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NPSCWD CONTRACT TO ACCESS TRAINING SERVICES 2011-2012
In order to access the funded training provided by the Nottingham Partnership for Social Care Workforce Development (NPSCWD), members of the Private Voluntary and independent sectors operating in Adult Social Care and Health within Nottinghamshire and Nottingham City are required to complete this agreement.

This agreement sets out the expectations and responsibilities of the NPSCWD and members of the PVI sector when accessing the funded training provided, including the conduct expected of course attendees. This document should be completed in full by a person authorised to operate on behalf of the organisation completing the agreement.
If you have filled out a contract in previous years please ensure you update your information and read through the contract thoroughly as some details may have changed.  
Once completed please return to: 

I.S. Training, 

C2.198, 

County Hall,

West Bridgford,

Nottingham,

NG2 7QP.

Or email to istraining@nottscc.gov.uk

	Name of Provider
	

	Private or Voluntary Organisation
	

	Organisation/Holding
	

	Have you submitted a workforce plan in the last 12 months
	Yes
	
	No
	

	NMDS-sc Number
	

	Contracted With
	NCC
	
	Nottingham City
	
	Both
	

	Care Type
	Residential
	
	Homecare
	
	Learning Disability 
	

	
	Older People
	
	Nursing
	
	Dementia Care
	

	
	Supported Living
	
	Mental Health
	
	Respite Care
	

	
	Physical Disability
	
	Other
	
	…………………….

	Contact Name
	

	Contacts Position
	

	Address for Correspondence
	

	Post Code
	

	Contact Phone Number
	

	Contact Fax
	

	Contact Email
	

	Number Of Beds/Service Users
	 …………..Beds  ……………Service Users

	Number of Staff
	



1 Conditions of access to training
1.1 In order to access the funded training then this agreement must be completed in full and returned to the address at the end of the document.
1.2 You must be a provider of care or care services working in the Private, Voluntary or Independent sector within Nottinghamshire working within the Adult Social Care environment.

1.3 If you are a commercial company operating in the PVI sector as stated in point 1.2 then you must have a contract with either Nottingham City Council or Nottinghamshire County Council to deliver care services.
1.4 This contract covers specific providers within a group and so only covers employees employed directly by that provider and not the group as a whole. 
1.5 Should the above service provider’s contract be suspended or end, for what ever reason then access to this free training may be revoked.

1.6 Additional funding for training that has already been received free of charge from the NPSCWD should not be sought from additional sources.
2 Charges for course

2.1 Courses offered by the NPSCWD are currently offered for free, however the NPSCWD reserves the right to implement a charging system for each place booked on a course at any time. These charges will be made to the organisation listed on this document, and it will be the responsibility of the organisation to pay these charges not the individual employee. There are also incidences when other charges may be made and these are outlined further below.
2.2 If a course is booked but then not attended or is cancelled then a charge of £30 pounds will be made per place cancelled or unattended. To avoid this charge, notice of cancellation needs to be received 10 whole working days (Monday-Friday) before the commencement of the course. This cancellation needs to be made by phone or email and once received and processed you will receive a confirmation of cancellation email.
2.3 Some courses may require separate agreements to be signed due to the costs of the course, which will outline the different amounts of monies that will be charged if the course is not attended without cancellation.  These separate agreements will be sent out when booking for these individual courses.
2.4 Some courses offered by the NPSCWD take place over a number of days. In these cases a charge will be made for every date of the course where non-attendance occurs e.g. £30 per day.
2.5 Some courses require that attendees complete either a practical or written assessment in order to complete the course. If the attendee fails to complete this assessment then a charge may also be made.

2.6 The NPSCWD reserves the right to refuse requests for places on courses from the care provider if there have been previous repeated non-attendance on courses.

2.7
     All course bookings offered by the NPSCWD are confirmed by email or post. 

       If you believe you should have been booked on a course but      have not received confirmation 4 weeks before the date of the course please contact the I.S. training team.

        If an employee attends a training course provided by the NPSCWD without a confirmed booking then the employer will be liable for a charge of £30 per non booked attendee or the attendee(s) may be turned away.

Please retain a copy of your course booking confirmation letters to avoid this charge as these maybe requested upon arrival at the course. 
2.8
     In the event of adverse weather conditions the NPSCWD will make an assessment as to if a course will take place or not. If a course is cancelled then the NPSCWD will contact the care provider organisations who have booked on the course to inform them and no charges will be made. 

The care provider should make contact with the NPSCWD training department if further information about courses is required.

If a course goes ahead then the care provider is responsible for assessing if their staff should attend, and make appropriate safety checks, informing their members of staff due to attend of their decision. If attendees due to attend do not attend in this situation then non-cancellation charges may apply.
3 Booking on to a course 

3.1 Bookings for places on courses can be made provisionally over the telephone. These places will be held for 5 working days (Monday –Friday) before being offered to other interested parties.
3.2 In order to confirm a place on a course then a NPSCWD training course booking form is required. Without a booking form a place will not be confirmed on any course.
3.3 An organisation may only book a maximum of 4 places on any one course.
3.4 Once a booking form is received and a place(s) confirmed on a course joining instructions and a confirmation letter will be sent to you 4 weeks before the commencement of the course. No place on any course will be confirmed without a booking form. You will not receive any other communication about this course other than in the case listed in point 3.5.
3.5 If a course is full or we are unable to offer you a place on it then you will be contacted either by email or post informing you of the reason why we can not offer your organisation a place. 
3.6 If the person booked on the course can no longer attend then the service provider may send an alternative attendee who is of a suitable level from their organisation.
3.7 When booking on to a course it is the responsibility of the service provider to inform us of any additional needs that the attendee might have. This can be done via the course booking form in the space provided.

4 Code of conduct
4.1  When attending a course provided by the NPSCWD all attendees are expected to turn up to the course on time and in a fit state to participate, if the attendee is not fit to attend the course then they may be turned away.

4.2   All attendees and trainers are required to treat all other attendees with respect and without prejudice. 
4.3  All attendees will engage fully with the training and participate to the best of their ability.

4.4  Attendees will not disrupt or attempt to disrupt the learning of other attendees.
4.5  All attendees will sign the register of attendance and complete feed back forms on the day of the course.
4.6  Attendees will comply with any regulations set out by the training venue. E.g. smoking areas, areas where food can be consumed.
4.7 All mobile phones should be switch off or placed on silent mode for the duration of the course unless previously agreed with the trainer. 

4.8  Attendees are responsible for ensuring they are appropriately prepared for any course attended and for ensuring the course is appropriate for them to attend.
By signing this document I agree to abide by the conditions outlined in this document and acknowledge that I have read and understood this document.
Name: ……………………….. (Print Name)(Manager/Owner)
Position: ………………………. (Print Position)

Signature: ……………………..

Date: ……………………………
If you require this document in an alternative version such as easy to read, large print, Braille, audiotape, or help in understanding the language, please contact the training team on 0115 9774288 or istraining@nottscc.gov.uk
Version 2 updated 27/01/2011

