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Training Course Booking Form
MF55-2-010116

	
	Attendee


	Person Booking the Course

	Title
	Mr/Mrs/Miss/Ms/Other


	Mr/Mrs/Miss/Ms/Other

	Full Name
	
	

	Job Title
	
	

	Organisation (Trust & Hospital Name) 
	
	

	Address


	
	

	Postcode
	
	

	Tel. Number
	
	

	Email address
	
	

	Invoice Address
	

	Purchase Order Number
	

	Course Title(s)
	

	Course date(s)
	

	· I confirm I have read and agreed to the above terms and conditions.

	Person taking initial details - Please sign & date 

	

	Office use only - Initial when each task completed



	Details on CRM Calendar
	

	Details on CRM customer record 
	

	Confirmation Letter sent
	

	Course details & Agenda sent
	

	Purchase order received and entered onto SAGE
	

	Invoice sent 
	

	Payment received prior to course 
	

	Check website stock tallies
	

	Sign off and file
	

	Date completed
	


Terms and Conditions

Please read these terms and conditions carefully, as they contain important information about your rights and obligations. We draw your attention to clause 8 (Cancellation Charges) and clause 12 (Liability).

In order to protect our legal position we are required to send you our terms and conditions, which set out the basis on which we will provide training. If you have any concerns, issues or complaints in relation to this course then please contact us to discuss them. We will aim to resolve any complaints or issues with you without recourse to legal proceedings.

1. Definitions
1.1 In this Agreement the following words and phrases shall have the following meanings unless the context otherwise requires:

‘Confirmation Letter’ means the letter sent by us to you in accordance with clause 2.3 below confirming the Course Date(s) and the Fees payable;

‘Customer’ means the person, firm or company who enters into a contract with us on these terms and conditions;

‘Course’ means the provision of the training services by us to you on the Course Date(s);

‘Course Date(s)’ means the date(s) of the course as confirmed to you in writing by us in the Confirmation Letter;

‘Fees’ means the fees payable by you to us for the provision of the Course as set out in the Confirmation Letter, which you agree to pay to us under the terms set out in this Agreement;

‘Intellectual Property’ means all intellectual property rights anywhere in the world (including present and future intellectual property rights);

‘Materials’ means any course materials, handouts, discussion sheets, or other such materials provided by us as part of the Course;

‘Us’ means Hospital Direct - The Training Company and ‘We’ or ‘Our’ shall be interpreted accordingly; and

‘You’ means the Customer and all the Customer’s employees and ‘Your’ or ‘Yours’ shall be interpreted accordingly.

2. The Agreement
2.1 If You wish to proceed with booking a Course then please complete a booking form and tick to confirm that you have read the terms and conditions and wish to proceed with the course, this can be emailed or posted. 

2.2 If you telephone us to place a booking we will then reserve a place, availability permitting, on the course for you but you must send us the booking form within 7 days of the telephone booking. If you do not do so, then we reserve the right to release your booking.

2.3 This Agreement shall come into force (following receipt of an offer from you) when we send you a confirmation letter (“the Commencement Date”).

2.4 This Agreement shall be binding upon the customer and all employees of the customer who are enrolled upon a course. You undertake to provide a copy of this agreement to all persons attending the course.

3. The Course
3.1 In consideration of you paying to us the fees in accordance with the provisions of clause 7:

3.1. We agree to provide the course to you.

3.2 We shall use our reasonable endeavours to carry out the course on the date advertised but it may be necessary in certain circumstances to change the advertised date of the course.

3.3 If the date of the course is changed by us, we will notify you in writing and you may either transfer your booking to the new date for the course or cancel your booking and we will refund to you all sums paid prior to such cancellation. In these circumstances clause 8 shall not apply. Time shall not be of the essence in relation to our performance of obligations under this agreement.

