class

Confirm registration in a class

Withdraw from a class

Request your Class Schedule or Transcript

Questions about Registration



240-777-5046

Inclement Weather Updates



240-777-5063

Request Reasonable Accommodations


240-777-5116

Register or Withdraw within 24 hours of a class
240-777-5116

CCL Program Coordinator (Michaela Johnson)
240-777-5063
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Click Departments-> Human Resources -> Training, and look for these links:

· Training Registration and Management System (Montgomery County Employees)
View class descriptions

Register for a class

Withdraw from a class

View and print your Class Schedule or Transcript

· HHS – Center for Continuous Learning

CCL Catalog

· Training Classes and Schedules (Montgomery County Employees)

Communication Skills Program

Customer Service Provider Program

Diversity Studies Program

Mandatory Training

Professional Development

Supervisory and Team Leadership Training

· Computer Based Training (Montgomery County Employees)



