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Please complete one form for each candidate, please print clearly

	First Name:
	Surname:

	Email address: 
(course confirmation will be sent to you by email)

	Contact Telephone Numbers:

	Workplace:

External and internal telephone numbers please
	Short Notice Contact No, i.e. Mobile:

(this will only be used in a emergency situation i.e. short notice cancellation of course)

	Name of School:

	Job Title:


	Title of Event:

	Date of Event:

	Venue of Event:

	Date of Application:

	Signature of Applicant:



We are committed to ensuring equality of opportunity for all applicants.  We will monitor the profile of those undertaking training and the outcomes of the training by using the information provided below.  Information from this form will not be used for recruitment or selection purposes.
 STRICTLY PRIVATE AND CONFIDENTIAL WHEN COMPLETED.  Thank you for your help and co-operation.
	White
	Mixed
	Asian or Asian British
	Black or Black British
	Chinese or Other Ethnic Group

	      British
	      White & Black

      Caribbean
	       Indian 


	       Caribbean
	       Chinese

	      Irish
	      White & Black

      African
	       Pakistani

      
	       African
	       Any Other

       (please specify)

       

	      Other White

      (please specify)
	       White & 

       Asian
	       Bangladeshi 

       
	       Any Other

       Black 

       Background

       (please specify)
	

	
	       Any Other Mixed 

       Background

       (please specify)
	       Any Other Asian 

       Background

       (please specify)
	
	

	Male
	Female
	
	Age - Under 26 years

         26 – 41 years

         41 years and over



Do you consider you to have a disability?               Yes                                    No                        
If yes, how would you describe your disability and do you have any particular requirements arising from your disability that we need to be aware of prior to this course?

………………………………………………………………………………………………………….
Please return completed application and equal opportunities monitoring form to:  
Caron Montague, Children’s Workforce Team, 6th Floor, Borough Hall, Bedford MK42 9AP.
Tel 01234 718393 (internal 47393), Fax:  01234 276278, caron.montague@bedford.gov.uk
Please see over for cancellation terms.

Confirmation of your booking

You will receive a response within 5 working days. Where courses are over-subscribed it may be necessary to repeat them on an alternative date and/or venue. You will receive notification as soon as possible.

Cancellations 
Our commitment to you 
We will endeavour to meet agreed dates and times for all courses, however we reserve the right to cancel / amend a course, date or start time. Notification cancellation of a course will be given in writing. In circumstances beyond our control, a course may have to be cancelled at short notice. In all cases we will do our utmost to arrange suitable alternatives. 
Cancellation Policy

(a) When we receive the completed booking form, the course it relates to will be confirmed and our terms & conditions of contract will apply in full. 
(b) Should you require to cancel a course which has been confirmed then you should inform us in writing at least four weeks prior to the Course start date. In this case there will be no cancellation charge. 
If you are unable to give four weeks notice of a cancellation, then the following charges will apply: 
· Less then one weeks notice - cancellation fee will be 100% of course fee.
· Less than two weeks notice - cancellation fee will be 50% of course fee. 
· Less than four weeks notice - cancellation fee will be 25% of course fee. 
· Non attendance at course or Cancellation of Course on the day of its commencement will also result in the total course fee being charged 
Payment 

Invoices are payable upon commencement of course. If payment is overdue by more than 30 days, a reminder will be sent out and will carry a £10.00 administration fee. 
















































































































Mainstream, Independent and Academy Schools Application Form for Training 2011/2012
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Equal Opportunities Monitoring Form
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