3.4 We will provide you with a list of possible accommodation but all accommodation bookings shall be made by you and shall be paid for in full by you. The list of accommodation is provided as information only and we make no representation as to the standard of such accommodation or its suitability for your requirements. For the avoidance of doubt, we will not be responsible (whether financially or otherwise) for any accommodation bookings made by you.

4. Your Obligations
4.1 Prior to and during the course (and within the timescales agreed between you and us) You agree to:-

4.1.1 provide us with all information that is reasonably requested by us;

4.1.2 Ensure that all information provided by you to us is correct, accurate and up to date; and

4.1.3 Behave at all times in a manner that is not disruptive to other delegates or our staff or employees due to the nature and seriousness of the course. 

4.2 Please complete all paperwork required by RoSPA in order to grant your award.
4.3 If you fail to comply with your obligations, as set out in clause 4.1, then we reserve the right to terminate your participation in the course at any time. If we do this then you will not be entitled to a refund of the course fees.

5. Our Obligations
5.1 We shall ensure that the course is presented by suitably qualified personnel.

5.2 We will provide the course using reasonable care and skill.

5.3 We will provide you with the materials necessary for the course. You may retain these materials following completion of the course by you, subject to clause 10 below.

6. Fees
6.1 We will provide you with details of the fees as set out in our literature or other marketing materials from time to time in force or as set out in the Confirmation Letter. We reserve the right to vary the Fees due to any failure by you to comply with your obligations as set out in clause 4.

6.2 All Fees are subject to VAT at the prevailing rate.

6.3 In the event that you decide not to proceed with the course or to cancel the course after the commencement date, we reserve the right to invoice you for the cancellation charges as set out below in clause 8.

7. Payment
7.1 We shall invoice you for the fees when the purchase order is received.

7.2 All invoices shall be due and payable by you 28 days before the Course Date (“the Due Date”). If your booking is confirmed less than 28 days before the Course Date, the invoice shall be due and payable by you within 14 days of the date of invoice. Time for payment of invoices shall be of the essence.

7.3 If payment is not made within 7 days of the Due Date, We shall be entitled, without limiting any other rights to:

(a) to charge interest on the outstanding amount both before and after any judgment at 4 per cent above the base rate from time to time of Barclays bank plc and such interest shall accrue from the Due Date until the outstanding amount is paid in full,

(b) to recover from you all reasonable expenses incurred by us in recovering the fees and any interest on such amounts including legal fees and costs for collection by third party agencies;

(c) to cancel your booking for the course until such time as we have received all sums due to us under this agreement; and

(d) to withhold any certificate you may have obtained from attending this Course.

8. Cancellation Charges
8.1 If you cancel the course at any time then you must inform us as soon as possible in writing. You will have to pay a cancellation charge calculated in accordance with the table below (“the Cancellation Charge”) in addition to an administration fee of £50.00 (“the Administration Fee”). Cancellation charges are necessary because cancellations cost us money but we will only require you to pay a reasonable sum to reimburse us for our lost revenue.

Time before proposed date of course that we receive notification of cancellation. Cancellation charge as a percentage of the balance of the fees;

Less than 4 weeks 100%
Between 4 and 6 weeks 50%
Between 6 and 8 weeks 25%

Longer than 8 weeks 0%

8.2 Within 7 days of the notice of cancellation being given to us, we will either:-

8.2.1 Return to you the balance of the fees, having deducted the administration fee and the applicable cancellation charge where you had paid the fees to us in accordance with clause 7.2 prior to giving notice to cancel the course; or

8.2.2 Invoice you for the balance of the cancellation charge and the administration fee where you had not paid the fees prior to giving notice to cancel the course.

9. Refresher Courses
9.1 In accordance with good practice we recommend that you undertake a refresher course within three years of completion of the initial course. We will notify you when you attend the course if the course that you attend is a course where you are required to undertake a refresher course.

