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Course Booking Terms and Conditions

At Sheffield Children’s NHS Foundation Trust, we are proud to deliver high-quality training opportunities. These terms and conditions reflect our shared values of Compassion, Accountability, Respect and Excellence, helping ensure a positive and fair experience for everyone.

As each course is different, the booking terms and conditions may vary. We kindly ask that you review the terms for your chosen course carefully. By making a booking, you are confirming that you have read, understood, and accepted the relevant booking terms and conditions.


	Course Title
	Booking Terms
	Page numbers

	EPALS
	Life Support Courses
	3-4

	GIC
	Life Support Courses
	3-4

	Appraiser Training
	General 
	5-6

	CAMHS – Multi Agency Training
	General
	5-6

	Legal Study Day
	General
	5-6

	Emergency First aid at work
	General
	5-6

	Paediatric Disability Distance Learning Courses
	There is a no refund policy.  Please contact the administrative team for information regarding funding arrangements
	













Our Commitment to You

We are committed to delivering training that is:
Compassionate – understanding individual needs
Accountable – clear, fair and transparent
Respectful – inclusive and supportive for all
Excellent – high-quality and continuously improving
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Life Support Courses

1. Booking and Payment  

To help us plan effectively and deliver the best possible experience, all study days should be booked in advance.  

· Where applicable, delegates should ensure study leave approval is obtained in accordance with their employing organisation’s processes 
· Full payment is required at the time of booking, unless otherwise agreed in writing. 
· Your place will be confirmed once payment has been received. 
· If payment is not received, the place may be offered to others on the waiting list to ensure fair access. 
· Accommodation and travel are the responsibility of the candidate.
· Lunch is provided on full day courses unless otherwise stated.  The cost is included in the course price.  Any special dietary requirements need to be notified in writing to the course organiser in advance of the course commencing.

2. Cancellations and Refunds  

We understand that plans can change and will always try to be fair and supportive.   Please provide written notice of cancellation and note all cancellations will be subject to a £25 administrative fee.  Refund percentages below are calculated after deduction of the administrative fee:

· Up to 12 weeks before the first day of the course – 100% refund 
· Between 12 and 6 weeks before the first day of the course – 50% refund 
· Within 6 weeks and the first day of the course – 0% refund** 
** If there is a waiting list for the course and we are able to fill the place we will offer the 50% refund 

If the course manual has been dispatched there will be an additional cost plus the cost the postage and packing.

Extenuating Circumstances 

If you are unable to attend any of the courses due to extenuating circumstances (bereavement, serious illness, family emergency) you must inform the course organiser as soon as possible.  Sheffield Children’s NHS Foundation Trust will try and provide you with a transfer to another course, and only in exceptional circumstances will a refund be considered.  If you are unable to attend due to illness you may be asked to provide evidence in the form of a doctor's note. 
 
Non-attendance 

If a delegate does not attend without prior notice, a refund cannot be issued. 
The Trust and Course Organisers reserve the right to take previous non-attendance or repeated late cancellations into account when allocating future course places. 

Event Changes or Cancellation  

We aim to deliver all events as planned, but occasionally changes may be necessary. 
· The Trust reserves the right to amend or cancel events if required 
· If an event is cancelled by the Trust, a full refund will be issued 
· We are unable to cover any additional costs incurred 

3. Liability  

The Trust takes reasonable care in delivering training but cannot accept responsibility for loss, damage or injury except where required by law. 

4. Data Protection & GDPR  

We are committed to protecting your personal information.  However, there may be times where a situation is considered a patient safety risk, and it is appropriate to inform your supervisor or a senior member of the Trust where you are working or employed.
  
Your data will be used only for:
 
· Course administration 
· Certification 
· Evaluation and reporting 

Data is stored securely and retained for up to 7 years in line with legal requirements. 

5. Quality Assurance  

We are dedicated to providing high-quality learning experiences. 
· All trainers are appropriately qualified and experienced 
· Courses are regularly reviewed to ensure they remain relevant, inclusive and accessible 
· Feedback from delegates is valued and used to improve our services 

6. Allocation of Places 

Final decisions regarding course places are made by the Trust to ensure fair and appropriate access. 

7. Acceptance of Terms  

By booking a place, delegates confirm that they have read and agree to these terms and conditions. 

8. Our Commitment to You 

We are committed to delivering training that is: 	Compassionate – understanding individual needs 
Accountable – clear, fair and transparent 
Respectful – inclusive and supportive for all 
Excellent – high-quality and continuously improving 












General Booking Terms

1. Booking and Payment  

Course Fees and Eligibility
Some courses are provided free of charge to eligible professionals working with children and young people in Sheffield. Eligibility for a free place will be clearly stated within the course information on BookWhen and/or at the point of booking.
Course fees may apply to delegates who do not meet the eligibility criteria for a free place, including professionals working outside Sheffield or for private organisations, where applicable. Any applicable course fee will be clearly displayed before booking is completed.
By booking a course, you confirm that you have read and understood the eligibility requirements and any associated charges.
Payment and Booking Conditions
1. Where a course fee applies, full payment is required at the time of booking unless alternative arrangements have been agreed in writing.
2. Your place will be confirmed once all booking requirements, and where applicable payment requirements, have been completed.
3. If payment is not received for a chargeable place, the Trust reserves the right to offer the place to another individual on the waiting list to ensure fair access to training opportunities.
4. The Trust reserves the right to verify eligibility for free places. Where a delegate is found not to meet the eligibility criteria, the appropriate course fee may be charged.
2. Cancellations and Refunds 
We understand that plans can change and will always try to be fair and supportive. Please provide written notice of cancellation as soon as possible so that, where appropriate, the place can be offered to another delegate.
Where a course fee has been paid, the following cancellation terms apply:
· More than 4 weeks before the event: Full refund, less £25 administration fee
· Between 4 and 2 weeks before the event: 50% refund less £25 administration fee 
· Less than 2 weeks before the event: No refund
Where a place has been provided free of charge, no cancellation fee will apply. However, delegates are asked to provide as much notice as possible so that the place can be offered to another professional. 

3. Substitutions 
If you are no longer able to attend, a colleague may attend in your place.
· Please notify us in writing in advance. A small administration fee of £10 applies
4.Non-attendance
For both free and chargeable places, repeated non-attendance or late cancellations may be considered when allocating future training places, helping us ensure fair and equitable access to training opportunities for all.  

      Where a course fee has been paid, no refund will be issued for non-attendance without prior notice
5. Event Changes or Cancellation 
We aim to deliver all events as planned, but occasionally changes may be necessary.
· The Trust reserves the right to amend or cancel events if required
· If an event is cancelled by the Trust, a full refund will be issued
· We are unable to cover any additional costs incurred
6. Liability 
The Trust takes reasonable care in delivering training but cannot accept responsibility for loss, damage or injury except where required by law.
7. Data Protection & GDPR 
We are committed to protecting your personal information.
Your data will be used only for:
· Course administration
· Certification
· Evaluation and reporting
Data is stored securely and retained for up to 7 years in line with legal requirements.
8. Quality Assurance 
We are dedicated to providing high-quality learning experiences.
· All trainers are appropriately qualified and experienced
· Courses are regularly reviewed to ensure they remain relevant, inclusive and accessible
· Feedback from delegates is valued and used to improve our services
9. Allocation of Places
Final decisions regarding course places are made by the Trust to ensure fair and appropriate access.
10. Acceptance of Terms 
By booking a place, delegates confirm that they have read and agree to these terms and conditions.
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