School Funded Online Training: Booking Form 
NB: Form must be signed at the bottom by the HT/DHT/AHT.
School Name: …………………………………………………………………………………………………………..
Email address for person who will process the invoice: ……………………………………………………………
Discount code (given out following certain online training events): ……………………………
If you wish to claim a discount for multiple bookings of the standard £40 modules, please state how many places you are booking on these sessions in total. 
…………………………………………………………………………………………………………………………….
Delegate Details: If you are booking more than 1 delegate on a module(s), please complete a separate table below for each person. You can list multiple course codes in a delegate’s table if booking them on more than one session. If you are making bookings for more than 3 delegates, please copy and paste an empty delegate chart below and complete as necessary.
	Delegate Name
	

	Any other name which might appear on the delegate’s Zoom screen (so Lesley knows to admit them from the ‘waiting room’)
	

	Course Code(s) & Dates of Modules Delegate Wishes To Attend
	

	Email address (to send Zoom meeting invitation and handouts required for the session(s))
	



	Delegate Name
	

	Any other name which might appear on the delegate’s Zoom screen (so Lesley knows to admit them from the ‘waiting room’)
	

	Course Code(s) & Dates of Modules Delegate Wishes To Attend
	

	Email address (to send Zoom meeting invitation and handouts required for the session(s))
	



	Delegate Name
	

	Any other name which might appear on the delegate’s Zoom screen (so Lesley knows to admit them from the ‘waiting room’)
	

	Course Code(s) & Dates of Modules Delegate Wishes To Attend
	

	Email address (to send Zoom meeting invitation and handouts required for the session(s))
	



Terms and Conditions of Booking:
Booking:
· Places are allocated on a first come first served basis on receipt of a fully completed and signed copy of this booking form (email to mail@lesleyclarkesyntheticphonics.co.uk ).  Places will be confirmed by return of email.
· If a course is full, the school will be notified by email and asked whether they would like to put the delegate(s) on a waiting list should an additional date be made available in the future.
Cancellation:
· Courses may be cancelled in the following circumstances:
· A last minute illness, which means I am unable to run the session.
· Events outside my control e.g. issues with IT.
· If the minimum number of delegates are not enrolled on the course. In this circumstance, cancellation would take place no less than 24 hours before the start of the training. This is simply to make courses viable.
· Wherever possible, training that does not go ahead due to the above reasons will be rescheduled. If it cannot be rescheduled, you will not be charged.
· In the event of cancellation due to the above reasons, no claim can be made for costs incurred eg supply costs.
· If a delegate is unable to attend for any reason, please send an email cancellation to mail@lesleyclarkesyntheticphonics.co.uk at least 7 days before the course date. This will give me time to reallocate the place to someone on the waiting list. If I do not receive a cancellation notification with 7 days’ notice or a delegate fails to attend, your school will be liable for the full cost of the place on the course. 
· If your school wishes to send another person to take the place of a colleague (eg in the case of illness), please notify me by email no later than the afternoon before the training (in the event of morning courses) or first thing in the morning (in the case of afternoon courses), providing his/her name (including any alternative screen name used on Zoom) and email address. This will enable me to contact the appropriate people should any of the arrangements change and will also give me the information I need to enable the new delegate access from the Zoom ‘waiting room’. There will be no charge for substituting a delegate.
Attendance:
With online safety in mind and the wish to provide an engaging/interactive session for all those attending, by booking a place the school agrees to ensure the following:
· The Zoom meeting invitation details will not be shared with anyone other than the delegates attending. 
· Only staff who are named on the booking sheet will attend the online training session.
· Delegates join the training meeting(s) 5-10 minutes before the start time, so the session(s) can begin on time. 
· Delegates keep their cameras on for the duration of the session (they can use a background if they choose). Cameras can be switched off in between joining and the session starting if preferred.
· Delegates don’t record the training in any form (including taking screenshots). Lesley will not record the session(s) either.
· Handouts emailed in advance of the training are prepared before the training starts, so delegates have everything they need to participate fully. NB: Whilst some handouts can be read in electronic format during the session (if that is what delegates prefer to do), other handouts will need to have been printed in advance, so they can be written on. I will make this clear when I send them.
· Delegates will not a) reproduce, duplicate or copy (including on social media) or b) sell, trade, resell, or otherwise commercially exploit, any/any part therefore, of the materials and handouts obtained from attending online training for any purpose, unless I have given written permission to do so.
· Delegates understand that online sessions do rely on ICT and, as we all know, this sometimes fails to do what we want it to! Neither the delegate or Lesley will be held responsible for ICT issues which negatively impact on the meeting (including ‘Zoom bombing’). Delegates and Lesley will apply a ‘growth mindset’ to any technology issues which may occur. In the event that any issue results in the meeting having to be stopped, it will be rescheduled.
Payment:
· Following the training, or in the event of cancellation with less than 7 days’ notice, the school agrees to pay the fees (as listed in the course description sent to you) within 30 days of receipt of the invoice.
· Schools using LC’s LaS programme will not need to pay for a place on the Programme Development sessions and Subject Knowledge Catchup sessions, as these are included in the annual training package cost. There will also be no cancellation fees for these sessions. This also applies to places on the Phonics Leaders’ meetings for schools in their first year of implementing LC’s LaS.

This form should be authorised by the Head Teacher/Deputy Head Teacher or Assistant Head. By completing this form, the school accepts the terms and conditions of booking shown above.
Booking Authorised by:.................................................................. Date:...............................................................
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