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TRAINING REGISTRATION FORM
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Please return your completed form to fax: (07) 4771 2565 or email: training@tphumancapital.com.au

Thank you for completing the TP human capital Registration form.  This is integral as it assists in ensuring all course documentation is accurate for participants on course commencement.  It would be most appreciated if you can distribute a copy of the terms and conditions of business to each participant prior to their attendance at the training course. Please ring to confirm receipt of registration form.
On receipt of this Registration form, our Training Coordinator will confirm your booking via email. If you do not receive a booking confirmation, please contact our office on (07) 4772 3800. We look forward to working with you and your team members!

	Enter Course Name
Enter date(s)

	Company Details (if applicable) 

	Company Name:
     

	Postal Address: 
     

	Contact Person: 
     
	
	Daytime Tel: 
     

	Email Address: 
     
	
	Facsimile:
     

	Declaration: 

I agree to the terms and conditions of business contained herein
	
	
	     

	
	Signature
	
	Date

	Participant(s) Details – please forward a separate sheet when more than 2 attendees are involved

	Participant’s Name: 
     
Position: 
     
	
	Daytime Tel: 
     

	Postal Address:
     
	
	Email: 
     

	Participant’s Name: 
     
Position:
     
	
	Daytime Tel: 
     

	Postal Address:
     
	
	Email: 
     

	Are there any special needs we need to be aware of in relation to any of the participants? 
Please specify name of participant and details.
Physical Disability: 
      
Medical requirements: 
      

Other (please specify): 
     


	Training course
	Course price per person
	No. of participants
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Total Course fee

	Enter course name
	$      
 FORMDROPDOWN 

	     
	$      
 FORMDROPDOWN 


	Please note: 25 % of the total course fee will be withheld to cover administration and courseware costs, in the event you cancel this training course, as per our terms and conditions attached


Method of payment: due prior to commencement of course
	 FORMCHECKBOX 

Cheque
	Please make cheque payable to TP human capital (ABN 41 099 640 507)

	 FORMCHECKBOX 

EFT 
	Electronic Funds Transfer details:  BSB  084-970
Account Number 87-401-7751 
Please fax/email payment confirmation

	 FORMCHECKBOX 

Visa


 FORMCHECKBOX 

MasterCard

Credit Card Surcharge: 2%
	Card Number:
                       -                        -                        -                       
Expiry Date:
      /      
Cardholder’s Signature:


Cardholder’s Name:       


	 FORMCHECKBOX 

Invoice my company

(must have a purchase order)
	Company’s Registered name
     


	Attention:  

	Authorising person’s Name and title
     


	P.O. #       

	 FORMCHECKBOX 
 Attached
 FORMCHECKBOX 
 Posted
 FORMCHECKBOX 
 Faxed

	 FORMCHECKBOX 
 Post 
 FORMCHECKBOX 
 Fax 
 FORMCHECKBOX 
 Email Invoice to:
	     


Terms and Conditions

	Booking and Payment

TP human capital considers the payment, receipt of a Registration Form and/or Purchase Order as confirmation by its client to undertake training. 

Please note the following:

a) Advance Bookings: course fees are due a minimum of two working weeks before commencement of training.

b) Bookings made within the two-week pre-course period must be accompanied by immediate payment.  These bookings are subject to seat/resources availability.   

c) Accredited Courses: Certificate II and III – have a nominal duration of 12 months and Certificate IV/Diploma, 24 months.  Additional fees will apply for extending time.

d) Customised training: minimum of 2 hours (regardless if training time falls below this timeframe)

Clients will receive a confirmation addressed to the Training Contact Person named overleaf.

Transfers or substitutions

Participants can transfer to another course as long as written notification has been received 5 or more working days before the scheduled course date (maximum of 2 transfers). A 15% (of the total course fee) transfer fee will apply.  If you do not receive acknowledgement from TP human capital of the transfer/substitution notification, please follow up with your contact person.

In most cases, participants are able to be substituted before course commencement.  

