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Individual course booking form
	Course name & date
	

	Please select booking type:
	Private/commercial sector (£125+VAT per person)
	

	
	Public sector (£100+VAT per person)
	

	
	Educational sector (£75+VAT per person)
	

	
	Third sector/charity (£50+VAT per person)
	

	
	Individuals (£50)
	

	Learner name 


	

	Organisation (if applicable)

	

	Job title (if applicable)

	

	Address & postcode


	

	Telephone
	

	Email
	

	Where did you hear about this course?
	 

	What do you hope to gain from this training? (optional)
	

	Assistance

	Do you have any special requirements e.g. needing large text and are there any practical ways in which we can assist?
	

	Payment information

	Name and email address for issuing invoice


	

	If your organisation will require us to quote a Purchase Order number in our invoice please indicate details here
	

	Please confirm that you agree to the Terms and Conditions
	Yes/No

	Would you like to receive occasional email updates from Manchester Mind?
	Yes/No


Please email your completed form to training@manchestermind.org
Terms and Conditions

1. Learner Attendance: the client organisation is responsible for ensuring their learners are aware of all training details and that they attend the training date/s, as agreed.

2. Venue, Equipment & Materials: Manchester Mind will provide a suitable training venue, all equipment and training materials as required.

3. Health & Safety: Manchester Mind will comply with all applicable health and safety laws and statutory regulations in relation to the provision of the training. 

4. Privacy: All information provided on this form will be treated confidentially within Manchester Mind. We will not discuss the information you provide with anyone outside Manchester Mind without your permission.

All information is stored on our secure systems to enable course administration and is not passed on, shared or disclosed to any third party. Occasionally it is necessary for the course leader to contact you in advance of course commencement to discuss any information you may have provided. 

We are committed to protecting your personal information and making every effort to ensure that your personal information is processed in a fair, open and transparent manner. We are a “data controller” for the purposes of the Data Protection Act 1998 and (from 25 May 2018) the EU General Data Protection Regulation 2016/679 (“Data Protection Law”).  This means that we are responsible for, and control the processing of, your personal information. For further information about our privacy practices, please contact us:

Writing to Manchester Mind, Zion Community Resource Centre, 339 Stretford Road, Manchester, M15 4ZY

Calling us on 0161 769 5732

Emailing info@manchestermind.org

Our full privacy policy is available at https://www.manchestermind.org/privacy/ or by contacting us via the methods above.

5. Cancellation by Manchester Mind: In the event of a Manchester Mind cancellation of a training course, the client organisation will receive confirmation in writing and a full refund. 
6. Cancellation by client organisation: in the event of a client organisation cancellation, the client agrees to make the cancellations known in writing, giving as much notice as possible. Cancellation charges are as follows per course:  At least 30 days’ notice before the date of the course: 10% of the total cost; at least 14 days’ notice before the date of the course: 50% of the total cost; With 13 days’ notice or less before the date of the course: no refund.
7. Manchester Mind has relevant Public Liability insurance and course leaders also have appropriate Professional Indemnity cover.
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