





Teaching Courses
Teaching in the Lifelong Learning Sector

Preparing to Teach in the Lifelong Learning Sector (PTLLS) QTLS

Certificate in Teaching in the Lifelong Learning Sector (CTLLS) QTLS

Certificate in Education, and Professional Graduate Certificate in Education QTLS

UCS only offers Professional Graduate Certificates in Education for the lifelong learning sector, allowing students

to teach 14-19 year olds in a further education college environment. These courses do not qualify graduates to
teach in Primary or Secondary schools.
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Teaching, Training and Development in the

Further Education and Skills Sector
FdA

COURSE SUMMARY

This course is designed to help achieve the requirements of Qualified Teaching Learning and Skills (QTLS)
status for those who support and/or teach learners in the lifelong learning sector. This includes further education,
work-based learning, adult and community learning, prison education service and the voluntary sector.

This course provides the opportunity to enhance students’ learning support skills and knowledge to professional
standards, opening up the possibilities of eventually becoming fully qualified teachers, trainers or tutors.
COURSE STRUCTURE

Modules studied include: Theories of Teaching and Learning, Assessment, Classroom Management,
Responding to Challenging People, Current Educational Training Issues, Work-based Learning, Key Skills
Provision, Research Skills, and Problem-Solving.

Modules from this course may also be used as ‘stand alone’ continuing professional development modules for
current practitioners in the sector.

WORK PLACEMENT

Students are likely to be employed in an appropriate education, training, or lifelong learning role. If this is not the
case, students will be expected to find a suitable work placement.

ASSESSMENT

Assessment is based on the student’s employment in the lifelong learning sector, where possible, using
a variety of methods such as assignments, group projects, presentations, the analysis of case studies
and classroom observations.

AFTER THE COURSE

This qualification provides the essential requirements for career advancement opportunities in further education
colleges, schools delivering 14-19 education, adult and community education, training organisations, prison
education and training. This course will also provide students with the opportunity to progress to the final year of
a BA (Hons) Education at UCS.

Key Facts
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Applications are welcome from all who
can benefit from and successfully complete
the course.

For mature students and those with

non-traditional qualifications and work

experience, please visit: www.ucs.ac.uk
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Progression routes

Use this programme route chart to help you map out your career path. Simply work
from the starting point that best relates to your present or expected qualifications
and you will begin to discover the many options that are available. The chart shows
the normal routes that are available and the possible part-time opportunities.

Postgraduate Level 7
Certificate/Diploma
BA (Hons) / BSc (Hons) Level 6

Bachelor of Arts / Bachelor of Science

FdA/FdSc Level 5
(Foundation Degrees)

Management NVQ4 Level 4
Research
Teaching

Skilled in specialist work A and AS Level, Advanced Apprenticeship Level 3
Supervisory level National Certificate/Diploma, CACHE Diploma, Access
First line management
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Skilled work, responsible
for own standard of work

Employment in industry
Routine skilled work

Unskilled work

GCSEs A-C, NVQ2, Apprenticeship
First Diploma, CACHE Certificate

g .

GCSEs D-G
Foundation Learning

Functional Skills
Foundation Learning, Pre GCSE

Level 2

Level 1

Entry Level




Brief Glossary

APPRENTICESHIPS AND ADVANCED APPRENTICESHIPS

Apprenticeships and Advanced Apprenticeships are aimed at people
aged 16 and over. There is no upper age limit for Apprenticeships.

Apprenticeships are offered across a broad range of industries and
incorporate an occupationally specific NVQ, functional skills and
technical certificates/diplomas. Apprenticeships have the benefit of
combining on and off the job training, with a structured and individual
learning plan for each leamner.

o Apprenticeships usually last two years to achieve and include an
NVQ at Level 2, functional skills and in most cases a technical
certificate/diploma.

e Advanced Apprenticeships usually takes one to four years to work
towards a NVQ at Level 3, functional skills key skills such as
numeracy and communications, and in most cases a technical
certificate/diploma.
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NVQ

National Vocational Qualifications (NVQs) are work-related,
competence based qualifications. They reflect the skills and
knowledge needed to do a job effectively, and show that a candidate
is competent in the area of work the NVQ represents. NVQs are
based on national occupational standards. These standards are
statements of performance that describe what competent people in
a particular occupation are expected to be able to do. They cover all
the main aspects of an occupation, including current best practice,
the ability to adapt to future requirements and the knowledge and
understanding that underpin competent performance.