9.2 We will use reasonable endeavours to notify you prior to the expiration of the three year period but we do not guarantee to do so. If you fail to complete a refresher course within three years of the course date then you will have to complete the full course again. 

10. Intellectual Property
10.1 You agree that all the intellectual property in the proprietary processes and procedures which are used in the delivery of the course or any materials provided by us shall be owned by us.

10.2 On completion of the course you may retain the materials provided to you as part of the course. 

10.3 If you wish to use any of the materials provided by us for your own training or teaching purposes then you may reproduce them solely for the purposes of providing teaching or training. However, you must ensure that if any materials are reproduced by you,that they are reproduced with reference to “Hospital Direct” and our copyright notice included.

11. Confidentiality
11.1 Any information of a confidential nature that is obtained or disclosed to us prior to or during the course will be kept strictly confidential and will not be disclosed to any other person except as required by law.

12. Limitation of Liability
12.1 The following provisions set out our entire financial liability (including any liability for the acts or omissions of its employees, agents and subcontractors) to you in respect of:-

(a) any breach of this agreement;

(b) Our provision of the course to you; and

(c) any representation, statement or tortious act or omission including negligence arising under or in connection with this agreement.

12.2 All warranties, conditions and other terms implied by statute or common law (save for the conditions implied by section 2 of the Supply of Goods & Services Act 1982) are, to the fullest extent permitted by law, excluded from this agreement.

12.3 Nothing in this agreement excludes or limits our liability:

(a) for death or personal injury caused by our negligence;

(b) under section 2(3) of the Consumer Protection Act 1987;

(c) for any matter which it would be illegal for us to exclude or attempt to exclude our liability; or

(d) for fraud or fraudulent misrepresentation.

12.4 Subject to clauses 12.2 and 12.3 of this agreement:-

(a) Our total liability in contract, tort (including negligence or breach of statutory duty), misrepresentation, restitution or otherwise, arising in connection with the performance or contemplated performance of this agreement shall be limited to one and a half times the total amount of Fees paid by you to us;

(b) We shall not be liable to you for any pure economic loss, loss of profit, loss of business, depletion of goodwill or otherwise; in each case whether direct, indirect or consequential, or any claims for consequential compensation whatsoever (howsoever caused) which arise out of or in connection with this agreement.

13. General
13.1 This Agreement shall be governed by and construed in accordance with the laws of England and the parties hereby submit to the exclusive jurisdiction of the English Courts for such purpose.

13.2 We will not assign or transfer in whole or in part any of our rights or obligations under this agreement without your prior written consent.

13.3 Notwithstanding that the whole or any part of any provision of this agreement may prove to be illegal or unenforceable the other provisions of this agreement and the remainder of the provision in question shall remain in full force and effect.

13.4 For the avoidance of doubt nothing in this agreement shall confer on any third party any benefit or the right to enforce any term of this agreement.

13.5 This agreement supersedes all prior agreements, arrangements and understandings between the parties and constitutes the entire agreement between the parties relating to the subject matter hereof. No addition to or modification of any provision of this agreement shall be binding upon the parties unless made in writing signed by a duly authorised representative of each of the parties.

13.6 Neither party shall have any liability under or be deemed to be in breach of this agreement for any delays or failures in performance of this agreement that result from circumstances beyond the reasonable control of that party. If such circumstances continue for a continuous period of more than six (6) months, either party may terminate this agreement by written notice to the other party.

14. Notices
14.1 All notices which are required to be given hereunder shall be in writing and shall be sent for Hospital Direct (Marketing) Ltd to our registered office address or for you to the address which you provided to us when you placed the booking or to such other address in England as the recipient may designate by notice given in accordance with the provisions of this clause. Any such notice may be delivered personally or by first class pre-paid letter, email or facsimile transmission and shall be deemed to have been served if by hand when delivered, if by first class post or email 48 hours after sending and if by facsimile transmission when despatched.

This agreement has been executed and delivered on the date as set out above.
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