[image: image1.jpg]-

/ /
o
Cloverleaf

e






[image: image2.jpg]-

/ /
o
Cloverleaf

e






Cloverleaf Advocacy 2000Ltd
Training; Booking Terms and Conditions

Cloverleaf Advocacy is committed to promoting good advocacy practice through the provision of high quality and best value training.  All our trainers (and assessors) are experienced advocacy practitioners.  The following terms and conditions are the only terms on which we will offer training to organisations and individuals and are designed to create equity and respect for trainers and those attending training.  By making a booking, you are accepting in full these terms and conditions.

Booking terms and conditions;

1.0 Making a booking;
1.1 Bookings for training can be made:

· By email (training@cloverleaf-advocacy.co.uk)

· In writing to;
Cloverleaf Advocacy

9 Wellington Road

Dewsbury

WF13 1HF

· By telephone on 01924 454875 (please note, bookings made by telephone are only provisional until written confirmation is received)

1.2 Cloverleaf Advocacy reserves the right to reject a booking without giving reasons, although the latter would be under exceptional circumstances.

1.3 Bookings for accredited training/training requiring a line manager’s authorisation must be made using the Cloverleaf Advocacy booking form.  This can be emailed on request, or downloaded from our website www.cloverleaf.uk.com.

1.4 Places will be allocated on a “strictly first come first served basis”.  Where a course or date looks likely to be oversubscribed, we reserve the right to limit the number of places per organisation.  This will be made clear in information about the training.

1.5 Bookings will be accepted up until 2 working days prior to the start of training, as long as there are places available.  However, we may not be able to accommodate support or dietary needs for bookings made with less than 5 working days notice.  In these situations, we would advise that telephone contact is made before booking.

2.0 Confirmation of booking;

2.1 Confirmation of booking, with joining instructions (venue, direction, programme) will be sent no later than 10 working days before the date of the training. (For late bookings, this will not always be possible, but confirmation will be sent as soon as reasonably possible).  If you have not received confirmation by this time, please contact us.
3.0 Cancellation/transfer/substitution for individuals;

3.1 We are unable to accept cancellation by telephone.  Cancellations must be made in writing, either by post or email on the contact details under 1.1. 

3.2 Cancellations;
· Cancellations made 28 days or more prior to the start of the course will be eligible for a full refund.    
· Cancellations made between 27 and 10 days of the start of the course will be charged ½ the course fee. 

· Cancellations made within 10 days before the start of the course will be charged 75% of the course fee.  

· Non attendance on the day of the training will not be subject to any refund. 
Please state in your communications to whom the refund cheque must be made payable. (The timescales refer to the date on which the cancellation request is received).
3.3 For some courses, a transfer request can be made, where there are alternative dates available and currently being advertised for the same course.  Requests for transfers can be made up to 5 days before the start of the course at no charge.  Transfers made with less than 5 days notice will be subject to an administration charge of £20.  Transfers between courses would be subject to different arrangements which can be discussed on request. (Timescales refer to the date on which the transfer request is received).

3.4 Another member of your organisation may attend in your place if you are unable.  Notification must be received by us at least 5 working days before the start of the course.  An administration fee of £20 will apply to notification received after this.
4.0 Payment;
4.1 Payment must be received in full before the start of the course, or within 30 days of the invoice date, whichever is sooner.

4.2 Payment must be made by cheque made payable to “Cloverleaf Advocacy 2000ltd” or by BACS.  Please contact 01924 454875 for BACS details.
4.3 Non payment will be taken seriously and may affect bookings (both current and future) being accepted.

5.0 Course Cancellation by Cloverleaf Advocacy;

5.1 Cloverleaf Advocacy reserves the right to cancel courses. Where possible, cancellation notice will be given 10 days before the course date.  In some instances this may not be possible and courses may be cancelled up to and including the training date.

5.2 Where complete courses are cancelled, Cloverleaf Advocacy will endeavour to find an alternative date and all pre-booked learners will be given first refusal of places.  Where an alternative date is not offered, a full refund will be provided.

5.3 Where part of a course (e.g. day 3 of 4) is cancelled, an alternative date(s) will be offered.

5.4 Cloverleaf Advocacy is not liable for any costs incurred to the delegate as a result of course cancellation (e.g. travel, accommodation).

6.0 Accessibility;

6.1 Cloverleaf Advocacy will endeavour to use venues which are fully accessible and to meet  reasonable support needs where possible.  Where notice of booking is less than 5 working days, it may not be possible to meet all support needs.

7.0 Catering;

7.1  All dates for training will include at a minimum, refreshments (tea/coffee/water/biscuits).  Catering information will be available on the booking information.

7.2 Where lunch is provided, a vegetarian option is always made available.

7.3 Information about dietary needs received less than 5 working days before the course date may not be able to be accommodated.  Please contact us in these situations.
1 | Page

[image: image1.jpg][image: image2.jpg]