They can be taken by apprentices, full-time employees or by school
and college students with a work placement or part-time job that
enables them to develop the appropriate skills. There are no age
limits and no special entry requirements. NVQs are organised into
five levels, based on the competences required.

The following definitions provide a general guide to the progression
from level to level and the relationship between them. Levels 1-3 are
those most applicable to learners within the 14-19 phase.
Achievement of Level 4 within this age group will be rare.

LEVELS

LEVEL 1

Competence that involves the application of knowledge in the
performance of a range of varied work activities, most of which
are routine and predictable.

LEVEL 2

Competence that involves the application of knowledge in a
significant range of varied work activities, performed in a variety of
contexts. Some of these activities are complex or non-routine and
there is some individual responsibility or autonomy. Collaboration
with others, perhaps through membership of a work group or team,
is often a requirement.

LEVEL 3

Competence that involves the application of knowledge in a broad
range of varied work activities performed in a wide variety of
contexts, most of which are complex and non-routine. There is
considerable responsibility and autonomy, and control or guidance
of others is often required.

LEVEL 4

Competence that involves the application of knowledge in a broad
range of complex, technical or professional work activities performed
in a variety of contexts and with a substantial degree of personal
responsibility and autonomy. Responsibility for the work of others
and the allocation of resources is often present.

LEVEL 5

Competence that involves the application of a range of fundamental
principles across a wide and often unpredictable variety of contexts.
Very substantial personal autonomy and often significant responsibility
for the work of others and for the allocation of substantial resources
features strongly, as do personal accountabilities for analysis,
diagnosis, design, planning, execution and evaluation.

FUNCTIONAL SKILLS

There are six functional skills, each of which is available at Levels 1
to 4 of the National Qualifications Framework. That means that
Level 1 is equivalent to the same level as GCSE grade D to G,
Foundation GNVQ, or NVQ1; Level 2 is about the Level of GCSE A*
to C, BTEC First Diploma or NVQ2; Level 3 is about the same level
as AS, AlLevel, VCE, or NVQ3.

The three Functional Skills qualifications are:
e Communication
e Application of Number

e Information Technology

These three are assessed through a portfolio of your work and by
an external test (which is marked by an awarding body).

The three wider Functional Skills are:
e Working with Others
e Improving own Learning and Performance

e Problem Solving

These three are assessed through an internally assessed portfolio
but there is no test.
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Facilities and Services

CAREERS GUIDANCE

As the choice of courses is so varied it can sometimes be a
daunting prospect. Qualified and experienced Educational Careers
Advisers are available in the Student Welfare area to discuss any
aspect of career planning, whether it is the suitability of the course or
up to date careers information. Confidential interviews, quick query
sessions, in-depth advice and personal guidance are on offer.

Higher Education students are entitled to use the comprehensive
careers guidance service of University Campus Suffolk.

West Suffolk College is the first in Suffolk to achieve the Suffolk
Careers Education, Information, Guidance and Support (CEIGS)
Standards following a rigorous assessment. The Support Standards
are intended to ensure that colleges have a strategy for CEIGS

that is quality assured.

STUDENT FACILITIES
Dining Facilities

THE BISTRO provides a range of good quality meals in a relaxed
bistro style service.

THE CONSERVATORY provides a range of hot and cold drinks,
cold snacks, sandwiches and rolls.

DA VINCI'S provides a range of light meals, hot and cold snacks,
salads, sandwiches, including vegetarian options, hot and cold
drinks etc. in a friendly environment.

