[image: image1.jpg]8 Godson Street, London N1 9GZ

a d Voc a c y p I u s tel: 020 7837 6744 fax: 020 7923 6019

email: info@advocacyplus.org.uk

Patron: Dame Denise Platt DBE





TRAINING COURSES TERMS & CONDITIONS 
The following terms and conditions are the only terms and conditions on which access will be granted to an individual or organisation to our training courses.  Submission of a booking form shall constitute unqualified acceptance of these Conditions. 

Confirmation of Bookings 

Bookings for training courses are taken by email, fax or post.  We accept bookings up to 7 days before the event, provided there are places available.  However, we may not be able to accommodate dietary requirements or other support needs unless we receive 10 working days’ notice. 
If we are able to offer a place, confirmation will be sent including venue, map and directions by email.  If a course is fully booked, you will be contacted by telephone or email.
If you have not received notification about your booking status 7 days before the session is due to take place please contact us. 
Accessibility 

We aim to use training venues which are fully accessible and, where possible, will meet any additional support requirements indicated on the booking form. We require 10 working days notice of any dietary or support needs. 
We cannot accept notification of support needs or dietary requirements over the telephone. These should be included on the booking form, or emailed to reception@advocacyplus.org.uk 
We offer limited free places to delegates bringing a support worker if :-

a) We receive at least 10 working days written notice 

b) The support worker is attending only in a capacity to support the delegate with accessibility needs and not as a participant 

Requests to bring a support worker should be included on the booking form. They are subject to approval and not guaranteed 
Catering

Refreshments and lunch will be provided on all courses unless otherwise specified.  All catering is provided on a 50% vegetarian basis. Special dietary requirements may be met as long as we have written notice at least 10 working days before the event. 

Cancellations/Refunds 

We cannot make refunds for cancellations received less than 10 working days before a course, regardless of date of booking or reason for cancellation.  If cancellations are received after this time, the full fee remains payable.  

We are not able to accept cancellations made over the telephone. All cancellations must be made in writing and either emailed to reception@advocacyplus.org.uk or faxed to 020 7923 6019  

Refund requests, which give the required period of notice, will be subject to a £15 administration fee.  

Substitutions 

You may substitute another delegate provided you confirm this in writing by email or fax before the day of the course. 

Cancelled Courses 

We reserve the right to cancel a training day, or to substitute the trainer.  If we cancel a day, we will be contact you using details supplied on the booking form.  We will give a full refund or the option to transfer, provided you have already paid for the course. 
We require an emergency contact number for the delegate on the booking form.  This will be used should we cancel at short notice.  We are not responsible for advanced travel or accommodation bookings and costs and will not be able to refund travel/accommodation claims for courses which we cancel, whether it be with due notice, or on the day due to circumstances beyond our control, such as trainer illness, adverse weather or industrial action, etc. 
Should we cancel on the day, a new date will be set and all delegates will be given first refusal.  If we are unable to find a suitable alternative date, we will refund in full. 
Payment 

An invoice will be sent to your organisation at least 14 days before the event date.  We require payment in full by return and before the event is due to take place. Outstanding invoices may result in bookings being refused and access to courses denied. 
Liability 

Advocacy Plus and our employees or agents shall be under no liability to in respect of any statements or representations made other than those directly contained in the approved course material.  Opinions, conclusions and other information given by the trainer that is not part of the approved course material shall be understood as individual and neither given nor endorsed by Advocacy Plus






