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staff development
internal booking/request form 
	first name
	

	last name
	

	department
	

	job title
	

	extension
	

	email 
	

	special requirements e.g. physical or dietary
	


	course/session title
	Follow me I’m right behind you (LeAP 2) 

	date
	Tuesday 29 June 2010

	where did you find out about it?
	


Conditions

1. Bookings must be made in advance: It is essential that you book through Staff Development, please do not join the workshop on the day without having booked. We need to confirm minimum numbers in advance for the workshop to go ahead. It is your responsibility to ensure that you can accommodate attendance with the operational needs of your department.

2. Notice of cancellations:  Even though we don't charge you, courses advertised on this programme are not free of cost. We can be liable to pay an external facilitator a cancellation fee when a workshop is cancelled at the last minute. We may pass on a proportion of this cost to your department if you do not give us reasonable notice.

Please return completed forms to Ola Zochowska, Staff Development Assistant, Staff Development HR, St James Hall, Block 1 or send via email to staffdevelopment@gold.ac.uk
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