Vending machines are available in The Bistro and Leonardo House
with a range of hot and cold drinks, sandwiches and snacks.

The aim of the catering department is to provide a value for money
service in a helpful and cheerful manner. A self-service system
operates, with users clearing tables as they finish, so students are
asked to help staff who are busy at times by respecting this
arrangement.

A

THE RESTAURANT

ZEST THE RESTAURANT is run by students and is open for
morning coffee and lunch (term time only).

Morning coffee 10.15am — 11.15am Monday — Friday
Lunch 12.15pm — 1.30pm Monday — Friday

Dinner 6.30pm — 7.15pm (last orders) Thursday

For more information call 01284 716259.

IN VOGUE SALONS - the Hair and Beauty
students provide a low cost salon service for fellow
students and members of the public in the state

of the art salons.

Opening times (term time only)

Monday — Thursday 9.00am — 8.00pm (4.00pm Friday)
Saturday 9.00am — 12.00pm

For more information call 01284 716233.

THE LIBRARY

The impressive accessible Library offers a friendly, helpful service

to users in all subject areas. As well as the usual extensive collection
of books, journals, computers and DVDs, we offer a wide range of
online services and resources via our Library website
(www.wsc.ac.uk/library).

Online resources include e-books, e-magazines and searchable
databases. Services include renewal of resources you have
borrowed and online inter-library loan requests. Help is available
from the staff in the Library on an individual or group basis and there
are many helpsheets for students both on the website and in hard
copy in the Library. We also offer individual IT support.

Higher Education students are also entitled to use the Library
services across the University Campus Suffolk Learning Network.
A variety of study spaces are available to suit different needs,
ranging from complete silence to busy group study space.

The Skills for Life Centre within the Library offers help to learners
in English and Maths at a basic level and also classes in English
as a second language.

Opening Times
Monday — Thursday 8.30am — 7.00pm
Friday 8.30am - 5.00pm

COMPUTER FACILITIES

Students have access to 1,400 desktop and laptop computers
across the campus that have software appropriate to their courses.
All students have free access to the Internet, Intranet (StudentNet)
and are allocated their own web-based email address once enrolled.
Students also have access to printing and scanning facilities, including
high quality colour printing. They can also use their own laptops to
access the Internet wirelessly for free across the Bury St Edmunds
campus. Advice and support on all [T-related matters is available.

COUNSELLING SERVICE

The Counselling Service aims to provide an opportunity for students
to discuss their concerns and difficulties in confidence with a trained
counsellor. Counselling takes place in a relaxed friendly setting with
a professionally qualified and experienced counsellor. For more
information call 01284 716392.

LEARNERS WITH DISABILITIES AND
LEARNING DIFFICULTIES

The College aims to provide support that will help you learn to the
best of your ability. A wide range of help is available. Whether you
have a physical or a sensory impairment, are dyslexic or have
another need which affects your learning, please inform us so we
can discuss the type of support we can offer. You have a clear right
to confidentiality and we will agree with you how this information will
be used to support your learning. You can find out more about the
support we offer by looking at the Help and Guidance for Learners
with Disabilities and Learning Difficulties which is available on our
website or from the Information Centre and Student Welfare.



MATURE STUDENTS

We warmly welcome mature students to West Suffolk College.

For some people the decision to return to the world of education is
not an easy one, and questions over a number of issues may cause
concern — especially if your circumstances change. Our advisers
aim to provide you with professional, impartial advice, and can take
you through some of the questions and decisions that you will make.

Then, when nearing the end of your course, we can continue to help
in identifying the areas where your skills are likely to succeed

PARKING

Limited parking is available for students at the College which is
subject to a charge, however the College is unable to guarantee
a parking space. Alternative parking is available at the nearby
Parkway Multi-Storey Car Park. For further information please
contact Student Welfare on 01284 716319.

EMPLOYERS

This brochure includes details of programmes which are popular
with business owners and their staff. These programmes have an
excellent track record for developing individual skills and
competencies and for adding value to organisations. If you are
unable to find training to meet your needs then please call our
business development team on 01284 716246 who will be pleased
to help you.

