BOOKING INFORMATION
Please take a moment to read these notes before filling in the booking form.

It is important to use one booking form per person per course (fully completed) this is to ensure that we gain everyone’s learning needs.  Contact the administrator at the CATS office if you require any information or help in filling out the booking form. Receipt of the booking form will be acknowledged.  If you have been successful in obtaining a place this will be confirmed approximately two weeks before course commencement.   A request for payment will be sent with the confirmation letter.  
IMPORTANT:

If courses are oversubscribed we have to limit groups to only two members per organisation per course.  

Availability of places.

Please note that although places are offered on a first come first served basis, priority is given to members of voluntary/community and self help groups based in and offering a service to the people of Barnsley.  Members of other groups (outside of Barnsley & Statutory paid) can attend courses but this will be subject to availability of places.

Free places available.

Members of non-funded community/voluntary or self-help groups may be able to access the training free.  Your organisation will need to pay a £10.00 deposit in advance, which will be refunded on your attendance of the course.  Contact the CATS office to book your free place.

Charges

	
	Band A
	Band B
	Band C
	Band D

	Non-funded/self help groups (refundable)
	£10.00
	£10.00
	£10.00
	£10.00

	Voluntary/community groups
	£20.00
	£45.00
	£60.00
	£95.00

	Statutory paid workers
	£45.00
	£70.00
	£90.00
	£150.00


Non-funded/self help groups, on confirmed attendance of the course no charge applied (deposit will be refunded).

If you have any difficulty finding payment for B, C and D courses please contact the office to discuss the funding options that are available.

Cancellations.

It is important that we receive notice as soon as possible if you are unable to attend.  Where a place is cancelled, course fees will only be refunded if more than one week’s notice of the cancellation is given.  Organisations can however substitute learners at no extra charge, as long as the Training office is informed.  

Please note the following applies:

Non attendance/Place cancelled with less than one weeks notice
           course fee applied
Place cancelled with more than one weeks notice


            no charge applied
We regret having to take this action but we believe it is essential if we are to maintain the quality of training offered, achieve value for money and be financially efficient with public money.

*****

The information that you provide us with will be held subject to the law on data protection and our code of practice on personal information. You may see the code or the information we hold on you at any reasonable time. 

Have we helped?
It is not the policy of the Community Advice Training & Support project to keep contacting organisations to see if any of the training accessed has been of benefit.  If you or your organisation has benefited directly from any of our courses we would be grateful if you would let us know. 

COMMUNITY ADVICE TRAINING & SUPPORT (CATS)
 COURSE BOOKING FORM
Please complete all sections of the form in full

Title & Full Name (Mr. Mrs. Miss, Ms, Other)............................................................................
	Name & address of the organisation that you are working with-

	Address for correspondence

(if different from organisation)

	
	

	
	

	
	

	Postcode:


	Postcode:

	Tel No:


	Email:


Title of course: 


Start Date:





Times:


What are the three main things you would like to learn from this training?




What is your role within the organisation?


Who are the main beneficiaries of your group e.g. single parents, young people, ethnic minorities?


If you have any particular requirements in order to fully participate in this course please give details.  For example dietary, access or large print, etc.


	Payment details:
	√
	(see booking information for more details)

	I require a free place 
	
	Please contact the Cats office to pre-arrange a free place & attach a £10.00 refundable cheque made payable to ‘Voluntary Action Barnsley’

	I work for a Vol/Com Group


	
	Full payment due 1 week after course

(no deposit required)

	I am a statutory paid worker


	
	Full payment due 1 week after course

(no deposit required)


Please return the completed form to:  
Pam Jamieson, Administrator,
 Community Advice Training & Support (CATS), 
Voluntary Action Barnsley,  23 Queens Road,  Barnsley,  S71 1AN

Tel 01226 206294     Fax 01226 206580    pam.jamieson@vabarnsley.org.uk
Community Advice Training & Support reserves the right to cancel any course at short notice


