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	BOOKING FORM 2010 - 2011
Better Governance Training Programme 

Please write clearly and answer all questions! Thanks!

	
	

	1. The training programme

	Aim: The programme aims to increase trustees’ awareness of their legal obligations, improve their understanding of governance, leadership and partnership working; and develop practical skills on financial management and strategic planning to effectively give direction to their organisations.


	Tick ALL sessions you are booking:

	Core training sessions:
	Evening time 

Autumn 2010
	Day time

Winter 2010-11

	1. Governance in regards to Operations

    Management 
	(  14 Sep/10
	(  9 Nov/10

	2. Legal Obligations of Trustees 
	(  28 Sep/10
	(  24 Nov/10

	3. Partnership Working 


	(  11 Oct/10
	(  9 Dec/10


	4. Leadership & Strategic Planning 
	(  2 Nov/10

	(  18 Jan/11

	5. Financial  Management 
	(  18 Nov/10
	(  3 Feb/11


Optional training session:

	Developing a Fundraising Strategy
	(  2 Dec/10
	(  17 Feb/11


	Which option are you booking? 
	( Day time as indicated above (10.00 am to 4.00 pm)
( Evening time and indicated above (5.30 to 9.00 pm)
( Combination of day and evening sessions as indicated above
  

	Any special needs/requirements?




	2. Your personal details

	FIRST NAME: 
	SURNAME:

	Gender :
	(   Male             ( Female
	Age range 
	 ( 18-24        ( 25-49       ( 50+

	Address  

                                                                                                                    Postcode:

	Telephone
	
	Mobile
	

	Email 
	

	Are you?       ( Employed         ( Unemployed        ( Retired        (  Volunteer         ( Other


	3. Your position in the organisation

	Are you a trustee or management committee member?   ( Yes    ( No     ( Other: _______

	What is your position?    (  Chair      (  Vice-chair      (  Treasurer   (  Secretary   ( Officer 

	How many trustees your organisation has?
	
	How long have you been a trustee in this organisation?
	

	Have you been inducted to your organisation?                                                                         
	( Yes

( No        
	How many meetings of the management committee have you attended?
	


	4. Your current skills and knowledge

	Please tell us your overall level of skills, knowledge & understanding of the following areas:

	Topic
	Tick only one box per row!

	
	Very good
	Good
	Fair
	Poor
	No experience

	Understanding what governance is
	
	
	
	
	

	Understanding the function/ roles of the management committee
	
	
	
	
	

	Understanding your overall legal duties as a trustee*
	
	
	
	
	

	Understanding legal rights of employers & employees
	
	
	
	
	

	Setting a partnership step by step
	
	
	
	
	

	Understanding leadership
	
	
	
	
	

	Understanding the strategic planning process
	
	
	
	
	

	Reading and managing financial accounts 
	
	
	
	
	

	Delivering training
	
	
	
	
	


* Trustees or management committee members or directors of the board
	5. Your numeric/ language competence 

	Please indicate your level in the following:

	
	Please circulate the appropriate number. (1= lowest)

	Numeracy
	1
	2
	3
	4
	5

	Understanding of spoken English 
	1
	2
	3
	4
	5

	Ability to reason orally in English
	1
	2
	3
	4
	5

	Ability to read & understand textbook English
	1
	2
	3
	4
	5

	Do you have a formal qualification, which one?    
  ( None                      ( Level 1 (Pre-GCSE)                   ( Level 2: GCSE                 
   ( Level 3: A Levels            ( Level 4: Diploma/Degree          ( Level 5: Postgraduate/above


	


	6. Your organisation

	Name  

	Address 

                                                                                          Postcode:

	Telephone
	
	Website
	

	Email
	

	When was the organisation set up?

	What is the legal status of your organisation?

(  Unincorporated                                      (  Company Limited by Guarantee  

(  Registered Charity                                  (  Community Interest Company

(  Charity and Company Limited                  (  Other: ________________________


	Is the organisation?          A voluntary or community organisation?     ( Yes     ( No

                                         Based in Camden?                                    ( Yes     ( No

                                         Providing services in Camden                     ( Yes     ( No 

	How many employees do you have?    ( 0       ( 1 – 5      ( 6 - 10     (11 – 25     ( 25 +


	7. About your service users & services

	Please tick all the groups of users you work with:
(  Black and minority ethnic                          (  People with disabilities                     

(  Lesbian, bisexual, gay &transgender           ( Refugees & asylum seekers

(  Other, please specify: __________________________________
What are the two main services you provide? (Being 1 the most important).

1.   ………………………………………………………………………………………………….

2.   ………………………………………………………………………………………………….




	8. Accredited course: “Introduction to Teaching & Learning”

	On annual basis we allocate 10 bursaries for trustees to attend the accredited course “Introduction to Teaching & Learning” at an Adult Education College. This course usually runs in February for three days on Wednesdays, from 10 am to 5 pm. The places are given to selected trustees who have attended the Better Governance programme. 

Would you like to be considered to attend this accredited course?            (  YES

                                                                                                         (   NO



	9. Payment of deposit

	(   I include a cheque for £30 addressed to Voluntary Action Camden, which will be 

      reimbursed four weeks after I complete the training sessions I am booking. 

(   I understand and agree that if I fail to attend any of the booked training sessions, 

      VAC will retain the deposit.




Training Booking Policy
1. Booking confirmations will only be made by email unless otherwise is requested.
2. Any cancellation or alteration must be in writing and at least two days before the session.
3.
For an all day training you should attend the whole session.
4. Certificate of attendance will not be issued to participants attending just part of a training session. 

5. Admission of participants, who arrive late for more than half hour, is subject to trainer’s discretion. 

6. Please keep a copy of the booking form for your records.

7. This form can be used as an invoice

	Signature:

                    
	Date:
	


Please return this form with the deposit to: Patricia Garcia, VAC, 293-299 Kentish Town Road, London NW5 2TJ or e-mail it to pgarcia@vac.org.uk. Queries  (  020 7284 6568

Make cheque payable to Voluntary Action Camden. 
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