ADAM SMITH

Terms and Conditions of Booking

1. Transfers and Cancellations of Training Courses

Delegates may transfer their registration for one course to another
course up to 14 days prior to the original course date. Once a
delegate has transferred, our terms and conditions apply.

If you cancel a training course, all cancellations must be made no
later than 30 days before the start of relevant training course.
Thereafter, cancellation made will be subject to a cancellation
charge as follows:

* Cancellations made 20-29 days prior to the training course date
will incur a cancellation fee of 25% of the course cost.

e Cancellations made 14-19 days prior to the training course date
will incur a cancellation fee of 50% of the course cost.

* Where cancellations are made up to 14 days before the course
date, you will remain liable for the whole cost. No transfers will
be accepted in this period. Transfer requests will be treated as a
cancellation and the full cost will be payable.

We can only accept cancellations made in writing (including email).
If a delegate fails to attend a training course, full payment will be
required.

We reserve the right to cancel a training course at any time, without
incurring any additional liability to the Licensor or any delegate. In
such circumstances, we will offer the choice of alternative date, or a
full refund.

2. Terms of Payment

Invoice payment terms are 30 days from date of invoice and full
payment must be received before the start of the training course,
whichever is sooner.

3. Events Outside Our Control

We will not be liable or responsible for any failure to perform, or
delay in performance of, any of our obligations that is caused by
events outside our reasonable control (Force Majeure Event). A
Force Majeure Event includes any act, event, non-happening,
omission or accident beyond our reasonable control.

Our performance is deemed to be suspended for the period that the
Force Majeure Event continues, and we will have an extension of
time for performance for the duration of that period. We will use our
reasonable endeavours to bring the Force Majeure Event to a close
or find a solution by which our obligations may be performed
despite the Force Majeure Event.

4. Our Right to Vary these Terms and Conditions
We have the right to revise and amend these terms and conditions.
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Terms and Conditions of Booking

For anyone wishing to book onto a course being delivered by Adam
Smith Business Solutions then please see their Terms and
Conditions opposite. For courses in this programme not delivered
by ASBS, the following CVS Fife Terms and Conditions apply.

1. Transfers and Cancellations of Training Courses

Delegates may transfer their registration for one course to another
course up to 14 days prior to the original course date. Once a
delegate has transferred, our terms and conditions apply.

Substitutes will be accepted if notified in writing before the event.

Cancellation of Chargeable Courses (not including Adam
Smith Business Solutions Courses)

¢ Cancellations must be received in writing at least 10 working
days before the training event.

¢ Cancellations received with less than 10 working days notice of
event will still be charged at full course fee cost.

e Courses are subject to cancellation if there are insufficient
bookings. We will advise you, where practically possible,
approximately one week prior to start date of the course.

We can only accept cancellations made in writing (including email).
If a delegate fails to attend a training course, full payment will be
required.

We reserve the right to cancel a training course at any time, without
incurring any additional liability to the Licensor or any delegate. In
such circumstances, we will offer the choice of alternative date, ora
full refund.

Cancellation of Free (Non Chargeable) Courses

Cancellations must be received 5 working days before the training
event.

Courses are subject to cancellation if there are insufficient
bookings. We will advise you, where practically possible,
approximately one week prior to start date of the course.

2. Course Bookings
We can accept booking received by post, email, fax and telephone.

Confirmation of booking(s) will be given. If you do not receive
confirmation of booking then please contact CVS Fife.

Anyone using an ILA Scotland account against Adam Smith
Business Solutions courses the booking must be made with Adam
Smith Business Solutions only who will confirm booking.

3. Terms of Payment

Invoice payment terms are 30 days from date of invoice and full
payment must be received before the start of the training course,
whichever is sooner.

4., Events Outside Our Control

We will not be liable or responsible for any failure to perform, or
delay in performance of, any of our obligations that is caused by
events outside our reasonable control (Force Majeure Event). A
Force Majeure Event includes any act, event, non-happening,
omission or accident beyond our reasonable control.

Our performance is deemed to be suspended for the period that the
Force Majeure Event continues, and we will have an extension of
time for performance for the duration of that period. We will use our
reasonable endeavours to bring the Force Majeure Event to a close
or find a solution by which our obligations may be performed
despite the Force Majeure Event.