SPORT

College representative teams compete against other colleges in a
variety of sports including football and rugby. The St Edmundsbury
Leisure Centre is nearby and offers swimming, squash, badminton,

all weather pitches and an athletics track, together with other facilities.

College Policies

POLICY

West Suffolk College operates a policy of continuous improvement
and therefore information, fees and facilities may be subject to
change. Every reasonable effort has been made to ensure the
accuracy of the information contained in this guide, but the College
accepts no responsibility for changes, errors or omissions.

MISSION STATEMENT

The primary purpose of West Suffolk College is to provide excellent
education and training, developing skills that contribute to the
success of the individual and the economy.

CHILD AND VULNERABLE ADULT PROTECTION

The College has set procedures for dealing with issues concerning
children, those under 18 years or vulnerable adults, and/or those
over 18 years when there is a reasonable suspicion that abuse has
taken place. If you are concerned about a student or vulnerable adult
you can raise your concerns, confidentially, in the first instance with
the College child protection coordinator. It can then be decided how
best to handle the concern. West Suffolk College aims to provide
learning opportunities that meet the needs of all our community.

SAFEGUARDING POLICY

We recognise that the welfare of all young people and vulnerable
adults is paramount and that all people, regardless of ability or
culture, have equal rights of protection. West Suffolk College has a
duty of care when young people and vulnerable adults are in our
charge and we will do everything we can to provide a safe and
caring environment whilst they attend our College.

DISABILITY STATEMENT

West Suffolk College is committed to ensuring that people with
disabilities, including those with learning difficulties, are treated fairly
and equally. All reasonable adjustments to provision will be made to
ensure that learners with disabilities are not disadvantaged. The
College embraces its duty to promote equality of opportunity and to
promote positive attitudes towards people with disabilities and
learning differences. A leaflet entitled Help and Guidance for
Learners with Learning Difficulties and Disabilities, which explains
the support we offer, is available on the College website and from
the Information Centre and Student Welfare.

EQUAL OPPORTUNITIES

We are firmly committed to offering all people equal opportunities
for access to our courses within the scope of our admission policy.
We welcome applications regardless of gender, age, sexual
orientation, race, ethnic or national origin, colour, marital status,
family responsibility, disability as well as political or religious beliefs.
We regularly review our criteria and procedures to ensure our
students are selected on the basis of relevant merits and abilities.
We will also take any appropriate disciplinary or legal action to
protect students and staff from discriminatory behaviour whether
verbal or physical, by individuals or groups.

NO SMOKING POLICY

For the safety and comfort of both staff and students, the College
operates a strict no smoking policy inside and outside all of the
buildings. Smoking is only permitted in a limited number of
designated external smoking areas on the College grounds.
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Feedback form

We need your feedback

We would be grateful if you could please take two minutes to

fill in our questionnaire giving us feedback on our Employment
and Skills Development brochure, so that we can continue to
improve its usefulness. Your comments will be used to shape the
content and format of our future brochure. Don’t miss this
valuable opportunity to tell us what you think! Many thanks for
your help. The Marketing Team.

Please return this form to:

West Suffolk College FREEPOST 1H2445
Sales & Marketing Department Out Risbygate
Bury St Edmunds Suffolk IP33 3BR
Telephone: 01284 701301

Email: info@westsuffolk.ac.uk

Where did you get this brochure from?
[ ] Newspaper advertising

[] From the College
L] Other, please specify:

How effective is this brochure in supplying
the information you need?

[J Very effective

[] Fairly effective

[ Neither

[ Fairly ineffective

[J Very ineffective

[] Please describe briefly how we could improve this brochure

Was it easy to find the course(s) you were looking for?

[] Very easy

L] Fairly easy

[ ] Adequate

[ ] Not very easy
[ Difficult

Was it easy to find general information on the College?

L] Very easy

[] Fairly easy

] Adequate

[] Not very easy
L] Difficult

Is there information that we have not included in
this brochure that you would like to see?

