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Facility (Scope): Community Training Center

POLICY STATEMENT
A. This policy defines the guidelines for scheduling and canceling of Billings Clinic Community 

Training Center (CTC) employees from classes.  It is essential that the training center defines 
the guidelines for scheduling instructors to alleviate the need for unnecessary cost.  All 
classes will be covered in a student to instructor ration designated per discipline by the 
American Heart Association (AHA). 

PROCEDURE
A. All CTC classes are scheduled and entered into Enrollware prior to the class date/time. If 

classes are private, they will be hidden from the general registration site. 
B. Classes available during normal business hours will be primarily taught by core staff 

employees with FTE’s.  The lead instructor will be assigned via Enrollware. 
C. Available classes will have the “open for bid” option marked and will be highlighted on the 

calendar.  Sign up for the class needs to occur in Enrollware.  Bidding emails will be sent 
via email on a regular basis.  Once the bid is accepted the instructor will receive a 
confirmation from Enrollware that they have been assigned as an instructor.  

D. Website for Enrollware can be found at Enrollware.com. 
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