
TRAINING REQUEST 
BOOKING FORM

Halton & St Helens Voluntary and Community Action, incorporating 
Volunteer Centre St Helens and Volunteer Centre Halton, is 
Registered in England & Wales as a Registered Charity No. 1106001 
and a Company Limited  by Guarantee No. 2539153.

YOUR DETAILS

Name			   Job Title

Organisation

Organisation Address

					     Postcode

Telephone No.			   Fax              	

E-mail Address

Home Address

					     Postcode

Telephone No.			   Mobile No.

DATE COURSE DETAILS COST

Total £

COURSE BOOKING DETAILS

ADDITIONAL INFORMATION

Do you have any additional needs? (eg. physical, sensory or learning needs)

PAYMENT DETAILS

  I enclose a cheque for the amount of £

  Please invoice my organisation (Must be paid within 30 days of receipt or £10 will be charged for additional invoicing.)

I confirm that I wish to reserve place(s) on the above training session(s) and that I have read and understood the 
cancellation (please see the reverse)

Authorisation Signature

Please note: Bookings cannot be accepted without a valid signature from the organisation, and must be signed by the 
person who will be responsible for any payments.

Name (print in full)

Please photocopy this booking form (one form per person), 
complete it and forward it to the address above. On its receipt, 
we will book you onto a place and confirm your bookings.  
Please note: We are unable to accept telephone bookings.

Halton & St Helens
Voluntary and Community Action

HOW TO BOOK 
To reserve a place on any of the courses please complete one booking form per person and return to:  
Training Administrator, Halton & St Helens VCA, 4th Floor Tontine House, 24 Church Street,  
St Helens WA10 1BD • Tel: 01744  457114 (sorry, we cannot accept telephone bookings) • Fax: 01744 457111



CANCELLATION POLICY 

On receipt of the booking form your place on the course is confirmed, and the following charges for cancellation or 
non-attendance will apply.

Written Cancellation 
received by CVS

More than 7 days  
prior to the event

Within 7 days of  
the event

Non-attendance or failure to 
complete the course

Voluntary & Community 
Sector Groups

£10.00 £25.00 Full price (Not including any subsidy)

Statutory/Commercial 
Sector

£10.00 Full price Full price

Unfortunately we cannot accept verbal cancellations. However, you may contact us at any time to nominate a 
colleague to attend in your place without an additional charge.

If you should require any further information please contact us on 01744 457114. 

Halton & St Helens
Voluntary and Community Action


