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In-house training – Fixed fee rate
Information

If the time or locations of our open training courses don’t suit you, why not request one of our in-house training courses? Based on a fixed fee that we agree with you, we can deliver any of our courses in your location, on a date of your choice (subject to availability).
Our courses are for people who support groups and organisations, such as development workers, funding advisers etc. Our training is for people who are new, or fairly new, to the topics our courses cover. Please note that they are not suitable for people with a lot of experience on the subject.

If you would like to host one of these courses, please read the terms and conditions below, and complete the request form that follows.

Terms and conditions

We will:

· Provide an experienced trainer to deliver the course
· Provide all course materials, handouts, and give each participant (who has not previously attended one of our courses) a copy of our handbook, usually priced at £70

· Provide text for marketing materials for the course, including an electronic copy of a booking form for the course, which we ask you to circulate

· Handle payments for the course

What we ask you to do:
· Market the course to people you think would benefit, and who fit the description provided above, using the marketing material provided
· Sign-up between 7 and 16 people to attend each course.

· Distribute booking forms
· Administer all bookings for the course

· Provide a suitable venue and required equipment for the training (details of our requirements for this are available on request)
· Provide catering and refreshments for all participants and the trainer
· Send copies of all booking forms to CES once the course has run
Please note: attendees of our in-house training courses are not able to claim on our travel bursary scheme.

Cancellation Policy:
Once a booking has been agreed and confirmed, please note there are cancellation fees. Cancellations must be made in writing and cancellation fees apply whether payment has been received or not. The cancellation policy also applies to date changes. It is a sliding scale as follows:

1) More than one month prior – 10%

2) One month to 15 calendar days – 50%

3) Less than 15 calendar days prior – 100%

The fees are charges in addition to any expenses incurred by CES prior to cancellation (eg, pre-booked train tickets), which will be added to the cancellation fee

Should any course have fewer than 7 sign-ups 15 calendar days prior to the course running, we would have to cancel the course. This would incur the above cancellation charge.

If, for any reason, we need to cancel any course we will let you know a minimum of 15 calendar days prior to the course. If this occurred, we would refund you the full cost of the course if it had been received. 
Request form follows overleaf. 
In-house training request form – Fixed Fee
Please complete this form if you would like to express interest in holding in-house training in your area, and return it to:

Peter Norgate, Administrator, National Performance Programme

Charities Evaluation Services, 4 Coldbath Square, London EC1R 5HL

Email: peter@ces-vol.org.uk 
Fax: 020 7713 5692 marking the fax for the attention of Peter Norgate

To discuss this with us before completing the form, please call Peter on 020 7078 9394.

	Courses

	Please select which course(s) you are interested in arranging for us to deliver



	Introducing performance for support providers (1 day)
	 FORMCHECKBOX 


	Monitoring and evaluation: supporting groups (1 day)
	 FORMCHECKBOX 


	Quality: supporting groups (1 day)
	 FORMCHECKBOX 


	Benchmarking: supporting groups (1 day)
	 FORMCHECKBOX 


	Strategic planning: supporting groups (2 days)
	 FORMCHECKBOX 



	Location & date

	Proposed location:      

	Preferred month for course:       We will contact you to discuss dates further


	About you & your organisation

	Name:      

	Job role:      

	Organisation name:      

	Is it third sector*  FORMCHECKBOX 
     Statutory sector  FORMCHECKBOX 
     Private sector  FORMCHECKBOX 


	Address:      


	Tel:      
	Website:      

	Email:       

	Registered Charity No:      


	* Voluntary and community groups, charities and social enterprises.


	Data Protection

	The information you have provided on this questionnaire will be held in accordance with Data Protection Act 1998 and will be used by the Charities Evaluation Services to: 

· supply the service you have requested

· report anonymously to our key stakeholders

Your name and contact details will not be shared with any third party without obtaining your prior permission. Please tick here  FORMCHECKBOX 
 if you do not wish to receive communications from us about our services and activities. 


	 FORMCHECKBOX 
 I confirm I have read and agree to the terms and conditions outlined above
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