Course Confirmation and Charges 

Confirmation of Registration 

For all non SEN or EY coded courses a confirmation letter will be sent to all participants a minimum of five days prior to the course by the CPD and Training Administration Team.  

Participants must take note of the confirmation letter as it will confirm all final details of the course and where it is being held.  Any changes made to times or venue as stated in this brochure will be noted in this letter. 

It is important you have confirmation that your application has been received by CPD and Training Administration Team before you book supply cover.  This will avoid unnecessary charges when a course is cancelled and the CPD and Training Administration Team are unaware of your application to notify you of the cancellation.  If you do not receive a confirmation letter by two working days prior to the training please contact the CPD and Training Administration Team to confirm registration.  

Cancellation 

A charge will be made for course bookings cancelled at short notice whether they are centrally funded or not.  This will be indicated in the relevant section of the CPD brochure or the confirmation letter.

Invoicing 

Where a course incurs a cost an invoice will be generated on receipt of the application form.

Charging 

The Trust will be reviewing its charging and cancellation policy in 2009/20010.

