Creating a User Account

In order to register for any Bay Area UASI Regional Training & Exercise Program courses, you
must be employed in one of the 12 Bay Area UASI counties, which includes the counties of:
Alameda, Contra Costa, Marin, Monterey, Napa, San Benito, San Francisco, San Mateo, Santa Clara,
Santa Cruz, Solano and Sonoma.

Creating a Website User Account

In order to register for courses through the Regional Training & Exercise Program, you must
create a user account on the Regional Training & Exercise Program’s website located at
https://www.bauasitep.org.

Note: Please create only one user account.

On the website, click the “Create Account” button.

About the Bay Area UASI Training & Exercise Program

In March 2010, the Bay Area Urban Area Security Initiative (BAUASI) initiated a process to identify a qualified Agency to manage the training and exercise function for the San Francisco Bay Area. The BAUSI sought an Agency capable of creating, delivering and managing a new Regional
Training and Exercise Program (RTEP), which would be both more efficient and more effective than their existing delivery system. The Alameda County Sheriff's Office was the only Agency to respond 10 their request.

On July 15, 2011, an MOU was implemented between the BAUSI and the Alameda County Sheriff's Office (ACSO), marking the commencement of the new program. Federal grant funding provided by the Office of Homeland Security through the BAUSI, wil support training and exercise for
public safety organzations for the tweive (12) Counties identfied within the BAUASI footprint. The program will address the unique planning, organization, equipment, raining, and exercise needs of our high-threat, high-density urban area, and will assist in building an enhanced and
sustainable capacity o prevent, protect against, respond 1o, and recover from acts of terrorism. The program s a regional endeavor, which will include participation from multipie disciplines, including but not limited 10; law enforcementitactical, fire/emergency medical services, emergency
management and public health

The Bay Area RTEP goals include improving the regional capacity o prevent, protect against, respond to, and recover from terrorist incidents or other catastrophic events by providing strategic planning, training and exercises. These goals are in alignment with the Bay Area Homeland
Security Strategy 2010 - 2013 and in direct support of Goal 8 - Enhance Homeland Security Exercise, Evaluation and Training Programs. Objective 8.1 - Develop Regional Exercise and Evaluation Program and; Objective 8.2 - Develop Regional Training Program.

“We are what we repeatedly do. Excellence, then, is not an act, but a habit.” (Aristotle)

Complete the form using your employment information as is pertains to your
agency/government/organization/business affiliation. When you reach the field for the
registration code, enter the following: #4tepregistration



Create Account

When filling out your user account information below, you must provide your contact information as it pertains to your with your affiliation.

In order to create a user account and register for Bay Area UAS! funded courses, you must be employed within the twelve county Bay Area UASI region, which includes the counties of: Alameda, Contra Costa, Marin, Monterey, Napa, San Benito, San Francisco, San Mateo,
Santa Clara, Santa Cruz, Solano and Sonoma.

Complete Name

First Middie (Optional) Last Suffix (Jr, S etc. Optional)

Job Title Employer

Work Address

Select a State
Stroot Addross State

Work Phone Number Email
Type Email Address Retype Email Address

Discipline
Select.

Create Account Password Registration Code
Enter Password Retype Password
Course Notifications

The Bay Area UASI Training & Exercise Program sends email notifications when new courses become available for registration. If you would like to receive these notifications, please check the box below. If you do not want to receive these emails, uncheck the box below.

1 would like to receive course notifications.

Create Account

[t is recommended that users check the box to receive course notifications if you wish to attend
training courses. In some cases, due to the popular demand of some courses, the registration
reaches capacity within a matter of minutes of the course announcement being emailed to users.
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Website Email Notifications

The Regional Training & Exercise Program sends email notifications to users about new courses
available for registration, registration confirmations / registration status changes, course
reminders for registered students, among others. If at any time you wish to stop receiving course
notification emails from the Regional Training & Exercise Program, you may log into your account
and select “My Account” and uncheck the box to receive the notifications.

