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In house training courses: Information and request form

Information

If the time or location of our open courses don’t suit you, why not request one of our in-house training courses? For a minimum of 9 and a maximum of 16 participants, we can deliver one of our courses in your location, on a date of your choice (subject to the availability of our trainers).

Our courses are for people who support groups and organisations, for example as development workers, funding advisers etc. Our training is designed 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.

Minimum numbers are 9 participants. Two places on each course are free, after which the following course fees apply:

	Course costs

	Our pricing structure is based on the number of full time equivalent (FTE) staff that you have in your organisation, and on the type of organisation you are. Prices are as follows:

	
	Third sector organisation
	Statutory / commercial sector*

	
	1 – 8 FTE paid staff
	9– 20 FTE paid staff
	21 + FTE paid staff
	

	1 day courses
	£45
	£60
	£75
	£149

	2 day courses
	£90
	£120
	£150
	£298

	Cost includes  a copy of ‘Performance improvement: a handbook for mentors’, our comprehensive guide to supporting third sector organisations improve their performance(if this is your first time attending one of our courses), and up to two hours of follow up email/telephone support.
*Commercial sector includes independent consultancies and freelance consultants


If the maximum of 16 participants book, we’ll also waive the fees for places 15 and 16, giving you four free places in total. As the organizer, you can choose how to allocate the free places.
If you would like to host one of these courses, please read the terms and conditions below, and then complete the form that follows.
Terms and conditions

We will:

· Provide an experienced trainer to deliver the course
· Provider 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 all bookings and payments for the course

· Keep you informed of booking numbers and any support requirements participants may have

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
· Distribute booking forms

· 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
Request form follows on next page…

In house training course: Request form

Please complete this form if you would like to express an interest in arranging for one of our courses to be delivered in your area, and return it to:

Peter Norgate

Administrative Assistant

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

If you would like 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:      


	
	Postcode:      

	Tel:      
	Website:      

	Email:      


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


* Voluntary and community groups, charities and social enterprises. 

Charities Evaluation Services is a registered charity no. 803602 and a company limited by guarantee, registered in England and Wales no. 2510318. Our registered office address in 4 Coldbath Square, London EC1R 5HL. VAT registration no. 564 5833 16.
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