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Changing LiveSE
BOOKING FORM

Please copy this form as required and use one form per person.

Return completed forms to Heather Leeks, Community First, Malvern View, Willow End Park, Blackmore Park Road, Malvern, Worcestershire, WR13 6NN
Tel: 01684 312730 or Fax: 01684  311278
	Title:
	First Name:

	Family Name:

	E-mail:

	Tel:
	Fax:

	Job Title:

	Organisation:

	Full Address:

	

	Postcode:
	Number of tickets requested: (Max 2)


Social Enterprise/Voluntary Organisation

❑ yes ❑ no
Community First Member         

 
❑ yes ❑ no 
Please tick if you would like to be on the training opportunities e-mailing list ❑
Please fill in your email address if you have one as it helps to save our postage costs.

	Workshop Time
	Course
Date
	Please state your first and second preference for the following workshops
(Business Planning is compulsory)
	Current skill/ knowledge level (0–5)
(0= no knowledge, 5=expert)
	Preference

	09.45-10.45
	31st March 2010
	1.Business Planning (WRVS Riverside)
	
	

	
	
	2.Business Planning (HCT)
	
	

	11.00-11.45
	31st March 2010
	1.Resolving Conflict (HCT)
	
	

	
	
	2.A Guide to Good Governance (HCT)
	
	

	12.30-13.15
	31st March 2010
	1.Social Enterprise Mark™ Workshop (HCT)
	
	

	
	
	2.Effective Marketing and Publicity (HCT)
	
	

	13.30-14.15
	31st March 2010
	1.Towards Sustainable Funding (Kindle)
	
	

	
	
	2.Thinking About Asset Transfer (HCT)
	
	


A maximum of 20 people per workshop on a first come, first served basis
Please give details of any special needs you have such as diet, wheelchair access, loop, interpreter or signing.

	


How did you hear about this training? 

	A newsletter called ________________? A website  _______________?; a press release in _____________ ?; 

A phone call from ______________?; email circular from ______________? Other _____________________?


Community First will hold your contact details on a training database for the purpose of booking course places and sending out relevant information. It will be used solely by Community First and not passed on to any third party.
Please tick the box if you do not wish us to hold your contact details. ❑
Please tick this box if you do not want this booking form sent to the trainer ❑

Please ensure you understand the terms and conditions of this booking overleaf
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Herefordshire Infrastructure Consortium (HIC) & 

Worcestershire Infrastructure Consortium (WIC) 
Training Course Booking Terms and Conditions

· Number of delegates per organisation:  We reserved the right to restrict the number of delegates per organisation attending each training course, to maintain quality and ensure a course is not dominated by the needs of one organisation over others.  In most cases this will be restricted to 3 delegates, unless otherwise stated or agreed.

· Normal Allocation: All courses will be filled on a first come first served basis, unless otherwise specified. Once a course is full, a reserve list will be kept and any places becoming available will be offered on a first come, first served basis. 

· Confirmed bookings: No bookings will be accepted without a completed booking form being returned and received where applicable, with accompanying payment. Bookings will only be confirmed at the point that the delegate receives written confirmation that they have been allocated a place on a specified training course. 

· Bookings by an organisation: An organisation booking places on training courses on behalf of their employees/volunteers is responsible for ensuring nominated individuals are aware of these terms and conditions and that no places are guaranteed until a booking is confirmed in writing, as per above. 
Cancellation

Cancellation by us
· In the event of us having to cancel a training course, all delegates will receive confirmation in writing of cancellation and a full refund. 

Cancellation by a delegate or delegate’s organisation

· In the event of a delegate or their organisation cancelling a booking on a training course the following will apply: 

- All cancellations must be in writing. 

- You should try to give as much notice as possible if you need to cancel a booking.  

- Cancellation charges are as follows per person:

At least 30 days’ notice before the date of the course: 10% of the total cost. 

At least 20 days’ notice before the date of the course: 50% of the total cost. 

19 days’ notice or less before the date of the course: no refund given
(where a delegate can be substituted for another delegate from the same organisation cancellation charges may not apply)
Please do not hesitate to contact us if you are unsure about the meaning of any terms and conditions. 
�
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