CALIFORNIA ASSESSORS’ ASSOCIATION

EDUCATION COMMITTEE
GUIDELINES FOR HOSTING 

TRAINING WORKSHOPS/SEMINARS


The California Assessors’ Association (CAA) Education Committee has been established to assist in training opportunities and help certified and support staff keep informed of the functions required in Assessors’ offices.  Ongoing training is essential to the proper operation of an Assessor’s office.  It enables staff to keep up with current law and practices, and helps to meet the ongoing training requirements of appraisal personnel, thereby enabling them to maintain their certification pursuant to Revenue and Taxation Code section 670 et. seq.

The Committee’s efforts are not intended to replace State Board of Equalization courses, nor those meetings or workshops normally held by CAA subsidiary organizations, but rather are intended to complement those efforts with workshops that are either not covered by those organizations, or are of a topical nature of sufficient importance to warrant training statewide.


Given the geographic size of California, the more different counties host the various workshops, the easier it is to get staff to training sites economically.  It is far less costly to share in paying the expenses of one person, the trainer, than it is to send several staff members on extended trips to receive the same training at remote locations.  Therefore, by holding the same training in several different locations throughout the state, more people should be able to commute to the training site in an effort to make each county’s travel budget extend as far as possible.


Another important byproduct of extensive, diversified training is that, by allowing staff to become familiar with other assessors’ staff, a valuable resource is developed, when questions of practice or applicability arise in one’s day-to-day operations, in the contacts staff members make at the workshops.


An economic benefit to the host county’s community also accrues when training is offered in various counties in the way of increased hotel, restaurant, service station and other business usage.  

Therefore, there are many benefits to be realized for the relatively brief amount of time invested in preparing for and hosting a workshop.

To properly host a workshop several steps must be taken:

I. WORKSHOP PREPARATION,

II. WORKSHOP ANNOUNCEMENTS AND REGISTRATION,

III. HOSTING THE WORKSHOP ITSELF, and

IV. WRAPPING THINGS UP.

I.  WORKSHOP PREPARATION

Workshop preparation involves: 

a) Selecting a topic, 

b) Enlisting a trainer, 

c) Arranging for the room in which the workshop will be held, furnishings (tables, chairs, audio/visual equipment, etc.) and other physical arrangements, 

d) Determining the cost of the workshop on a per attendee basis, and 

e) Choosing the date or dates during which to hold the workshop.

a) Selecting a topic is not difficult.  Workshop topics can be derived either from the listing sent to each Assessor’s office by the Education Committee, or developed by the host county.  CAA subsidiary organizations have a long history of arranging beneficial workshops serving the needs of their members, many of which are ongoing and multi-level (e.g. introductory, intermediate and advanced training courses) on various topics.  

If the workshop is intended to be used for continuing education hours, the State Board of Equalization will have to approve of the number of hours of credit to be granted to those in attendance.  This is usually achieved by sending a copy of an outline of the topics to be covered in the workshop to the Training Division of the SBOE prior to the conference.  The outline can be obtained from the trainer.

b) Enlisting a trainer for the workshop has often been the most difficult aspect of hosting a workshop, but the Association is developing a growing list of persons with specialized skills who may serve as trainers, both experts from within our own offices and outside experts.  If the trainer is either a county or state employee, it is expected that they will not charge a fee for their time spent as an instructor.  This does not preclude enlisting the help of outside instructors for a fee.  However, it does help to keep registration costs down, and attendance up, thereby.  The trainer will usually have developed and will provide any materials to be copied and distributed to attendees by the host county.  

c) Arranging for a room and furnishings is relatively straightforward.  Since one of the goals in hosting a workshop is to keep costs down as much as reasonably possible, the use of local facilities for little or no cost (e.g. library meeting rooms, community college classrooms, etc.) can go a long way toward keeping registration costs down.  If that is not possible, local halls may be rented for a nominal fee which, when divided by an estimate of the number of persons who may attend the workshop, can be included in the registration fee without significant impact.  Most meeting spaces come furnished, and choosing one that already has the amenities needed by those attending the workshop makes other things much easier to accomplish.  Give consideration to seating, tables, lighting, a projection screen and /or white board, a public address (P/A) system, a place to store food and drinks (possibly overnight for workshops of more than one day), refreshment table location, restrooms located conveniently nearby, etc.  Some of these things may or may not be needed, depending on the trainer’s needs.  Some you just cannot do without.

