Course Booking Procedure

	1. Select the appropriate course and make a note of the Course Code

IMPORTANT: CALL CENTRE STAFF: Please see below for additional booking procedure

2. Choose a 1st and 2nd Choice date for the course, from the Course Guide
3. Photocopy BOTH pages of COURSE ENROLMENT FORM overleaf, and staple together
4. Telephone xxxxx (01293 xxxxxx ext. 2109) or your Field Sales Trainer (refer to CONTACT NAMES / ADDRESSES in Course Guide), to confirm that there is delegate space on preferred date. 

5. With your line manager, complete the first page of the COURSE ENROLMENT FORM overleaf, and the Travel Requirements section of the second page (if applicable). A 2nd Choice date is requested on the form in the event of the original date being cancelled at short notice.

6. Photocopy complete form for your reference, and send/fax original to either:-

FOR HEAD OFFICE BASED COURSES: xxxxxxxx (Training Administrator, Training Centre)

FOR COURSES IN AREA TRAINING SUITE: Your Field Sales Trainer
7. The Training Centre / Field Sales Trainer complete the REST OF PAGE 2 of the COURSE ENROLMENT FORM, and will send back the COMPLETE Enrolment form
Call Centre Staff only:

Prior to making the provisional telephone booking to the Training Administrator, please check the TRAINING ATTENDANCE DIARY held by  ………………………  to ensure you can be released. Ensure that your name is written in the diary to fully confirm your place on the course.


Post Course Development – Putting the Skills into Practice 

	1. At the end of the course, the Trainer will issue a POST COURSE DEVELOPMENT form (a sample copy is enclosed in this Training Course Guide)

2.   Complete the POST COURSE DEVELOPMENT form within the first 3 days of attendance on the course

Once complete, file in your Record of Achievement (for Showrooms) or send to Personnel Department (for Head Office) for personal file. 


	TO BE COMPLETED BY THE DELEGATE’S LINE MANAGER (BLOCK CAPS) 


	Delegate Name:
	

	Job Title:
	

	Showroom / Department:
	                                                                Ext:

	Name of Line Manager:
	

	Course Title and Code:
	

	Date of Course:
	


	* For travel requirements / bookings, see overleaf (Showroom staff only)


Pre Course Objectives

What pre-course learning objectives have you agreed with your delegate? You may want to refer to the Course Objectives listed in the Training Plan. (make them SMART!:  Specific, Measurable, Achievable, Relevant, Timed).

1.

2.

3.

	Delegate’s Manager:   I endorse/fully support this application and will ensure that the delegate’s workload is planned such that they are able to attend

Signed:                                                                                          Date:

BLOCK CAPITALS:

Signed and Agreed (Delegate):




RETURN TO:-

Courses at Head Office: xxxxxxx (Training Centre, Redhill – FAX 01293 417483)

Courses in the Area Training Suite: Your Field Sales Trainer (Area Base Showroom)

TRAVEL REQUIREMENTS:

(To be completed by Showroom Managers attending courses at Training Centre or if instructed by your Field Sales Trainer)

	PLEASE TICK AGAINST YOUR MODE OF TRANSPORT:

CAR                                                  TRAIN                                                   FLIGHT



	PREFERRED DATE, TIMES OF TRAIN/FLIGHT TRAVEL (INCLUDE RETURN TRAVEL, WITH NAMES OF

AIRPORTS):

COMMENTS:



	IS ACCOMMODATION REQUIRED THE NIGHT BEFORE ?

YES                                        NO

COMMENTS:




To Be Completed by the Training Centre / Field Sales Trainer and returned to the delegate:

(a) Confirmed Date: ………………………………..
Start / Finish Time: …………………………….

(b) Course Venue: ……………………….……………………………

(c) Refreshments: …………………………………………….

(d) Pre Course Work?  

(   YES (see attached)

(    NO

	FLIGHT:  OUTBOUND DETAILS
	FLIGHT:  INBOUND DETAILS 

	Date:

Airport:

Time:                           Check-In:

Flight no.
	Date:

Airport:

Time:                            Check In:

Flight no.



	Price:
	Ticket reference no.

	ACCOMMODATION
Nights of: 

Hotel:


	TRAIN TRAVEL BOOKED? YES / NO

Details: 


PLEASE CONTACT THE TRAINING CENTRE/FIELD SALES TRAINER FOR MAP DETAILS (if required)
Signed: …………………………………………………………

(TRAINING ADMINISTRATOR / FIELD SALES TRAINER)
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