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TRAINING APPLICATION FORM
(EXTERNAL ORGANISATIONS & COUNCIL STAFF OTHER 

THAN DENBIGHSHIRE SOCIAL SERVICES & HOUSING STAFF)
	COURSE TITLE:
	

	VENUE:
	

	DATE:
	

	COMPANY NAME: 

(or if service user/carer please state)
	

	ADDRESS:
	CONTACT NUMBERS:

	Postcode:
	Tel:

	
	Mobile:

	
	E-mail:

	


	DELEGATES 


	JOB TITLE
	PLEASE STATE ANY SPECIAL REQUIREMENTS
	Please state here if you require training to be delivered in the medium of Welsh

	
	
	
	

	
	
	
	


PLEASE NOTE: It is the Managers responsibility to ensure that the above named staff member(s) meet the criteria for the target group identified for the training course.

Please return this completed form to:-

e-mail: scwdp@denbighshire.gov.uk 

Places will be allocated on a first come first served basis.  You will be informed within 5 working days as to whether this application has been successful.

	Charging for non attendance at training courses


	A £50.00 charge will be made for non-attendance of those who have booked places on a course and fail to attend, or if cancellation is not received within 5 working days of the course commencement date.  
Suitable replacement names will be accepted but please note these should only be staff who perform a similar role to the original target group.  It is also inappropriate to send staff to report back on issues where there is a legal responsibility on the Registered Manager.  
It is the individual Manager or other authorised persons’ responsibility to inform the training department if a member of staff is on sick leave and cannot attend the training.

Cancellations and changes MUST be sent to the Workforce Development Team in writing (e-mails are acceptable) so that an audit trail is in place.

Staff need to be aware that is their responsibility to sign the course attendance sheet as this is the method that is used to check who has attended/not attended each course and consequently a charge for non-attendance.
If anyone attends the training without pre-booking a place or having received confirmation of a place, a charge of £50.00 will be made.  Any inappropriate replacement staff will also be charged £50.00 if attending the training.
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