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Please send your completed booking form by email to: sseyccadmin@lancashire.gov.uk or post to: Family Information Service, County Hall, Room C27, Preston, Lancashire, PR1 0LD. We confirm all bookings by email. If you do not receive an email confirmation within one week, please contact us as soon as possible.

	Section 1 – Childcare Setting Details

	Name of childcare setting
	


	Childcare Setting address
	





	Telephone
	


	Ofsted registration number
	


	Email address (please provide an email address for booking confirmation to be forwarded to)
	

	Section 2 – Course details

	Course name
	


	Date 
	


	Venue 
	


	Section 3 – Course applicant details

	Applicant name
	Telephone
	Email

	
	

	

	

	
	

	

	
	

	

	
	

	Section 4 - Emergency contact details

	Applicant name
	Next of kin name
	Next of kin telephone

	

	
	

	

	
	

	

	
	

	

	
	


	**Please complete these details, in the event the course has to be cancelled at short notice or in the event of an emergency during course attendance. By completing these details you are giving consent for this information to be shared with the training provider. The training provider is governed by the 1998 Data Protection Act and will only use this information for the purpose of cancelling a course at short notice or to contact next of kin in case of an emergency**
(This does not apply in the case of on-line training).




	Section 5 – Special requirements

	Please list any special requirements that we should be aware of to help us meet your needs whilst attending this training:

	




	

	Section 6 – Payment details – please select your preferred payment method 

	
☐	I enclose a cheque made payable to Lancashire County Council for £………….

☐	Please invoice 

☐	Please arrange a journal transfer – please provide your objective and subjective codes 
	Objective ……………………….  Subjective ………………………





Terms and Conditions of Booking

BY SUBMITTING THIS FORM YOU AGREE TO THE TERMS AND CONDITIONS BELOW

Refreshments
· Tea and Coffee will be provided on all courses.
· No lunch will be provided on any course.

Certificates
All candidates must attend all sessions to meet the requirements of Ofsted to gain a certificate. In the case of on-line training, the certificate will be sent electronically upon successful completion of the course.

Start Times
The course will promptly start and finish at the times stated above. Please note you MUST arrive 15 minutes before the start of the course for registration. If you arrive after the start time it is at the trainer's discretion as to whether you will be able to take part.

Confirmed bookings
No bookings will be accepted without a completed booking form being returned and received 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. 

Cancellation Policy
· Less than 4 weeks notice - payment is non-refundable/non transferrable
· More than 4 weeks notice - delegates can be transferred to an alternative course or a refund can be issued if 4 	weeks notice is received in writing.
· Change of delegate names can be accommodated up to 48 hours before the start of the course date.
· In the case of on-line training, once the on-line code has been issued, we are unable to instigate a cancellation 	or refund.
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