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minimum of one (1) hour of education and trainingtbe Code of Governmental Ethics on an annual

basis throughout the duration of his/her employme&he regulation does not distinguish based on the

type of appointment; therefore, this requirementeeds to all departmental employees including
students, WAE/wage, and unclassified personnel.

Therefore, all current OLG/DCRT employees must complete the online Ethics training by March 31,
2016. Supervisors are expected to ensure that any ngMogees hired after the issuance of this memo
similarly complete the course within the first 9yd of their employment with OLG/DCRT.

The required training is available online througk t.ouisiana Employees Online (LEO) system. Once
logged into LEO, employees may register by compdgethe following:

Select theMy Training tab;
Click on theEthics link underneath the “Frequently Book Courses” egabn the left-
hand side of the screen;
You will be taken to a screen detailing the couns®rmation for “LA Code of
Governmental Ethics 2016”
Click on theBook this Course button;
When prompted, “Do you want to book this coursdiZkcYes.
Click on theStart Course Now button.
s After completing the course you will be taken tos@een with a certificate
acknowledging you have completed the training. Gellee “Print Certificate”
option and retain for your records.
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The LEO system has now been programmed such thalbgees willautomatically receive credit for
the completed web course; however, in order fas thiwork, after closing the course itself, plebse
sure not to exit the main LEO Course page until wiedow refreshes and the following message
appears, ““**CONGRATULATIONS, CREDIT RECEIVED, Rufraining Transcript if you wish to
verify*x** "

*Please note it may take up to 24 hours to recefedit on your Training Transcript in some locaion

If you do not receive credit after 24 hours andehaecurately followed the course exit instructiaghen
please contact Human Resources for assistance.*

The Human Resources Division will periodically geate training reports in order to monitor progress
and will send reminders, as needed, to AppointinghArities to ensure their assigned staff members
complete the training in accordance with the esthbtl deadline above.

Supervisors: Please make this memo available togmmgployees who may not have email access.

Should you have any questions or need assistamgigte®eng/receiving credit for the Ethics course,
please contact Jennifer Dyer at (225) 342-0880@\a@r@crt.la.gov
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