L] Yes
[J No
[] Please state

What is your age/gender?

[ 19-30 [] 30+ [] Male [] Female

Thank you for your co-operation.



University Campus Suffolk Bury St Edmunds
Success right on your doorstep

Foundation and Honours degrees available in the following subject areas:

B Building Services Engineering B Engineering B Music Production
B Business Management (Electrical and Mechanical) B Psychology and Sociclogy
M Children's Care, Learning B English and History B Salon Management
and Development B Graphic Communication
W Chivil Engineering B Graphic Design
B Computing B Hospitality and Event Management
W Construction B Management
B Counseling (Uniformed Public Services)

To find out more:

01284 716333

UCS Bury St Edmunds located at the site of
West Suffolk College Out Risbygate Bury St Edmunds Suffolk 1P33 3RL
info@ucs.ac.uk  www.ucs.ac.uk

EWSC 4615April10 Information cormect &l the fime of printing but may be subject fo change.

h OPENING TIMES
’ (*term time anly)

g
® Hairdressing Salon
Monday — Friday: 9.00am — 4.00pm
Vol Saturday: 9.00am — 12.30pm

&

Beauty Salon

1
| l l \/O | | Monday — Friday: 9.00am — 4.00pm
e h, Saturday: 9.00am — 12.00pm

One of the highest quality teaching salons in the region,
providing students with an excellent environment in
which fo learn their craft whilst offering clients a friendly
and modermn place o enjoy the latest treatments.

Open o students and members of the public.

To book an appointment or for more details please ring
In Vogue Salon on 01284 716233 or visit www.westsuffolk.ac.uk

Term dates are available on the College website www.westsuffolk.ac.uk

BWSC 4604April10
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Suffolk School of Management

Team Leading ILM Certificate

Team Leading — Level 2

First Line Management ILM Award — Level 3
First Line Management ILM Certificate — Level 3
Management — Level 3

Management — Level 4

Award in Management — Level 5

Certificate in Management — Level 5
Purchasing and Supply Certificate — Level 3
Purchasing and Supply Foundation Diploma —
Level 4

Purchasing and Supply Advanced Diploma —
Level 5

Purchasing and Supply Graduate Diploma —
Level 6

Business and Administration

AAT Level 2 Certificate in Accounting
AAT Level 3 Diploma in Accounting
AAT Level 4 Diploma in Accounting
ILEX Certificate — Level 3

CIPD Certificate in Human Resource Practice
Business and Administration — Level 2
Business and Administration — Level 3
Business and Administration — Level 4
IT User — Level 2 (ITQ)

IT User — Level 3 (ITQ)

Customer Service — Level 2
Customer Service — Level 3
Customer Service — Level 4

Retail — Level 2

Retail — Level 3

Warehousing and Storage — Level 2

Hospitality

Cleaning Buildings and Support Services —
Level 2

Food Manufacture — Level 2

Food Manufacture — Level 3

Food and Drink Service — Level 2

Food Processing and Cooking — Level 2
Front Office — Level 2

Housekeeping — Level 2

Hospitality Supervision and Leadership Skills —
Level 3

Multi Skilled Hospitality Services — Level 2
Professional Cookery — Level 2
Professional Cookery — Level 3

Award in Food Safety — Level 2 CIEH
Award in Supervising Food Safety —

Level 3 CIEH

National Certificate for Personal Licence
Holders — Level 2 BIIAB

Award in Healthier Food and Special Diets —
Level 2 CIEH

Hairdressing and Beauty

Hairdressing — Level 2

Hairdressing — Level 3

Beauty Therapy for Mature Students
Certificate in Hairdressing for Mature Students —
Level 2

Diploma in Anatomy and Physiology
Certificate in Swedish Massage
Diploma in Reflexology