Note: The automated emalils users receive are sent by the website server with the sole purpose of
delivering bulk email notifications. The email address, info@bauasitep.org, used to send these emails
is not monitored by the Regional Training & Exercise Program staff and should not be used to
communicate with the Regional Training & Exercise Program. If you need to contact the Regional
Training & Exercise Program staff or notify the Regional Training & Exercise Program staff about
your inability to attend a course, please refer to the staff contact information listed above.

Note: The automated email system used for the Regional Training & Exercise Program’s website is
sometimes blocked by the user’s email provider. This is due to some email providers viewing our
emails as bulk or spam email. If you are having trouble receiving our emalils, please contact your
information technology department or check your email settings to allow info@bauasitep.org as an
approved sender.

Registering for Courses

To register for courses, login to the Regional Training & Exercise Program’s website and select the
“Courses” tab. In the “Courses” tab there are two options:

* Available Courses: Provides a list of all upcoming courses, including courses the user is
registered for.
* My Courses: Provides a list of upcoming and previous courses the user has registered for.

There are four status indicators for classes:

* Available (green): The course has available seats.

e Standby (orange): The course no longer has available seats, but users can register on the
standby/waiting list.

* C(losed (red): The course is not accepting registrations of any kind.

* Registered (blue): You are registered for the course. If you are registered to attend the
course, the status will indicate “Registered”. If you are registered as a standby, the status
will indicate “Registered (Standby)”.

To register for an available course, click on the course and click the “Register” button.
To register for a course on the standby/waiting list, click on the course and click the “Register as
Standby” button.



Unregistering from Courses

To unregister for a course, click on the course and select the “Unregister” button.

Students may unregister from the course on the website until one day prior to the course’s
starting date. If students wish to unregister from a course the day prior to the course’s start date,
they must contact the Regional Training & Exercise Program staff via phone or email. Failing to
contact the Regional Training & Exercise Program staff prior to the courses start date will
constitute a non-attendance of the course.

Note: Please be courteous to other students by unregistering from a course you know you will be
unable to attend as soon as possible. This allows other students waiting on the standby list to be
registered for the course and have adequate time and notice to attend. Most courses have students
on the standby list and our vendors have out of pocket or up-front costs. These upfront costs may not
be reimbursable if the seat is left empty.

Note: Notifying the course presenter/vendor of your inability to attend a course does not constitute
notifying the Regional Training & Exercise Program staff and may result in a non-attendance. Please
contact the Regional Training & Exercise Program staff of your inability to attend a course.

Non-Attendance of Courses

If a student fails to attend a course, the student will be marked as a non-attendance and will be
blocked from registering for courses for a minimum of six months and may be removed from any
upcoming courses the student is registered for. If you believe your non-attendance is incorrect,
please contact the Regional Training & Exercise Program staff.

Student Conduct

Students attending UASI Regional Training & Exercise Program sponsored training or exercises
shall adhere to the policies and procedures of their own Agency/Department, whether they are
attending training in an on-duty or off-duty capacity.

The following rules of conduct are mandated by the Regional Training & Exercise Program:

* Students attending the Regional Training & Exercise Program’s trainings and events shall
conduct themselves ethically, professionally, and responsibly, and not in a manner that
reflects poorly on their Agency/Department or the Regional Training & Exercise Program.

* Consumption of alcoholic beverages or controlled substances, or being present where
alcoholic beverages or controlled substances are being used, or knowingly becoming
intoxicated through the use of prescribed drugs while participating in Regional Training &
Exercise Program sponsored training and exercises, or while on any Regional Training &
Exercise Program training site/facility is strictly prohibited.

Violations of student conduct shall be reported to the Safety Officer and/or Lead Instructor



immediately. The Lead Instructor shall also ensure that all conduct violations are reported
verbally and in writing to the UASI Training & Exercise Program Manager as soon as possible.

Students deemed to be in violation of their own Agency’s Policies and Procedures or any of the
Regional Training & Exercise Program’s rules of conduct while participating in any Regional
Training & Exercise Program sponsored training and exercise events will be prohibited from
attending any future Regional Training & Exercise Program sponsored training and exercise
events.



