Knowsley Governor Support Service 

Training and Development Booking Terms and Conditions

What you can expect from us

· All bookings will receive a written or e-mail confirmation of receipt within 5 working days of receipt. 

· All bookings will receive a written or e-mail confirmation that course is going ahead 14 days beforehand (any courses of less than 6 attendees will be cancelled due to cost implications). 

· In the event that courses are cancelled at short notice we will try to inform any governors booked on using the contact information provided on the booking form. 

· We will provide support and advice on training courses to help you make a decision on your individual training needs. 

· Sessions are led by trainers with expert knowledge of the subject and understand governors’ needs. 

· Venues will be comfortable and accessible. 

· Governors will be actively involved and have opportunities to discuss and share ideas 

· Sessions will clarify the responsibilities of the governing body. 

· Each session will be structured and meet its aims by using a variety of activities and training methods. 

· Governors will receive written information to share with the governing body (where applicable). 

· Refreshments will be available. 

· Evaluation forms will be used to monitor quality and access to training and development and will inform future provision. 

What we expect from you

· Please apply in advance for any course you wish to attend by email, telephone, letter or  on line form.  

· All bookings must be supported by a completed booking form available online or from Governor Support Services. 

· If you are unable to attend a course you will let us know as soon as possible. 

· If you have particular support needs you will let us know in advance so we can ensure that you receive the support you require and can take full part in the session. 

· Governors will be aware that the needs of other course participants may not be exactly the same as your needs - please be tolerant. 

· Governors will arrive in good time for the course to ensure a prompt start; 

· Governors will be prepared to contribute your ideas and views for the benefit of the other course participants. 

· Governors will be requested to complete an equality and diversity questionnaire for each session you attend as part of our quality assurance process.  Strict confidentiality will be observed. The data gathered will be used to enable us to monitor the profile of governors who receive training and development.  All disclosures will be anonomised and will be for administrative and quality assurance purposes. 

· Governors will be required to complete an evaluation sheet for each session you attend as part of our quality assurance process to give us feedback.  This helps us to monitor our   service and make changes where appropriate. 

· Governors will inform their link governor for training and development or Clerk that they are  attending an event. 

Cancellations

We do try to vary the time at which sessions are held to ensure all governors have the opportunity to attend.  Courses will only be cancelled if the minimum number of governors needed to make the course viable is not met or if there are other circumstances beyond our control.  We will make every attempt to contact governors if the course has been cancelled, it is therefore imperative that you supply us with your preferred contact details at the point of booking.

Knowsley Governor Support Service 

Working with governors to support and encourage effective governance 
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