Diploma in Aromatherapy

VTCT Diploma in Health, Safety and
Security Standards

Hair and Beauty Short Courses

22
22
22

22

23
23
23
23
23
23
24

24
24
24
24
24
25
25

26

27
27

27

27
27
28
28

28
28
28

29
29
29

30
30
30

32

32
32
32
32
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33
33

34

34
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35
35

Healthcare and Early Years

Caring for Children and Young People NVQ3
Caring for Children and Young People NVQ4
Children's Care Learning and Development
NVQ2

Children's Care Learning and Development
NVQ3

Oral Health Care NVQ3

Health and Social Care NVQ2

Health and Social Care NVQ3

Health and Social Care NVQ4

Health NVQ2

Health NVQ3

Leadership and Management of Care Services
NVQ4

Pharmacy Services NVQ2

Pharmacy Services NVQ3

Distance Learning Courses

Playwork Certificate — Level 2

Playwork NVQ3

Pre School Practice Certificate — Level 2

Pre School Practice Diploma

Health and Safety

NEBOSH National General Certificate in
Occupational Safety and Health

IOSH Managing Safely

Award in Health and Safety in the Workplace —
Level 2 CIEH

Asbestos Awareness Level 1 RSPH

(The Royal Society for Public Health)

First Aid at Work (HSE Accredited)

First Aid Refresher (HSE Accredited)
Emergency First Aid at Work (HSE Accredited)
Health and Safety Procedures in Workplaces
Unit D

Paediatric First Aid

Manual Handling (Care and Non Care)
Protection of Vulnerable Adults (POVA)

Return to Study

Return to Study Diploma
Bridge to Higher Education
Introductory Access to Higher Education

Foundation Studies

Participation Unit
Prince’s Trust
Pathway

Construction

Bricklaying Diploma

Bricklaying Apprenticeship

Bricklaying Advanced Apprenticeships
Carpentry and Joinery Diploma
Carpentry and Joinery Diploma
Carpentry and Joinery NVQ2 — Apprenticeship
Carpentry and Joinery NVQ3 — Advanced
Apprenticeship

Painting and Decorating Diploma
Painting and Decorating — Apprenticeship
Painting and Decorating — Advanced
Apprenticeship

Building Services

Electrical Installation Technical Certificate
CGLI 2330

Electrical Installation NVQ3

Plumbing Technical Certificate

Plumbing NVQ2

Plumbing NVQ3

35
35

36

36

36

38

38

38

38

38

39

39
39

39

40

4
4
42
42
42
42
42

42

43

43
44

44
44
44
45
45

46
46

46
46
47
47

47

47
47
47

IEE Wiring Regulations (BS7671) 17th Edition
IEE Wiring Regulations (BS7671) 17th Edition —
Update

Inspection and Testing

(City and Guilds 2391-10)

Portable Appliance Testing

(City and Guilds 2377)

NICEIC Domestic Installer Scheme Qualification
(Part P)

Engineering

Automotive Vehicle Maintenance and Repair
NVQ2

Automotive Vehicle Maintenance and Repair
NVQ3

Computer Aided Drawing City and Guilds 4353
Intermediate

Engineering and Technology Intermediate
Certificate (Mechanical Engineering) EAL
Engineering and Technology Advanced Diploma
(Mechanical Engineering) EAL

Engineering (Mechanical and Manufacture)
National Certificate

Electronics National Certificate

Welding and Fabrication Practice Level 1
CGLI 3267

Performing Engineering Operations Level 2
(PTD)

Art and Design
Art and Design Foundation Diploma

Learning and Development

Assessor Award A1

V1 Verifiers Award

Learning and Development NVQ3

Learning and Development NVQ4

Learning and Development NVQ5
Preparing to Support

Preparing to Teach in the Lifelong Sector Award
(PTLLS)

Teaching in the Lifelong Sector Certificate
(CTTLS)

Coordination of Learning and Development
NVQ4

Direct Training and Support NVQ3
Management of Learning and Development
NVQ4

Advice and Guidance NVQ2

Advice and Guidance NVQ3

Advice and Guidance NVQ4

National Tests

Target Skills Gold

Gas and Oil

Core Domestic Gas Safety Training (CCN1)
Core Refresher Domestic Gas Training
(CCN1R)

