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Booking Terms and Conditions

1. Payments

Payment is acceptable in two ways:

Cheque
Made payable to Public Health England, returned with the completed application form.  If sent at a later date they should have a covering note stating who they are for and for which course, including the course date.

Invoicing 

Invoices will be forwarded after the course to the nominated name and address (shown in the invoicing details part overleaf).  Please provide a Purchase Order number before the date of the course. It is of extreme importance that delegates have sought the relevant authorisation to use the supplied invoice address and permission has been granted.  We reserve the right to check invoicing details prior to the course, and should they be unauthorised, you may be removed from the course.

NB

If you have paid by cheque and for any reason need to cancel your place (within the allocated time scale), please be advised that Public Health England are unable to refund the payment to you, this is due to the fact that we have no facility to do so.  In this case, a credit to the amount paid will be held on file for your company.  

2. Delegate Cancellations

The cancellation policy for Public Health England courses is 5 working days.  Should you cancel your place after this time, the course fee remains payable.

3. Transfers

Same delegate to another date

Should you be unable to attend your chosen session date, and would like to transfer to another please call or email the Public Health England office; there is no charge for transferring to another session, providing it is done within 5 working days of the original session date.  If you wish to transfer you must do so within the 5 working days cancellation period or it shall be classed as a cancellation.

Same date different delegate

Should you like to change the name on the booking, you must inform us at least two working days before the start of the course, there is no charge for name changes.

4. Course Cancellations

Due to the nature of our business, at times courses may have to be cancelled at short notice, equally should we feel there has been a lack of interest and it is not within the Units interest to continue with the course, it may be cancelled.  We reserve the right to do so at short notice.  Delegates who are already booked will automatically be transferred to the next course of this topic, however, the venue may not be the same.  Transferral can be made again to a course with a similar venue to the original, but this must be done within 5 working days of the substitute course date or the cancellation policy will come in to force.

5. Allocation of places

A place will only be provisionally booked for you when you call or email, the place will not be confirmed until a completed and signed application form has been returned to this office.  A place cannot be guaranteed until a completed form has been received.

6. Funding
Public Health England will not source or supply funding for our courses.
7. Certificates of Attendance

Certificates of attendance are supplied for all of our courses.  

8. Handouts

Handouts are not routinely supplied for all of our courses; however, an email address will be supplied at the courses for you to request them after the course.  We are unable to send these prior to the course, as all information needs to be as up to date as possible.  These may not be sent out immediately and there may be a delay.
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Please return form to Paula Cowperthwaite at the above address or email to: � HYPERLINK "mailto:Kent.BusinessSupport@phe.gov.uk" �Kent.BusinessSupport@phe.gov.uk�








Signed (by applicant) I hereby agree to the booking terms and conditions and can confirm that I have authorisation to use the invoice details supplied above.





--------------------------------------------------------------------------------------------------------  Dated: ---------------------------------------------





Invoicing Details:  Please be advised that these details are of extreme importance, please ensure they are correct and that funding has been sought from your relevant department.  We may return this form should it be completed incorrectly.  Should you be paying by Cheque please make it payable to Public Health England.  NB.  All Practice staff should contact the GP Staff Training in the first instance, as they may be able to supply funding.  
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Or have you enclosed payment with this application?
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Your Details





Please complete in Block Capitals
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Email





Fax





Telephone	





TRAINING APPLICATION FORM








