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(PVI) SOCIAL CARE TRAINING APPLICATION FORM 

	Course Details
	Course Title:
	
	Booking Ref:

(Found on course flyer)

	
	
	Preferred date(s):
	Preferred venue:

	
	1st choice
	
	

	
	2nd choice
	
	

	
	3rd choice 
	
	

	Your 

Details
	Forename(s):
	
	Surname:

	
	Job Title: 
	

	
	Directorate:
	

	
	Department/Team:
	

	
	Full Work Address 

(incl. Post Code):
	

	
	Phone No:
	

	All course correspondence will be sent via e-mail - no exceptions.

	Please provide a contact email address here: 
NB Applications will not be processed without an email address.


	

	In applying for this training, I agree to attend the full duration of the course - no exceptions
Applicant Signature:                                                                                  Date:

	Special Requirements

	
	

	Please specify equipment, e.g. hearing-loop, wheel-chair access, high back chair etc
	

	
	

	Line Manager Details (Please Print)

This application form will not be accepted without full completion of this section



	Name:
	

	Job Title:
	

	MANAGERS AGREEMENT

Have the Personal Learning Objectives of this applicant been discussed with them?

Has their commitment to attending the entire course been agreed?                        
	Yes/No

Yes/No



	Managers Signature:                                                                                 Date:



Send completed application forms to: 

Mary Johnson, PVI Social Care Training Administrator
Kent County Council (KCC), Human Resources,
2nd Floor, Brenchley House, 123 – 135 Week Street, Maidstone, Kent ME14 1RF.
Fax: 01622 696359, Email: PVISocialCareTraining@kent.gov.uk  Tel (enquiries only): 01622 221816, Internal Ext: 7000 1816
Please use the Word scroll bars to move you down Page 2 of this form if completing electronHow to Apply:
1. Please allow ONE completed Training Application Form per delegate per course title.
2. Do not  submit an application form more than once, either fax, post or email it, do not fax it then post it, email then post it etc. The form is only required once for processing provided it’s been completed in full.
3. Complete the 1st, 2nd & 3rd date choice boxes.  If the 1st choice is already full upon receipt of the application we will automatically add the delegate name to the next available course date based on the 2nd & 3rd options given.

4. Any submitted application forms which are not completed in full including course title, contact email addresses etc will not be processed & no contact will be made with delegates concerned to advise.

5. Once a delegate has been allocated a place an email confirming course attendance, date & details will be sent. This is usually on the nearest working day to the form being received in the office. This initial communication will then be followed by a joining instructions email approximately 1 week prior to course commencement.  If this email communication confirmation is not received, 1 per person per course unless the same email address is being used for a multitude of delegates on the same course date, then delegates are not permitted to just turn up as they will be turned away by the trainer if their name does not appear on the final delegate list.
6. All application forms MUST be authorised by a relevant Line Manager and will not be accepted / processed without this.  

7. Send completed application forms to:

Mary Johnson PVI Social Care Training Administrator, Kent County Council (KCC), Adult Services Learning Resources Team (ALRT), 2nd Floor, Brenchley House, 123 – 135 Week Street, Maidstone, Kent, ME14 1RF.   
Fax: 01622 696359      
Email:   PVISocialCareTraining@kent.gov.uk
Cancellations:
If for any reason a delegate is no longer able to attend a confirmed course then they must please provide as much notice as possible to the email address: PVISocialCareTraining@kent.gov.uk so that the relevant course training pack can be updated & the venue concerned notified.
Reason for cancellations is required & a record will be kept on file.   
Please note that ALL non attendance of a course will be followed up with both delegate & their associated Line Manager.
NB
Please do not just turn up for a course unless you have received email confirmation from the Adult Services Learning Resource Team (ALRT) as we need to keep a record of specific numbers for Health & Safety regulations, seating arrangements etc.  
If the correct procedure, detailed above, is not followed then delegates will not be allowed to remain at the course.
It’s strongly recommended that copies of submitted application forms are kept on file for future references should the need arise.
Adult Services Learning Resource Team (ALRT)
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