	Course Title:    


	Course Start Date:                                                   
	Today’s Date:

	Name:
	

	Date of birth: 

	Address:
	                                                          Postcode:

	Home Tel No:
	
	Mobile:
	

	Work Tel No:
	
	E-mail:
	

	Invoicing for payment details* – Person authorising this purchase (if required)

	Name: 
	
	Purchase order number
	

	Job Title:
	
	Contact Number
	

	Address: 
	

	Please state your highest (1) qualification/attainment level and highest (2) Literacy level

	(1) Qualification Level:
	
	Date:
	

	(2) Literacy level:
	
	Date:
	

	Next of kin/emergency contact details:

	Name:
	
	Contact:
	

	Health and Support declaration

To enable us to support you individually please tick any or all of the boxes below if you consider yourself to have a disability or health problem that may influence your participation, and that you feel the tutor needs to know.  Please tick all that apply and use additional sheets for more detailed explanations if necessary.
Mental disorder, depression, anxiety, nervous breakdown/disorder, vertigo (dizziness) or  fits 

Are you aware if you suffer from any allergies? (e.g. medicines, chemicals, food, etc.)
Back or joint troubles (e.g. slipped disc, lumbago, sciatica, arthritis, etc.)

Impairment of hearing.
Chest trouble (e.g. asthma, chronic bronchitis, etc.)

Impairment of vision (other than to wear glasses).

Any other serious illness, surgery or severe injury.

Diabetes.
Do you consider that you have a learning difficulty?  YES/NO    
If Yes please let us know what we can do to support you.
Please give details of any other support you may require e.g. Hearing loop, large printouts, coloured paper, wheelchair access, classroom support (Use additional sheet if necessary).       
       

	Learning Programme

· I confirm I have received suitable information and advice for my learning programme and am able to fully meet the assessment requirements of this qualification so far as I am aware

· I agree to comply with the policies and procedures of this centre and ESF funding criteria * (if applicable)
· I declare that all the information I have provided is accurate and that I have read and understood the statement relating to Data Protection.**
· I accept the terms and conditions as attached
                                                                              Signed:………………………………..……………………….

	Please email this form to training@volunteercornwall.org.uk  

Your application will be acknowledged and a confirmation of booking sent within five working days of receipt.   Terms and conditions on all payments will apply.

Are you happy for us to email you regarding further learning opportunities? 
(Please tick here to give us consent)  …………………………………………............   [image: image1.png]


  
Volunteer Cornwall Training, Acorn House, Heron Way, Truro, TR1 2XN                            Tel: 01872 266988
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Training Booking and Enrolment Form
Terms and Conditions

1. Payment terms

Our standard payment terms ask for payment once your booking request has been accepted and on receiving this an invoice is generated which you have 30 days to pay or prior to the commencement of the course date, whichever is the sooner.

*Full funding through ESF VCSE Upskilling the Voluntary Sector is dependant on full course attendance and successful completion all assessments.  Failure to comply to these conditions may result in an invoice being raised for the whole or part of the course.

2.  Course bookings

Bookings may be made by email, letter or phone. Telephone bookings must be confirmed in writing upon request. Please quote purchase order numbers where applicable. Please note that whilst we do our best to accommodate all reasonable requests, filling in this booking form does not automatically guarantee a place on a course.

3.  Transfers

Should circumstances mean that you have to transfer to another Volunteer Cornwall course, the following charges will apply, dependent on the notice given:

· First transfer, made more than four weeks prior to the course start date – no charge

· Two to four weeks notice given – 15% of the course fee

· Less than two weeks notice given – 30% of the course fee

       All transfers must be taken within a period of six months from the original course date.

4. Cancellations

Volunteer Cornwall may have to cancel or postpone any course which does not have sufficient numbers to run – either in terms of financial viability or for required group size.

Cancellation by the learner:

Should circumstances mean that you have to cancel your course and are unable to transfer your booking to another date at the time of cancellation, the following charges will apply:

· More than four weeks prior to the course start date – no charge

· Two to four weeks prior to the course – 30% of the course fee

· Less than two weeks prior to the course – full fee

     NB Cancellation must be made in writing and received by Volunteer Cornwall by the due date.

5. Non-attendance

If you do not attend a course, and you have not previously informed us, the full course fee remains payable.

6. Late arrivals/missed sessions

If you arrive late for a course or are absent from any session, we reserve the right to refuse to accept you for training if we feel that you will gain insufficient knowledge or skill in the time remaining. In such cases, the full course fee remains payable. Most accredited courses have a mandatory minimum contact time.
7. Unforeseen circumstances

On occasion, unforeseen circumstances may require us to cancel a course. In such circumstances you will be given as much notice as possible and either a free transfer to another course or a full refund of fees will be paid.

8. Guidelines for organisations funding employee/volunteer training
Volunteer Cornwall would welcome, in advance, notification of any assistance that learners are likely to need during the running of the course.
If the learner requires additional training or coaching support over and above that provided on the course this may be charged for at the appropriate rate (unless previously agreed).
9. Data Protection Act 1998**
The information you provide on this form may be shared with relevant funders, Awarding Bodies, ESF and organisations who may be able to support your learning (as appropriate and relevant).  Under the Data Protection Act, we need your consent to hold and share the information you have given us in this way.  We will keep your information secure and will not share it with any third party outside of any contractual arrangements or for course registration. You have the right to see this information at any time and it will not be passed on to anyone without your permission, unless there is a legal requirement to do so.
10. Volunteer Cornwall Academy

You will be automatically enrolled in the VC Academy on completion of your training with us.  If you would prefer to not be enrolled please let your trainer know on the day.
VC Booking Form V7.0


