[image: ]Terms of Business


	[bookmark: Open_Programme_Booking_Form]Seminar Details

	Name of Seminar
	

	Date of Seminar
	

	Cost of Seminar
	

	Participant Details

	Your Name
	

	Your Business Title
	

	Your Business Email Address
	

	Your Business Mobile Number
	

	Your Organisation Name
	

	Your Organisation Address
	

	Invoicing Details
Please ensure that funds for this seminar have been agreed and a purchase order number is provided for invoicing if used by your organisation.

	Accounts Contact Name
	

	Accounts Contact Business Title
	

	Accounts Contact Business Email Address
	

	Accounts Contact Organisation Address
	

	Purchase Order Number
	

	By signing and dating this booking form you are agreeing to the terms of business overleaf

	Signed
	

	Dated
	


This booking form should be sent to info@woodlandbaines.co.uk


Training | Audit | Investigation | Supervision | Position of Trust Coaching | AIM Assessment
www.woodlandbaines.co.uk
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[bookmark: Terms_of_Business]These terms apply to all training courses—delivered either in-person or online—provided by Woodland Baines Ltd.

Booking and Payment
Full payment is required prior to the event. Unpaid bookings may be cancelled. Accepted payment methods include bank transfer only.
VAT may be applicable to all UK-based events.
Invoices must be paid at least 30 days before the event. Invoices issued within 30 days must be settled immediately.
Remittance advice should be sent to: info@woodlandbaines.co.uk


Cancellations and Transfers
All cancellation and transfer requests need to be made in writing to the following: info@woodlandbaines.co.uk Cancellations made at least 30 days prior to the course will receive a full refund.
Cancellations made between 30- and 7 days prior will incur a 50% cancellation fee.
No refunds will be issued for cancellations made within 7 working days of the course although exceptional circumstances will be considered.
Bookings may be transferred to another individual if requested at least 2 working days before the course. Transfers to a different seminar or seminar date will be considered.
Woodland Baines Ltd is not liable for cancellations resulting from circumstances beyond its control, including but not limited to natural disasters or government-imposed restrictions.
Should the course format or schedule change, participants will be notified as soon as possible.
If a course is rescheduled and the new date is unsuitable, participants may opt for a full refund or transfer to an alternative date. Woodland Baines Ltd does not reimburse travel or accommodation expenses.

Personal Data and Privacy
Woodland Baines Ltd uses participant information to facilitate and enhance the event experience before, during, and after participation.
Participants will receive logistical details, access instructions for online events, and preparatory materials. Participant names, job titles, and organisation details will be shared with trainers to support any session planning. Participant details may appear on badges or within delegate lists (including apps or virtual platforms).
Participants may receive follow-up communications including CPD confirmations, presentation materials, and invitations to future events.
Delegates who prefer not to appear on delegate lists or have their details shared should notify Woodland Baines Ltd at the time of booking via: info@woodlandbaines.co.uk
Participant lists shared for planning purposes will be securely deleted within seven days following the event. For further details, please refer to our Privacy Notice.

Professional Conduct
We encourage open debate and discussion about dilemmas.
Participants must always conduct themselves professionally and consider Equality, Diversity and Inclusion in addition to an appreciation for other development, learning and potential trauma needs.
Participants may be asked to leave the seminar if their behaviour conflicts with professional boundaries expected of a safeguarding practitioner.
At no time should participants record audio or video footage or take images using cameras unless this forms part of a seminar exercise. Neither should AI transcription applications be used.
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