Refunds

Will be paid:

Computer and Professional Development training:

· If written cancellation is received, giving 5 or more working days’ notice, you will receive a 75% refund (25% is withheld to cover administration and courseware costs)

· If the course you are enrolled in is cancelled due to insufficient bookings or conditions beyond TP human capital’s control, you will receive a full refund or transfer of funds to a future course - TP human capital does not accept liability for travel and/or accommodation costs that may have been incurred

· If you have commenced a course but can’t complete the training for some reason, TP human capital reserves the right to determine whether a credit towards future training is applicable (credit transfers must be completed within 6 months from the non-completion date)

Accredited training:

· If you commence a Certificate or Diploma Course and wish to withdraw, your request for withdrawal must be in writing.  
· TP human capital reserves the right to determine the level of refund (if any) taking into account a range of factors including courseware, level of participation, submission of assessments, response to facilitator’s requests, attendance at tutorials/site visits, length of time elapsed since commencing course, and a standard administration fee

Will not be paid:
· If you cancel or transfer within a 4 day period immediately prior to training

· If you do not arrive for training

· If your behaviour is disruptive to other people in the training program and you are asked to leave

Access and Equity

TP human capital is committed to meeting the needs of individuals and the community as a whole through the integration of access and equity guidelines including the fair allocation of resources and the right to equality of opportunity without discrimination.


	Mutual Recognition

TP human capital recognises qualifications issued by any other Australian Registered Training Organisation.

Recognition of Prior Learning (RPL)
TP human capital ensures that an individual’s prior learning – achieved through formal and informal training, work or life experiences – is appropriately recognised.  Our RPL process is available to all potential applicants and involves a process that is fair to all parties.  RPL may be sought up to 100%.  Ask our Accreditation Co-ordinator for more information.

Reassessment

You can attempt multiple reassessments for any unit for which you have been assessed “Not Yet Competent”, however, only one reassessment per unit will be at no additional cost; the others will be on a fee-for-service basis.  Please direct enquiries to the Accreditation Co-ordinator.

Complaints / Appeals Policy

If you have a problem at any time with the room hire at TP human capital, then you can follow these steps to make sure you have your problem resolved.

Stage 1
Talk to your contact person with details of your problem. The contact person will, within one working day, respond verbally to that complaint  to satisfying your requirements

Stage 2
Should your complaint still be unresolved, you should approach the Training Manager with written details of the complaint. The Training Manager will, within five working days, respond verbally to your problem with a view to resolving the situation.

Stage 3
Should your problem still be unresolved, the Training Manager shall, within one week, call a meeting of everyone involved to clarify all issues and reach a satisfactory resolution of the problem. An agreed timetable will be drawn up to define time frames of actions required. Minutes will be taken and copies given to everyone at the meeting.

Mobile Phones

· Mobiles phones must be turned off during training sessions but can be used for inbound and outbound calls during breaks

· Attendees expecting an emergency call can alert their facilitator and reception staff to make sure it gets through
General - Participants

· Are responsible for their personal property whilst at our learning centre.  

· Are requested to arrive at least 15 minutes before the start of the training programme and to comply with WH&S and evacuation requirements (including signing in/signing out and wearing identification tags)

· Appropriate clothing and footwear is to be worn whilst attending training sessions, e.g. smart casual to office attire (no thongs or slip slops please) 

General – TP human capital

· All training materials are the property of TP human capital unless otherwise specified

· From time to time, facilitator(s), course content, times, dates and/or fees are liable to change.  We will strive to advise participants of the change(s) prior to course commencement wherever possible 

· The views and opinions expressed by facilitator(s) may not always be in accordance with TP human capital’s requirements and policies.  

· Your privacy is taken seriously.  Our Privacy Policy can be found at www.tphumancapital.com.au, or, you can speak to our Privacy Coordinator by calling (07) 4772 3800 





Computer and Professional Development Training fees include training, training manual, lunch, morning and afternoon teas and record of attendance.
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