[image: image1.jpg]Yorkshire

MESMAC

GROUP OF SERVICES




[image: image2.jpg]



	Organisation Making Request
	Proposed Date of Event
	Contact Person and Job Role
	Contact Person’s Telephone Number
	Contact Person’s Email Address (to send confirmation)
	Date Booking Form Sent

	
	
	
	
	
	


	Number of

Attendees
	Intended Audience
	Sector
	Town/City Working in
	Full Address and Postcode of Training Venue
	Nearest Station to Venue

	
	
	Statutory 
	Voluntary 
	Private 
	Other
	
	
	

	
	
	
	
	
	
	
	
	


	Full Address and Postcode of Accommodation (if applicable)
	Nearest Station to Accommodation
	Travel Details from Station to Accommodation 
	Travel Details from Station or Accommodation to Training Venue
	Travel Details from Training Venue to Station

	
	
	
	
	


	Number of Times Event Delivered*
	Start Time* 
	End Time*
	Other Information
	* only applicable to conference speaker and workshop requests 

	
	
	
	
	


Event Information (Details about the events can be found at http://mesmac.co.uk/training-for-professionals)
Event Choice (Please tick one)


Event Fee




Other Fees
 FORMCHECKBOX 
 Not Just Our Daughters (9.30am-4.30pm)
£600 (£100 of which is non-refundable) 

- Travel time (£25 per hour if based outside Leeds/Bradford)
 FORMCHECKBOX 
 ACHIEVE Training



£xxx (£xxx of which is non-refundable)

- Travel fees and if applicable taxi fares
 FORMCHECKBOX 
 Conference Speaker (in-house)

£100 (£35 of which is non-refundable)    

- Accommodation fee (if applicable) 
 FORMCHECKBOX 
 Workshop (in-house)



£100 (£35 of which is non-refundable)          
- Subsistence fee (Up to £20 per night if applicable)
 FORMCHECKBOX 
 Something Else (please say below)

	


______________________________________________________________________________________________________________________________________________

Payment Information
Please provide details of your finance department and the address where the invoice should be sent below. 
	


Terms and Conditions (Please read and sign)
Those requesting/attending the training/event must:

· Visit our website and familiarise themselves with session content prior to attending the event: http://mesmac.co.uk/training-for-professionals 

· Be aware that the event addresses difficult issues and can be very hard hitting and experienced as shocking and upsetting.
· Be aware that the event includes the use of offensive language and real life stories of boys and young men who have experienced sexual exploitation.

· Be aware that part of the training includes moving around the room

· Be aware that the PowerPoint used will be emailed to them as a PDF at a later date                                 

· Be aware that the event uses various DVDs and resources which include drug and alcohol use, small amounts of violence, swearing and undressing, older males unbuckling their belts, and scenes which imply sexual abuse and exploitation which some people may find uncomfortable and upsetting to watch.                           
· Be aware that the event highlights various responses made by a range of statutory and voluntary services. The event may not be suitable for those who are easily offended and do not like to hear examples of poor practice.
· Arrive ready to start on time and complete a feedback form before leaving (completing feedback does not apply to conference speakers).

· Not duplicate, copy or sell the training and/or financially benefit from it, acknowledging that the material and resources used are the intellectual property of the BLAST Project. Please note we do encourage professionals to share the learning.
· Pay the relevant fee, accept that cancellations made less than ten days prior to the event will not be refunded and they will be invoiced for the full amount including any other fees that may apply including travel and accommodation fees.                
· Accept that that a percentage of the fee is non-refundable as detailed above. Bookings can be transferred to days but any fees incurred for the transfer (E.g. travel and accommodation fees) must be paid for in full.                                                              

· Provide a minimum of 12 attendees with a maximum limit of 25 (No maximum limit for conference speaker requests)

· Allow resources to be stuck on the wall with blu-tak 

· Provide the following equipment and facilities ensuring that they are all set up and ready to use:
· An appropriate space for the event to take place (set up for four small groups for training requests)
· A laptop or computer

· A projector with a clear bulb and projection and good quality speakers or a good sound system

· Facilities to show a DVD, a CD Rom and a PowerPoint presentation

· A flipchart stand, flipchart paper and 4 marker pens
· Take responsibility for:

· Highlighting housekeeping, fire procedures and health and safety to attendees
· Providing copies of handouts supplied by The BLAST Project and any certificates of attendance
· Managing the administration and promoting the event, venue details, start and finish time as mentioned above and any other relevant information to attendees
· Informing attendees of the above terms and conditions and the course content
The BLAST Project will provide a DVD and a USB stick containing the presentation used. If your laptops are encrypted and you would like the PowerPoint emailing to you prior to the event taking place please give reasonable notice. Please note that it may not be possible to email the presentation due to the large size of the file. In this event The BLAST Project can provide a laptop if reasonable notice is given.
Please sign below to confirm that those requesting the event agree to, and that those attending the event are aware of the above terms and conditions:

	Name and Job Role (PLEASE PRINT)


	

	Signature


	

	Date


	


Please send this fully completed form to: 

Post:  
The BLAST Project, Yorkshire MESMAC, 22/23 Blayds Yard, Leeds, LS1 4AD

Email: 
blast@mesmac.co.uk               
Fax:
0113 245 8233                                     (Please contact the Project Coordinator on 07921 372896 for further details)                                                               
Once the booking is received a confirmation email will be sent to you. Please read this carefully as it contains important information. 

If you have not received confirmation seven days prior to the event please query this. It may mean your booking form has not been received and the event may not occur.
The BLAST Project Training and CPD Booking Form – for in-house requests








