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Insert Course Title  


Please copy this from and use one form per person, email the completed form to mandy@sloughcvs.org.uk, alternatively you can send it by post to: Slough CVS, 27 Church Street, Slough, SL1 1PL or Fax: 01753  578243  

Booking will only be made once we have received the completed booking form.  Book early as places are filled quickly

	First Name:


	Family Name:

	Job Title:
	Phone:


	Email:


	Group Name:



	Address:



	Course Title
	Date
	Current skills / knowledge
	What would you like to achieve from this course?

	
	
	
	

	
	
	
	


Please give details of any special needs which may affect your ability to access this training.

	


Training Fees: The majority of our training is free/subsidised to SCVS member organisations. There is a charge of £100.00 for Voluntary Groups outside Slough and the local statutory sector.  
For all others there is a minimum charge of £200.00 per person per day. 
Cancellation Policy – 

· Once we have received a booking from or email to reserve a place on one of our training courses our cancellation policy will then apply.

· If you are unable to attend and would like to send a replacement please ensure that change is put in writing to mandy@sloughcvs.org.uk
· Cancellations must be received in writing at least 10 working days before the start of the course, there is a charge of £50.00 for cancellations received less than 10 working days before the training.

· All cancellations will incur a minimum charge of £15.00 admin fee.

Joining details will be emailed 3-5 days before the start of the course.

Please read our terms and conditions on the following page before completing the form. 

Please tick boxes to show your consent:
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I have read and accept the attached terms and conditions
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By submitting this form I confirm I wish to apply for a place on the above course(s)




Booking Confirmation:
Please email completed form back to mandy@sloughcvs.org.uk as bookings will only be made once we have received it.  

Alternatively you can send your form back by: Post: SCVS, 27 Church Street, Slough, SL1 1PL Fax: 01753 578243

Once we have received your booking form we will check availability and email you to confirm if you have a space on the training course of your choice.

The course details will be sent via email 3- 5 days before the training.

Please ensure that you add your email address to the booking form as to save time and money we use emails for all training correspondence. 

Multiple Group Bookings:
Course bookings are limited to 2 places per organisation and in the case of popular courses places are limited to 1 per organisation. Please call 01753 524176 for further information.

Cancellations:
· Once we have received a booking from or email to reserve a place on one of our training courses our cancellation policy will then apply.

· If you are unable to attend and would like to send a replacement please ensure that change is put in writing to mandy@sloughcvs.org.uk
· Cancellations must be received in writing at least 10 working days before the start of the course, there is a charge of £50.00 for cancellations received less than 10 working days before the training.

· All cancellations will incur a minimum charge of £15.00 admin fee.

Course Attendance:
If you do not think you will be able to stay for the whole duration of the course please do not take up a place. By doing so you will be denying the opportunity to another participant - please be considerate.

We encourage participants to be on time for all courses. It is the discretion of the trainer if late comers are admitted after 15 minutes. 

All participants must adhere to the housekeeping rules detailed at the beginning of each training session.

Behaviour:
SCVS expect all participants to behaviour politely. SCVS reserves the right to exclude any participants from future courses if they are disruptive or abusive to fellow participants or the trainer.  

Complaints:
If you do have a compliant about any element of the course (including the trainer) please contact the Chief Officer of SCVS who will take appropriate action.

Training Fees: 
The majority of our training is free to SCVS member organizations and voluntary organizations serving Slough.  There is a charge of £100.00 for Voluntary Groups outside Slough and the local statutory sector.  For all others there is a minimum charge of £200.00 per person per day.  

Payment: 
Candidates are required to make payment at time of booking.
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