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Effective Manager Workshops 2010/11 Booking Form

Arrow Valley, Redditch from 9.30am – 2pm closing with lunch 
Deadline for returning booking form & cheque – 5 working days before workshop date
	Delegate Name:
	Payment Enclosed: 

	2nd November 2010
	7th December 2010
	11th January 2011
	5th July 2011 (new date)

	Dignity &

Discrimination
	Bullying & 

Harassment
	Managing Change
	Absence Management

	
	
	
	

	8th March 2011
	5th April 2011
	10th May 2011
	7th June 2011

	Managing Performance
	Disciplinary

Procedures
	Grievances
	Dealing with Conflict

	
	
	
	


	Name of Organisation: 
	 

	Address of Organisation:   
	Postcode:  

	Telephone: 
	Fax: 

	E-mail:                                         

Web site address: 
	Community First Member:  

YES / NO


	· Wheelchair access
	Tick requirement as Appropriate
	· Vegetarian 

· Vegan
	Tick as Appropriate

	· Sign Language Interpreter

· Hearing Loop
	Tick as Appropriate
	· Gluten Free 

· Non-dairy
	Tick as Appropriate

	· Other 
	Please specify
	· Other 
	Please specify


Wellness Works is committed to helping to create happy, healthy work environments. 
This workshop is part funded by the Big lottery and organized by Wellness Works.
PLEASE RETURN BOOKING FORMS TO:

Community First

Malvern View, Willow End Park, Blackmore Park Road, Malvern, Worcestershire WR13 6NN

Phone: Andrea Cooper 01684 312740

Email: andreac@comfirst.org.uk
Website:  www.comfirst.org.uk
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Please tick if you would like us to send you details about Community First membership benefits 
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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   

Community First Training Course Booking Terms and Conditions

· Normal Allocation: Priority will be given to applicants who have signed up to the Wellness Works programme. All remaining places 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 to the reserve list in the order of when Community First were notified of interest.  

· Restricted Allocation: To ensure courses are financially viable - whilst offering a sliding scale of charges to improve accessibility - Community First reserve the right to allocate a maximum or minimum number of places to a specific price bracket where a sliding scale of charges is stated for attendance. Therefore a course may be described as full at a certain price bracket, whilst there are still places available at another price bracket. 

· Confirmed bookings: No bookings will be accepted without a completed booking form being returned and received by Community First and 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 ‘Confirmed Bookings’ above. 

· Cancellation

            Cancellation by Community First

· In the event of Community First having to cancel a training course, all delegates will receive confirmation in writing of cancellation and a full refund, where applicable. 

            Cancellation by a delegate or delegate’s organisation

· In the event of a delegate or their organisation cancelling 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.  
         - We want to ensure that courses are filled; if you do not attend and have not informed us that you do not
           need your place we reserve the right to invoice your organisation for £150. (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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