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Training Programme
Booking Terms & Conditions

Torbay Advice Network Training Programme

Torbay Advice Network (TAN) aims to provide a comprehensive, high quality locally based, generalist advice training programme and where appropriate bring trainees up to date with recent legislative changes. We do not wish to duplicate courses which are already available and easily accessible. Our approach is to try to provide training based on the expressed needs of the advisers. 

Our tutors are experts in their area of work and draw on considerable practice and experience. We believe training should be enjoyable and beneficial both to the participants and the clients seeking their advice. 

If you would like more information on any of the courses included in this brochure please just contact us and ask. We will then send you an information sheet on each topic requested with aims & objectives. 

It is very likely that new courses will be added to this programme. These will be advertised through TAN members and our mailing list of people who have already been on courses. If you would like to be included on our mailing list please email us at tan-info@torbayadvicenetwork.org.uk.

If there are other training courses that you think may be of interest to your organisation please contact us at the above email address with your ideas.


Quality Standards
We are endeavouring to raise the standards of advice and training in Torbay. We are doing this by:

· Carrying out training needs analysis before each training programme is produced
· Designing training courses to suit the needs expressed and identified

· Employing recognised and recommended  trainers

· Improving the knowledge and skills of advisors

Venues
The venues for training will be dependent on the number attending the course and the facilities required. Venues will be located on a bus route and within walking distance of a car park. Tea and coffee will be available on arrival and throughout the course and this will be included in the cost of the training. Lunches will not be provided, unless otherwise stated, but you will be informed on the day where the nearest cafes and sandwich bars are. Alternatively, you may prefer to bring a packed lunch and eat it in the training room.

If you have mobility difficulties, please contact us to discuss your needs and we will endeavour to ensure they are met. Use of a stairlift is available at the Town Hall.  Please contact us to make arrangements.

Booking conditions

Please complete the booking form and post to Torbay Advice Network, Room G9, Torquay Town Hall, Castle Circus, Torquay, TQ1 3DR or email 

Tan-training@torbayadvicenetwork.org.uk
To make a booking

· Please complete the attached booking form, using a separate form for each course.

· All bookings will be acknowledged electronically (where this is possible) within two weeks of receipt. If you do not receive confirmation please contact us to ensure we have received it.

· Please send payment with your booking form, alternatively you will be invoiced on receipt of your booking form. Payment is due within 28 days of the invoice. 

· Payments can be made by cheque (payable to Torbay Advice Network).

· No refunds will be given on cancellations unless we are able to fill the place. Please advise us as soon as possible so that we can offer the place to other people.

· Full costs will be charged for non attendance.

If a course is fully booked

Please book early to ensure that a place is available. If we have already sold all places we will let you know immediately and return your cheque. Alternatively, if the course is to be re-run we will give you the option of booking onto that course instead at no extra cost.

Transferring a booking

Where necessary, bookings can be transferred into a colleagues name at no extra charge. 

Canceling a booking

If we cancel a course because we do not have enough people booked on the course to make it viable, we will let you know two weeks before the course is due to run and refund your payment in full. 

In the unexpected event of a tutor canceling within the two weeks prior to the course, we will do our best to reschedule the training as soon as possible. We cannot refund any costs incurred due to the cancellation of courses. 

All cancellations must be made in writing. If you want to cancel the booking, we would first encourage you to find a colleague to take your place. 

Course fees

Fees vary for each course and will be shown on the course details. 

If you would like to become a TAN Member and take advantage of the reduced rate fees, please contact us for a membership pack.  You will only qualify for this reduction once your membership application has been approved and fees received.




Torbay Advice Network








Torbay Advice Network, Room G9 Torquay Town Hall, Castle Circus, Torquay. TQ1 3DR TEL: 01803 207532
Charity Number 1118604
Company Number 5979205

Registered Address: 11 Castle Road, Torquay TQ1 3BB
PAGE  
Torbay Advice Network, Room G9 Torquay Town Hall, Castle Circus, Torquay. TQ1 3DR TEL: 01803 207532
Charity Number 1118604     Company Number 5979205    Registered Address: 11 Castle Road, Torquay TQ1 3BB
www.torbayadvicenetwork.org.uk


