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CLIENT TRAINING QUESTIONNAIRE for Open Sessions
Disability Action is committed to providing high quality training and we would appreciate you providing us with the following information to help us ensure that your training needs are met.

Client Details

	Contact Person:
	
	Job title:
	

	Name of Organisation:
	

	Postal Address including Post Code
	Tel No:
	

	
	Fax No:
	

	
	Department

/Branch:
	

	Email Address:
	


Training Details
	How did you hear about Disability Action Training Services
	

	What is the title of the training required?
	

	Please state your purpose for this training:
	

	Please state specific objectives and/or learning outcomes you have for the training e.g. at the end of this training session participants will to able to/have an understanding of:
	

	How many people require the training?
	

	What are the names/ job titles/ of the participants?
	

	How familiar are participants with Disability Equality?
	


Participant Details

	Is English a second language for any of the participants?
	YES / NO

	Will translation into their first language be required?
	YES / NO

	What language(s) will the translation be/are required in?


	

	Do any of the participants have a disability?
	YES / NO

	If the answer is yes how many participants have disabilities?
	

	What is the nature of the disability affecting each participant?


	

	What additional support will be required?

Examples sign language, large print.


	


Invoicing Details
	Date of Training:


	

	Agreed Costs for Training:
	

	Name of person to whom invoice 

should be addressed:
	

	Address if different from stated in ‘Client Details’:
	

	Will a purchase order or reference number be required for the invoice?
	YES/NO


Cancellation Policy

Please note that Disability Action reserves the right to cancel or amend or reschedule any proposed training without liability and places/courses paid for in advance will be refunded.  
We will accept a written cancellation of a confirmed booking providing it is received no less than 15 working days prior to the start date of the course.  Verbal cancellation cannot be accepted.  The fee paid will be reimbursed less a £25.00 administration charge or this amount will invoiced if payment has not yet been received.  Full payment will be required if notice of cancellation is received less than 15 working days prior to start date of the course.  Additionally, if time has been spent in material development or background meetings are not covered under the 15 day cancellation policy and will be charged.
N.B.
Monday – Friday of one normal working week equates to 5 working days with reference to this cancellation policy.
	Signature:
	
	Date:
	
	/
	
	/
	
	


Please return by E-mail:
careyannclarke@disabilityaction.org