5. Our Right to Vary these Terms and Conditions
We have the right to revise and amend these terms and conditions.



ESF TRAINING PROJECT BOOKING FORM

Skills for Scotland

, o . EUROPE & SCOTLAND
Courses and Seminars for Voluntary Organisations and Community Groups European Social Fund

Investing in your Future

Please return booking form to: CVS Fife Training Project, 23-27 Randolph Street, Buckhaven, Fife, KY8 1AT

Tel; 01592 569936 - Fax: 01592 567009 - email: carolynecerchiari@cvsfife.org
Organisation Address
Town Postcode Tel: No. e mail:

I would like to apply for a place(s) on the following course(s):

Title Name of Attendee Job Title Course Course Fee Dates
(if Applicable)

Payment Options (please tick)

| have enclosed a cheque| ] I wish to be invoiced [ | | wish to pay via Individual Learning Account (ILA).[ ]

(P/O No ifrequired) ] ILA Scotland Account No.| _
Note this is required to secure your booking

Please note CVS Fife's Terms and Conditions apply, however if the training provider is Adam Smith Business Solutions then it's Terms and Conditions are applicable.
Please see the back of this form for Terms & Conditions. The Terms & Conditions can also be found in the Training Programme and on our website - www.cvsfife.org

Please give details of any special requirement(s):
e.g mobility, disabled access,loop system etc

I confirm the details above are correct and accept the terms are conditions against this booking.

Authorised Signature: Print Name: Date:




	Accreditation 6
	Accredited Awards in Coordinating / Managing Volunteers 6
	Volunteer Centre Fife 7
	CVS Fife - Training & Services 8
	College Courses 9
	Finance 10
	Basic Book-keeping NEW! 10
	Sage 50 Accounts Professional (Essentials) 10
	Sage 50 Accounts Professional (Intermediate) 11
	Sage 50 Payroll (Intermediate) 11

	Health & Safety 12
	Anaphylaxis Awareness NEW! 12
	Emergency First Aid at Work 12
	First Aid at Work (HSE) NEW! 13
	First Aid at Work (HSE) Refresher NEW! 13

	Moving and Handling (Awareness) 14
	Moving and Handling (People) 14
	Personal Safety Training NEW! 14

	ICT 15
	Excel for Business (Advanced) 15
	Excel for Business (Essential) 16
	PowerPoint Essentials 17
	Project for Business (Essentials) 17
	Project Management for Business 18
	Project: Working with Resources 18
	Project: Working with Tasks 19

	Organisational Development 20
	Applying for Charitable Status NEW! 20
	Demystifying Outcomes NEW! 20
	Diversity Awareness for Social Work Service Staff 21
	Governance & Leadership 21
	Introduction to Fundraising NEW! 22
	Introduction To/Refresh Policies and Procedures for Voluntary Organisations NEW! 22
	Minute Taking NEW! 22
	Vulnerable Adult Awareness Level 1 Basic Awareness 23

	Working with Volunteers 24
	In-House Bespoke Training 24
	A. Introductory Courses

	Dealing with Difficult Volunteer Behaviour 24
	Good to Great Management Committees 24
	Preparing for Volunteering 25
	Supporting Volunteers in Sports Organisations 25
	B. Intermediate Courses
	Course 01 - Planning Strategically for Volunteer Involvement 26
	Course 02 - Effective Volunteer Recruitment 26
	Course 03 - Matching Volunteers to Roles & Tasks - Effective Interviewing & Selection 27
	Course 04 - Increasing Volunteer Effectiveness Through Training and Development 27
	Course 05 - Supporting and Supervising Skills 28

	C. Advanced Courses
	Course 06 - Promoting Diversity in Your Volunteer Programme 28
	Course 07 - Health and Safety and Risk Management in your Volunteer Programme 29
	Course 08 - Motivation, Retention and Development of Volunteers 29
	Course 09 - Developing Volunteer Portfolios 29
	Course 10 - Creating Positive Staff/Volunteer Relationships 30
	Course 11 - Managing Youth Volunteering 30



	Health Improvement Training Programme 31
	Brag Enterprises 32
	Maps of Venues 33
	Adam Smith College - Levenmouth Campus 33
	Lomond Centre - Woodside Way, Glenrothes 33
	Adam Smith College - Kirkcaldy Map and Directions 34
	Adam Smith College - Glenrothes Maps and Directions 36
	St Bryce Kirk 38
	Terms and Conditions of Booking 39




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /CMYK
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<

    /BGR <>
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /CZE <>
    /DAN <>
    /DEU <>
    /ESP <>
    /ETI <>
    /FRA <>
    /GRE <>

    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)
    /HUN <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /LTH <>
    /LVI <>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /POL <>
    /PTB <>
    /RUM <>
    /RUS <>
    /SKY <>
    /SLV <>
    /SUO <>
    /SVE <>
    /TUR <>
    /UKR <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


