[image: image1.jpg]Q

| TENANT ENGAGEMENT EXPERTS




Booking Details Terms & Conditions
HOW TO BOOK

Decide on the course(s) that you want to attend, fill in the booking form – one for each person and one for each course (you can photocopy this booking form if you need extra forms). It is essential that one form per person per course is completed. Post or fax it to us.

Alternatively, you can book through our web site. Visit www.tpas.org.uk download a copy of the form, fill it in and post, fax or email it to us (details below).

Please note that we initially only accept 4 delegates from one organisation on each course.  If you require more than 4 places, please contact the Training Department.

We will send you an acknowledgement slip to confirm your booking within 7 working days of receiving your application.

We will send you further information including a map approximately 10 days before the start of the course.

CANCELLATION POLICY

All cancellations must be made in writing. If you cancel your place:

· More than 28 working days before the course we will charge you an admin fee of £50.00 + VAT or the Event Fee (whichever is the least) for each delegate place

· Less than 28 working days before the course you will incur the full cost.

If you are unable to attend, you can send a substitute delegate at no extra cost.  All substitute delegates must be notified to TPAS in writing.

Once we have received your cancellation in writing we will forward you a confirmation of your cancellation detailing what you will be charged.

Tpas RIGHT TO CANCEL

We aim to make sure that the courses run as planned. However, there may be times when, due to circumstances beyond our control, we have to cancel the course. Should this be the case we will give you as much notice as possible. If you have already paid for the cancelled course we will give you a full refund. Should we run the course again, we will give you priority. Unfortunately, we are unable to reimburse any expenses you may incur.

QUALITY

We aim to provide good quality courses, run by experienced and qualified trainers in accessible and comfortable venues. Should you be dissatisfied with the course please contact us to discuss your concerns.

HELP US TO HELP YOU

We recognise that we may need to offer some participants extra support to ensure that everyone gets the most from the course. Please indicate on the booking form, in as much detail as possible, any kind of help you may need. Let us know if you need to bring a carer with you or if you require particular access. Also, let us know if you have any particular dietary requirements. We will do our best to meet your needs.

TPAS POLICY

To ensure Tpas events are conducted in a suitable environment, Tpas reserves the right to ask an individual to leave an event if they are causing distress to another delegate. This relates to all forms of harassment including racial, sexual, verbal or physical. Should any problems occur, please bring them to the attention of the tutor as soon as possible.
TO MAKE YOUR BOOKING

Please complete and return your booking form to Tpas Ltd, Suite 4b, Paragon House, 48 Seymour Grove, Manchester M16 0LN or email to training@tpas.org.uk.

