Health and Safety Team (HST) - Training Course Booking Form
Use this form to book a place on one of our courses.  You need to complete a separate form for each course you want to book  If you aren’t sure about any of the questions, then just click F1 for help or call us on 64 0748.  
We’ll send you an acknowledgment once we’ve booked your place.  Please don’t assume you’ve definitely got a place until you get confirmation from us.
	Course title
	     

	Date of course
	     
	Alternative date:
	

	Your first choice of date may not be available, so please always select another as an alternative.

	Candidate’s name:
	     
	Email address:
	     

	Employee number:
	
	Phone number:
	

	Directorate / school:
	     
	Home address 

and postcode:
	     


	Manager’s name:
	     
	Managers’ email:
	     

	Remember to include your full home address.  We need this to create a training record for any candidates who aren't Council employees or who aren't paid through the Council's payroll.

	Cost centre
	     
	Subjective code
	     

	Charges will apply if you fail to attend booked courses or cancel / rearrange without reasonable notice.  Delegate places won’t be booked without cost and subjective codes.  
The charges are:

· half the current course price for cancellations less than two weeks before the course date

· the full course price for cancellations two days or less before the course date

· the full course price for failing to attend without notifying us.
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Note: For organisations that have a devolved budget or don’t buy into health and safety services, there is a charge for courses (please contact the HST for current pricing). You’ll need to place an Oracle order for all training. You can find us under Neigh-Corporate Health and Safety Training. If you don’t use Oracle, email us your purchase order number and we’ll send an invoice.


Now send your completed form to:
	Health and Safety Team, Communities and Place Directorate, 

The Council House, Corporation Street, Derby, DE1 2FS


Alternatively attach it to an e-mail and send to: - Employee.HealthandSafety@Derby.gov.uk
Tell us if you need any help to take part in this course such as large print handouts, induction loop or something else.
For official use only

Booked        Acknowledged             Joining Instructions        Order Number      
[image: image1.png] All information provided will be treated in confidence, in accordance with the Data Protection Act 1998.  It will be held on the Council’s electronic HR system and used for training records and course management purposes. 
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