Domestic Natural Gas Appliance Training
and Assessment

Conversion from Natural Gas to Liquid
Petroleum (CoNGLP1)

Combustion Performance Analysers Training
and Assessment (CPA1)

OFTEC Domestic Oil Firing Training (OFL50)
OFTEC Domestic / Light Commercial Oil Firing
Commissioning and Servicing Training
(OFL100)

OFTEC Oil Assessments

Energy Efficiency (City and Guilds 6084)
Unvented Hot Water Systems



Please complete and
return this form to:

Services to Business
West Suffolk College
Out Risbygate

Bury St Edmunds
Suffolk IP33 3RL

For further details:

Telephone: 01284 716246
Fax: 01284 750561
Email: s2b@wsc.ac.uk

To guarantee your place,
please remember to
include payment.

Data Protection

The college collects information about all our staff
and students for various administrative, academic
and health and safety reasons. Because of the Data
Protection Act 1998, we need your consent before
we can do this. Since we cannot operate the College
effectively without processing information about you,
we need you to sign the following consent to process
clause. If you do not do so, we will be unable to offer
you a course place, and may withdraw any offer
already made. If you require any further information
about this, please contact the Services to Business
Office. Information submitted will be treated as
confidential. By signing this form you are agreeing to
West Suffolk College processing personal data
contained in this form, or other data which the
College may obtain from you or other people, whilst
you are a delegate. You agree to the processing of
such data for any purposes connected with your
studies or your health and safety whilst on the
premises or for any other legitimate reason.

Course Booking Terms and Conditions

We cannot guarantee a place on a course unless
the booking form is accompanied by payment in full.
In the event of cancellation by the client not less than
10 (ten) working days before commencement of the
course the client will be entitled to a refund of 80%
of the course fee, 20% will be deducted for
administration costs. A cancellation within 10 days
of commencement will result in no refund to the
client. The college may at any time cancel a course
but will endeavour to advise the client with a
reasonable period of notice. Any fees paid will be
refunded in full under these circumstances. The
extent of liability by the College will not exceed the
fee paid by the client. Ownership of the copyright in
all course material and documents issued remains
vested in the College and may only be used by
delegates for their personal use. The said material
and documents shall not be copied, given, sold,
assigned or otherwise transferred in whole or part to
any third party without the express written consent of
the College. The signature on the booking form is
deemed to be full acceptance of the aforementioned
Course Booking Terms and Conditions.

West Suffolk College is committed to ensuring that
disabled people, including those with learning
difficulties, are treated fairly. All reasonable
adjustments to provisions will be made to ensure
that disabled students and other disabled people are
not substantially disadvantaged.

WA (WEST
S [ SUFFOLK
03 | COLLEGE

Services to Business Booking Form

Correspondence Address and Contact Details

Contact (Mr/Mrs/Miss/Ms etc):

Position in Company (if applicable):

Nature of Business:

Total Number of Employees:

Website:
Company Name:
Address:
Postcode:

Telephone: Mobile Telephone:
Fax: Email:
Details of Each Delegate and Course

Surname Forename | Mr/Mrs/ | Date of Course Title and Date(s) Course

Miss etc | Birth * Fee (£)

*Please note that we cannot process your booking unless a date of birth is given. Thank you.

Payment Options (Please complete as appropriate.)

[] lencloseachequeforf.................... made payable to ‘West Suffolk College’.
[J Please debit my credit/ debit card for £.................cc.eis
(We are unable to accept payments by Solo, Electron or American Express.)
Card Number: Switch Issue Number:
Valid From: Expiry Date: Security Number:
[] Please invoice my company. (Please note that we may not be able to raise an invoice if a booking
is made less than 2 weeks before the course as payment is required before the start date.)
[ ] Ihave read and agree with the course booking terms and conditions stated opposite and agree to
my personal information being used in line with the Data Protection Act 1998 (please tick).
Signature: Date:
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