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         Y-Smart 2-day Foundation Training Booking Form

Application Form 2011/12
	TITLE
	APPLICANT’S FIRST NAME
	APPLICANT’S LAST NAME

	
	
	

	JOB TITLE

	

	ORGANISATION

	

	DIRECTORATE (e.g. Childrens Services, Education, etc.)

	

	DEPARTMENT

	

	TEAM

	

	WORK ADDRESS

	

	

	

	TOWN
	POSTCODE

	
	

	TELEPHONE NUMBER
	FAX NUMBER

	(                                  )                                                                       (                      )

	EMAIL ADDRESS

	

	NAME OF COURSE YOU WOULD LIKE TO ATTEND

	

	DATE OF COURSE

	



Please remember to fill out a separate booking form for each course you wish to book on.
	INVOICE DETAILS (REQUIRED FOR ALL COURSES)

	FULL NAME OF ORGANISATION TO BE INVOICED

	

	ORGANISATION

	

	DIRECTORATE 

	

	FULL INVOICE ADDRESS **

	

	

	

	TOWN
	 POSTCODE

	
	

	NAME & TELEPHONE NO. OF PERSON TO BE INVOICED
	FAX NUMBER

	
	


             
    Y-Smart 2-day Foundation Training Booking Form
THIS PAGE IS TO BE COMPLETED BY LINE MANAGER
	TITLE
	FIRST NAME
	LAST NAME

	
	
	

	JOB TITLE
	

	

	ORGANISATION

	

	DIRECTORATE 

	

	DEPARTMENT

	

	TEAM

	

	ADDRESS

	

	

	

	TOWN
	POSTCODE

	
	

	TELEPHONE NUMBER
	FAX NUMBER

	(                                )
	(                   )

	EMAIL ADDRESS

	


	DECLARATION AND SIGNATURES

	APPLICANT
	LINE MANAGER

	Please keep a note of the dates you have selected and keep those free until you receive confirmation of whether or not you have a place.
If you are offered a place and cannot take it, please give at least one week’s notice to allow your place to be filled by another applicant. Cancellations within the last week prior to the course will result in £100 being charged to your organisation. This will apply to all participants. 
I have read and agree to abide by the ground rules and course information.
I agree to the payment of £40 for the cost of the course

 (please tick box)

Signature ……………………………………….

Date ………………………………………………

	I agree to release this member of staff for the duration of the programme(s) for which s/he has applied. If the member of staff does not attend the programme(s) for which s/he was given a confirmed place, I understand that I will be invoiced the sum of £100 for the unused place. Cancellations given more than one week before the start of the programme will not incur a charge.

I have read and agree to abide by the ground rules and course information 
I agree to the payment of £40 for the cost of the course.

(please tick box)

Signature ……………………………………….

Date ………………………………………………




 Payment by:                                                                        Please tick below:                For internal use only:
	                                         Payable to
Cheque £40 (enclosed):   D.C.C. / Y-Smart
	
	
	

	Invoice to address above:   **
	
	
	

	DCC Cost Code: …………………………………..
	
	
	


Y-Smart Barbican House, 5 Barbican Close, Barnstaple, Devon, EX32 9HE
                       Course Information
Handouts:
· Participants will be given a full package of handouts.

· Handouts may be given on Day 1 of the presentation; however it is the participant’s responsibility to make sure they retain these for future use.

Other Course Information:

· There will be a course charge of £40 (inclusive) per person.
· Participants must attend both days of the Foundation Course in order to complete it and acquire the certificate for the programme.
· A cancellation fee of £100 will be charged if participants do not give one week’s notice.
· Approximately one to two weeks before the start of the course, participants will be informed if they have a place and will be given all available information on venue, timings, etc. 

· Course information will be emailed. Please give a current, regularly used email address for you, or your manager, to which the information can be sent prior to the start of the course. Please do not submit an email address that is not in regular use.

· We reserve the right to cancel the course at any time, due to unforeseen circumstances or lack of participants. An alternative date will then be given or fees will be returned.
· The booking form must be signed and completed by both applicant and line manager before a place can be confirmed.
· The training days do not include lunch. Refreshments are available during break times.
· If you require any additional support for your learning then please indicate at time of booking.
Please return the form together with payment:

By post to:
 Y-Smart, Barbican House, 5 Barbican Close, Barnstaple, EX32 9HE 
If you are applying using DCC Cost Codes, or requesting an invoice, you can also:

Fax to: 
 
01271 388175 or 
Email to: 
anita.forte@devon.gov.uk