d) Determining the cost of the workshop on a per attendee basis should take the following into account.  Each workshop is intended to be self-funding.  That is to say, any expenses associated with the workshop should be paid from whatever registration fee is charged those who attend the workshop.  This is so that any county may host a workshop and not have their normal operating budget adversely impacted outside of the staff time necessary to organize and host the workshop.  Expenses that could be anticipated for hosting a workshop would include:

· Any fee charged by the instructor.  (It is assumed, however, that if the instructor were a State or County employee that there would be no charge for their time.)

· Mileage, lodging, and meal costs for the instructor, if the instructor is a county employee, so that the county for which they work is not impacted adversely by allowing the instructor to conduct the training.

· The cost of the hall or room rental in which the workshop is held, if any.

· The cost of any equipment rental necessary for the presentation of material, if any.

· The cost of any materials or supplies (copy costs, paper supplies, signage, name tags, cups, etc.) to be distributed to or used by those in attendance in the course of the workshop.

· The cost of any refreshments, usually coffee and rolls in the morning and soft drinks and cookies in the afternoon.

· The cost of any meals served, should it prove more productive to arrange for the attendees meals rather than have the attendees go out on their own.

· Other expenses that are not included in the above list but that are necessary for conducting the workshop.

Not all of these expenses would be incurred for every workshop, but they should all be considered when planning a workshop.  

Once these factors have been estimated and summed, add $5 to the registration fee and round it up to the nearest convenient dollar amount.  Not having enough money to cover all expenses is easily avoided by this device, and any excess proceeds can be forwarded to the CAA treasury for other uses. 

e) Choosing the date or dates during which to hold the workshop is left to the discretion of the host county, but it is generally recommended to time the workshops after completion of the assessment rolls and before the busy season for the following year’s work, i.e. from August through December.  Other dates may be appropriate, as well, but the above dates help to ensure the greatest attendance.

II. WORKSHOP ANNOUNCEMENTS AND REGISTRATION


Workshop announcements are simply notice to all assessors of the dates, times, locations, costs, and topics of any workshop being offered.  The easiest way to explain what to do is to find a workshop notice that you like and to copy it, changing whatever information contained in the notice as appropriate.  The same applies to registration forms.  A copy of a sample announcement and registration form are attached to these guidelines and may be used for your reference.  

The announcement assumes that all of the previous items have been determined, i.e. that the trainer has been secured, facilities arranged, costs estimated, etc.  It should contain all of the pertinent data concerning the workshop: the who, what, when, where, why, names and numbers of contact person (s) and how much.  It would, ideally, be sent out about two months or more before the workshop is to be held to give sufficient notice to all interested in attending.  The host county should provide a list of suggested hotels and restaurants, and parking as needed.  When the host is aware or anticipates (per feedback from the SBOE and other sources) that a significant number of attendees will require lodging, consideration should be given to negotiating a block of rooms at a local hotel and provide this information in the registration packet. There are several potential benefits to block lodging, including possible price discounts and facilitating the camaraderie and networking that add value to the event.
Many counties, which have a financial system which requires a tax ID number prior to cutting warrants for conferences and other events, request a W-9.  This is a request for a taxpayer identification number, the type of business, and whether the organization is exempt from backup withholdings.  W-9 forms are available on the internet at IRS FORMS, where you can select W-9 and print out the 4 page item.  It is also available through the Links on the CAA website. Only the one page W-9 form needs to be submitted and most entities will accept a fax copy. After the name of the organization box, indicate that it is an Affiliate of the California Assessors’ Association, check 501(c) (6), exempt from backup withholding. Enter the address of the Affiliate group Treasurer, the Taxpayer ID number of the affiliate group, and Treasurer’s signature and date.  A list of Tax ID numbers of the Affiliate Groups can be found in the Members Only section of the CAA web site. 
The Education Committee would like to establish a four-year schedule of workshops for the more routine topics, which implies that host counties and trainers will have already been identified.

