PARTICIPANT INFORMATION PACKAGE

CANCELLATION POLICY
· If unable to attend, you are required to notify our office at (877) 963-2867 immediately.

· If you cancel after the airline ticket is purchased, CTOS will assist you with rescheduling to another class date. You will be responsible for all additional charges relating to the ticket changes. Participants who do not reschedule with CTOS within one year of the ticket’s purchase date will be required to reimburse CTOS the total cost of the airline ticket not used. 

ARRIVAL & ACCOMMODATIONS
· Normal arrival in Las Vegas is Sunday, the day before the start of the class. 

· Accommodations are reserved by CTOS for Sunday and Thursday night at the Santa Fe Station Hotel and Casino in Las Vegas. Lodging is provided by CTOS Monday through Wednesday night at the Nevada National Security Site.  

CLASS START TIME 
· Class check in begins at 6:30 a.m.  Monday morning at Starbucks inside the casino.   Departure from the Santa Fe Hotel to the NNSS will be at 07:00 a.m.

· A photo ID is required for security verification. 

TRANSPORTATION 
· Transportation from the airport to the hotel will be via taxi. Transportation to and from the NNSS is provided.

NEVADA NATIONAL SECURITY SITE POLICY
· Participants will be issued a temporary security badge that must be worn and plainly and visible at all times while at the NNSS.  All badges must be turned back in at the end of the last day of class. 

· Security measures at the NNSS include vehicle and personnel searches which include searching all hand-carried items and luggage. It is a FEDERAL OFFENSE to violate any NNSS security policy or procedure. Please review prohibited items list below.

 PROHIBITED ITEMS
	Firearms
	Explosives
	Incendiary Devices
	Other Dangerous Weapons

	Ammunition
	Binoculars
	Radioactive Materials
	Pets and Animals
	

	Non-Prescription Controlled Substances / Illegal Narcotics

	Any device capable of audio, video or data  recording including but not limited to:

	Audio Recorders
	Cameras - still or video
	
	


*Anyone caught with any prohibited item at the NNSS will be sent home at the participant’s expense and their supervisor will be notified*

· Cell phones and laptop computers with picture/video recording capability are authorized at the NNSS.  However, the camera function must not be used at any time.  Cell phones and laptop computers are not authorized for use during class and must be left in the dorm room during working hours.
TRAINING ENVIRONMENT / WEATHER
· The course is conducted at the NNSS from Monday through Thursday, which is located 65 miles north of Las Vegas in Mercury, NV.  The NNSS will be 5-10 degrees cooler than the Las Vegas temperatures. 

· Bring clothing appropriate for time of year. Long pants and closed-toed shoes are required during course instruction at the NNSS.



PERSONAL MEDICATIONS
· CTOS cannot supply any type of medication.  If any medications are required such as allergy medications or required EPI PEN for allergic reactions, please bring them with you. There is a medical clinic at the NNSS for emergencies.


REIMBURSEMENT
· All travel reimbursements are in accordance with U.S. Federal Travel Regulations (FTR)

· At the conclusion of the class, per diem check for reimbursable expenses will be issued. 

	NON-REIMBURSABLE ITEMS INCLUDE BUT NOT LIMITED TO:

	Phone calls 
	Rental car
	Hotel room before Sunday

	In-room movies
	Room service
	Hotel room after 11:00 a.m. Friday

	
	Baggage fees for more than one bag / Overweight baggage fees




DEPARTURE
· Normal Friday check out time at the Santa Fe Hotel is 11:00 a.m.  Each participant is responsible for any additional expenses incurred due to a late checkout and/or non-reimbursable items. When required, Thursday evening departure is possible but will not be scheduled prior to 9:00p.m. Thursday night.


NOTE: Additional detailed information will be sent with a travel itinerary to each participant once travel has been arranged.
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