
IMPORTANT  REGISTRATION INFORMATION  
 
Please remember that only the Program Director or designee should be registering employees for DCF 
Med Admin classes and exams -- no employee should be allowed to register themselves directly. 
 

• All class/exam registrations are processed through our on-line registration system and start with 
the registration form shown below.  Please make sure you fill out this form carefully -- our 
class/exam lists are computer generated and any mistakes on this form, especially the class/exam 
date, may prevent your employee from attending the class/exam.   

• Exam date: please write the date of the exam (example: 05/30/2014).   
• Class date - please write the first day of class only.  This too will decrease any error which 

could inhibit an employee's ability to attend. Exams are included in our four day training so they 
do not need a separate registration. However; we reserve the right to reschedule the test if any 
delays/cancelations prevent us from finishing the class as scheduled.  In that case the affected 
students/employees as well as program supervisors will be given follow-up directions.  

 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



• Once an employee is registered for a class/exam you will receive registration confirmation 
shown below: 

 

 
 

• Followed by e-mail confirmation shown below: 
 

 
 



• If you are registering an employee for a test, the registration is now completed.   
 

• Please, let your employees know that the exam starts promptly at the scheduled time and it is the 
responsibility of the employee to plan accordingly and arrive on time -- no employee will be 
allowed to take the test if late more then 15min. Please reinforce punctuality and remind your 
employees of the dress code. 

 
• If you are registering your employee for one of our Basic Med Admin classes the above 

confirmation does not equal class enrollment -- we receive more registrations than the amount of 
students we can accommodate and the enrollment decision is made two weeks prior to the first 
day of class.   Once your employee is enrolled you will receive the Confirmation of Enrollment 
shown below: 

 
 

 



• Please, give this enrollment confirmation (with driving/parking directions and inclement 
weather info attached) to the enrolled employee.  Only confirmed employees will be 
allowed in our Basic classes.  

  
Do not send your employees if you did not receive the above confirmation 
 
Do not send employees who were placed on the waiting list. 
 
 

Before you register your employees for the DCF Basic Med Admin classes assure that the 
employee will commit to all four days of training. Once registered, contact us immediately if 
scheduling changes or any other work related or personal reason will prevent him/her from 
attending the class.  There is always an extensive waiting list and we want to make sure that no 
seat is wasted. We would like to offer the cancelled spot to an employee placed on a waiting list.  
 
 
And as always, do not hesitate to contact us with any med admin related questions.  Please email 
your questions/concerns to: 
 
Contact:  
Grace Pieta, RN 
Nurse Clinical Instructor 
Grace.Pieta@ct.gov 
860-550-6450 
 
Urgent questions can be directed to: 
Mark Root, RN  
Director of Nursing 
Mark.Root@ct.gov 
860-550-6487 
 
 


