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Booking Details

HOW TO BOOK

Please complete one form per person per course.  Either email or post the completed booking form to TPAS Ltd, Suite 4b, Paragon House, 48 Seymour Grove, Manchester M16 0LN or training@tpas.org.uk 
We will confirm your booking and send you the terms and conditions to take part in the course within 7 working days of receiving your application.
Your login to the e-learning site will be sent before 12 noon on the start date 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 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 nominate a replacement delegate at no extra cost providing you let TPAS know of any changes in writing and they start the course. 
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.

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.  We will do our best to meet your needs.

TPAS POLICY

To ensure TPAS events are conducted in a suitable manner, TPAS reserves the right to ask an individual to leave a course if they contravene the on line protocols or 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.
TPAS TERMS AND CONDITIONS
Before the start date we will send you a TPAS E-Learning Agreement and Terms & Conditions.  You must agree to the terms & conditions by email before the course and abide by these rules during the course.

ACCREDITED E-LEARNING BOOKING FORM

Please complete all sections of the booking form.  This is important as we need it to register you with Open Awards for accreditation.  Thank You
Before you complete this booking form please check you have the following to take part:

 FORMCHECKBOX 
 The use of a computer at home or locally
 FORMCHECKBOX 
 Some experience of using the internet and sending emails

 FORMCHECKBOX 
 Experience of typing information into a document or discussion forum

 FORMCHECKBOX 
 Basic literacy skills

	Course Title:

	Course Start Date:

	Participant’s Full Name:

	Date of Birth:

	Home Address:

	Postcode:

	E-Mail Address:

	Telephone Number:

	About your needs during the course. This will help us to assess your needs before the course begins and provide you with the appropriate support and guidance.

	How would you describe your current literacy level?                                       FORMCHECKBOX 
 Good    FORMCHECKBOX 
 Average    FORMCHECKBOX 
 Poor 

	How would you describe your current level of using a computer and the internet
 FORMCHECKBOX 
 Good    FORMCHECKBOX 
 Average    FORMCHECKBOX 
 Poor    

	Do you have a hearing impairment that would make listening to audio difficult?     FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No 

(If yes please give details)



	Do you have a visual impairment that would make reading text difficult?                  FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No 

(If yes please give details)



	Do you have Dyslexia or Dyspraxia?                                                                                    FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No 

	Do you have any other disability or specific needs which you think we should be made aware?
                                                                                                                                                    FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No   

(If yes please give details)


	

	INVOICE DETAILS: (please ensure all details are correct)

	Contact Name:

	Organisation & Address:

	

	Postcode:
	Invoice Tel:

	Invoice E-Mail:
	Order No:

	Is Your Organisation a TPAS Member?                                                         FORMCHECKBOX 
Yes       FORMCHECKBOX 
No 

	How did you hear about this training course?              
 FORMCHECKBOX 
Email       FORMCHECKBOX 
Postal Mailing      FORMCHECKBOX 
Website   FORMCHECKBOX 
On Another Course     FORMCHECKBOX 
Recommendation 

	 FORMCHECKBOX 
Housing Press       FORMCHECKBOX 
Tweet      FORMCHECKBOX 
Other - Please give details   

	


TPAS will send you information on our products and services, as well as promotions and other information relevant to you.  We will not share your details outside of TPAS unless required by law.  If you would prefer us not to send you information about our products and services, please tick this box  FORMCHECKBOX 
 
You can opt-out at any time.
TO MAKE YOUR BOOKING
Please complete and return your form to TPAS Ltd, Suite 4b, Paragon House, 48 Seymour Grove, Manchester M16 0LN or email to training@tpas.org.uk 
Monitoring- 
We strive to operate a policy of equality and diversity and not discriminate against any person.  The information you provide will be treated in the strictest confidence and is for monitoring and accredited training registration purposes only. We need you to complete this information so we can register you with Open Awards
	What type of landlord are you a tenant of / working with?

 TMO  Housing Co-op       ALMO       Housing Association       Local Authority      

	In what region do you live?
 East of England       
 West Midlands     East Midlands      South West      South East    
 Yorkshire and Humberside  North West       North East      

	What is your employment status?

In Part Time employment      
In full time employment     Student     
Not employed, not seeking work 
 Registered unemployed    
What is your gender?

 Prefer not to say
 Female     Male    
What is your age? 
 Prefer not to say  66+     51-65      36-50     26-35       19-25       Under 18      

	A person has a disability under the Disability Discrimination Act if he/she has a physical or mental impairment which has a substantial and long term adverse effect on his/her ability to carry out normal day to day activities.  Long term means lasted, or is expected to last, for 12 months.

	Would you classify yourself as living with or affected by a disability?

  No      If yes please give details
 Yes       



What is your ethnic origin? Please tick the appropriate box.
 Asian & White    
 Other Asian background     Pakistani     Indian     Bangladeshi    
 Any other Mixed background   
 Black Caribbean & White    Black African & White    
  Chinese   
 Any other Black background     Black Caribbean    Black African    
  Other Ethnic background    
 Gypsy/Traveller    
 Any other White background
 White Irish     White British    
What is your religion or belief?
	  Atheism

  Buddhism

  Christianity

  Hinduism
	 Islam

 Jainism

 Judaism

 Sikhism
	 Other

 Prefer not to say


