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Enrolment Form

Date: 01 September 2008
Document version: 4.1
Fax to: Client Services, Best Practice.  Fax no: 01923 224100

	Company Name       

	Address       

	     

	Authorising Manager       
	Job Title       

	Telephone       
	Email       

	Date       
	Signature


	Purchase order number:
	     


	Invoice address: (if different from above)

     
     
     

	Terms and Conditions

· Standard terms, conditions and quoted fees apply

· Fees (if applicable) will be invoiced in full on registration

· Travel expenses (if applicable) will be chargeable for onsite assessments and invoiced in arrears
· For government funded learners, no enrolment, assessment or certification fees will be chargeable.

· For government funded learners, no travel expenses will be chargeable.


Please indicate learner name(s) and the course(s) you are enrolling them for.
	Learner name
	Job title
	Date of birth
	Course name & level

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


Special requirements or requests

	     


Terms and Conditions

1. For commercially funded programmes, reasonable direct expenses incurred during the assignment will be charged to the Client. These may include postage and courier charges, travel, accommodation for necessary overnight stays and equipment hire. Mileage expenses will be charged at £0.42 per mile.

2. No confidential information regarding the Client's business will be disclosed to any person, firm or company.

3. Best Practice cannot be held responsible for any costs or losses which result either directly or indirectly from the programme.

4. Materials supplied to the Client during the course of the assignment may not be copied or reproduced in any form without prior permission. All copyright for printed materials supplied remains the sole property of Best Practice Training & Development Ltd.

5. The Client agrees to refrain from approaching or independently contracting any Best Practice consultant or trainer to undertake any work or assignments other than through Best Practice Training & Development Ltd.

6. The Client agrees to appoint a co-ordinator who will serve as a focal point for communication with Best Practice and who will be responsible for scheduling and co-ordinating on-site visits.

7. Best Practice cannot guarantee that its assessors have detailed knowledge or previous experience of the Client’s industry sector.

8. Best Practice reserves the right to change assessors at any time during the certification programme.

9. No refund of fees will be given for any learner who fails to complete the certification programme.

10. All inductions and assessments should be agreed and confirmed in writing or by email between the Client and Best Practice at least fourteen days prior to the agreed date.

11. A transfer fee of £75.00 is payable for each registered learner who transfers between qualifications or levels during or after induction.

12. The following charges will apply if the Client or learner postpones or cancels onsite visits at short notice, or if they are missed without notice:
                       Individual sessions (induction/assessment/support)


£100.00
                       Group induction





£250.00
13. An exit fee of £250.00 is payable for government-funded learners who withdraw from or fail to complete the certification programme.



�














© Best Practice 2008
Enrolment Form 2008     Page 1