The workshop notice should be sent to all assessors.  While one of our goals is to hold many workshops on the same topic in several areas of the state in an effort to keep individual attendee costs down, it is not always possible for our staff to be able to attend this ‘least expensive’ site.  Some staff would still benefit from attending that course, even if it were offered elsewhere at an increased cost to send them.  Therefore, it’s recommended that all assessors be notified of each workshop, and that registration be taken on a first come/first served basis.  This would also encourage early registration, which facilitates the host county’s planning processes. 

The registration form is simply a device to determine how many people will be in attendance.  It should be returned to the host county two weeks before the workshop starts so that the host county may begin to make the copies of the materials necessary for distribution, make the necessary arrangements for food and beverages, cups, plates, napkins, etc., and organize the sign-in sheets for those who are seeking continuing education credit hours.

Again, all costs related to copying, supplies, mailing, etc., are intended to be paid out of the registration fees, so factor an estimate of these costs into the registration fee per person as well.

Please note that a checking account is most useful to have at this stage.  The CAA treasurer cannot be expected to handle all of the separate transactions for the many workshops held throughout the state each year.  Therefore, each workshop should have its own account set up, and a full accounting should be forwarded to the CAA treasurer after everything is ‘wrapped up.’  There is generally no need to purchase checks, since only about ten will be needed, and almost any bank can supply that many to you for the short duration of the life of the account.  The CAA Treasurer can supply ‘seed money’ to the host county to cover initial expenses until registration payments begin to come in, at which time the income hopefully exceeds the outflow.

III. HOSTING THE WORKSHOP

The day of the workshop has arrived and all is in readiness, but how do you ‘host’ a workshop?  The simplest way to approach it is to treat it as if it’s a party.  No one knows how to ‘host a workshop,’ but everyone knows how to host a party.  The only difference is that the ‘guests’ are participating in education and training between refreshment breaks.  

The room has been secured and set up.  The trainer is in town and all handout material has been copied.  Food and beverages have been purchased.  Coffee pots, cups, ice chests and ice, spoons, napkins, etc., have all been set up, and all else is ready to go.  All that the host or hostess of the workshop needs to do differently is to see that all certified personnel sign-in for State Board of Equalization certification of attendance.  

For this reason a spreadsheet listing all attendees, their county, their certificate number, and a place for their signature should have been prepared in advance of the workshop.  It should also show the title of the workshop, the dates of the workshop, the name of the trainer and what day the sign-in sheet was for (a new sign-in sheet should be used for each day).  A copy of this will need to be forwarded to the SBE Training Division so that they may update their records reflecting each individual’s attendance at the workshop.

A receipt should be prepared for payment by each attendee, a may be given to them upon arrival at the workshop. A sample receipt is included as an attachment to the guidelines, though a booklet of standard receipts would serve as well. 

The trainer will usually take the lead in how the workshop is conducted, scheduling breaks, etc.  Just follow their lead.

An important detail to be addressed is asking the attendees to evaluate the workshop.  A copy of a sample evaluation form is included as an attachment to this packet.  The responses received will help to determine what improvements could be made to the next workshop and what worked especially well in this one.

Lastly, a Certificate of Completion should be prepared for each registrant who completes the workshop showing the title, dates, and location of the workshop, and the name of the attendee.  If the workshop qualifies for continuing education hours, the number of hours should also be shown on the certificate. The Certificate should be signed, preferably by the instructor, and either given or mailed to the attendee for their records.

IV. WRAPPING THINGS UP

The workshop is over.  Everyone’s gone home.  Now what’s to be done?


The room needs to be cleaned and put in order.  Anything purchased for the workshop, but unopened and unused, needs to be returned for refund.  Those things purchased for the workshop, opened and used with some remaining (soft drinks, cookies, napkins, etc.) can be donated to the office of the host county.


A report showing income and expenses needs to be forwarded, along with any excess funds, to the CAA Treasurer, and the checking account should be closed.


The Chair of the Education Committee should be informed of the results of the workshop evaluations.  Any comments that were noted that would be helpful to the trainer should be forwarded to them.


A copy of the sign-in sheets needs to be forwarded to the Training Unit of the SBE for their records and for acknowledgement of training hours for individual attendees.


Congratulations and thanks need to be made to all those who helped to prepare for and host the workshop.


And you’re done, all ready to prepare for another workshop!
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