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Application Form for Training Course

Please ensure you have read the booking procedures and course invitation before applying for RedR courses

	Course Name:  

	Course Code: 
		Location: 
		Date (s): 
	
	Where did you hear about this training?

	
	Please fully complete the form – incomplete applications will be returned. 

	Mr/Mrs/Ms/other

		Name: (as it should appear in your certificate) 
	BLOCK LETTERS ONLY : 


	Short name you wish to be addressed by:

		Male

		Female

	
	Job Title & location

	
	NIC/Passport Number:

	
	Organisation:

	
	Address:

	
	Your personal contact 

	Phone:                  
		Fax:                             
		Email:
	
	Are you a RedR UK Member?     YES / NO                       Membership ID Number:

	To receive the RedR LSCB upcoming training events via email please tick here:     (
To be added to the participant email list for this course please tick here: 
     (

	Type of relief and development activities your organisation is involved in (please include any post tsunami relief & development experience)                         

	
	What are the key responsibilities in your current job?  Please state 3 key jobs that you are responsible for. 

	1.

2.

3.


	What experience or knowledge do you already have in this workshop topic? 

	
	Why have you chosen to come on this course?  What do you hope to achieve from this course? Please state at least 2 main expectations

	1.
2.
3.

	Please indicate if you have any special dietary requirements: 
	Vegetarian
		Non-vegetarian
	
	Fluency in English on a scale
  of 1 (Basic) to 5(Fluent)   

	1         

	2

	3

	4

	5


	Your preferred language for instruction and handouts
	English

		Sinhala

		Tamil

	
	Please fill out remaining part of the form for all paid courses  (It is essential to complete all sections):

	Course Fee due: LKR:

(this information is on the bottom of each course fact sheet)

	Band A  [   ]           Band B  [   ]          Band C  [   ]

	[   ] Paying by cheque – C / transfer - T (Cheques made payable to RedR LSCB Programme-c/o CHA ) 

(Account No: 011100008318, Nations Trust Bank, Cinnamon Garden Branch, 4th floor, 104 Dharmapala Mawatha, Colombo-07) This account number should be used for in country transactions in LKR currency.  
Overseas Transfers should be made to SWIFT Address: NTBCLKLX and quote Account No. 011180000214 and course code (Nb. A bank transfer remittance MUST be posted to support the transfer, in order for us to track your payment )


	Chq No / Transfer date:                                                          Name of Bank:


	of sponsoring organisation:


	Address of sponsoring organisation :


	Organisation contact person:

	Position :

	
	Phone:

		Fax:                                    

		Email:
	
	Your employer agrees to the conditions of attendance and agrees to pay? (Please endorse)       

	Yes

		No

	
	Employer’s endorsement :

	
	Employer’s endorsement, Name :

		Signature:
		Date:

	

	Please print out this form and return it with payment (cheque or invoicing details) to:

RedR UK/CHA LSCB Programme, 120/A, Barnes Place, Colombo 07, Sri Lanka   Email applications to applysl@redrsl.org 
Email for enquiries: enquiriessl@redrsl.org
Telephone: +94 (0) 11 493 8896             Fax: +94 (011)493 8896

Acknowledgement will be sent by email within 10 working days of receiving the form & payment.

Please read and comply with our booking terms:

Justification for request additional subsidy. Please indicate what will be your personal contribution (as pay back) in RedR/CHA local capacity building efforts (use additional sheet if needed).
** Please indicate amount or % of subsidy you are requesting. Please refer to RedR/CHA guidelines/policy for subsidy. 
All the rows below are for RedR LSCB Official use only

Events Coordinator/Administrator

( please record the dates )

Booked & informed:
Acceptance letter/date:
Reconfirmation call: 

Rejection letter:
Cancellation by applicant

Date:
Reason:
% refund/approval:
Refunded (cheque#):
Date:

Finance Officer: Fee status?

(Please record dates )

Invoice sent /date:
Payment received /date:
Receipt sent/date:
Trainer’s review/response

Accepted:
Not accepted:
Other comments:
Programme Manager Approval for bursary  and discounted fee
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Course Fees


Some courses have been designed to respond to the learning needs of the agencies directly involved in post disaster reconstruction activities.


�A subsidised fee is charged for the majority of residential courses in order to provide equitable access to participants from local NGOs and other deserving applicants who may not otherwise be able to benefit from a learning event. The fees include all meals, accommodation and training.  ��The cost of each training course is listed in the training programme and on the related course information sheet on the RedR UK website: � HYPERLINK "http://www.redr.org" ��www.redr.org�.uk 


Bursaries for Partial/Full Funding 


Applicants who cannot afford the individual rate can apply for bursaries. Limited numbers of bursaries for additional subsidy for suitable candidates are available. Priority is given to small and poorly resourced agencies and individuals who would not otherwise be able to benefit from a RedR training course, and where training will have greatest impact. Please contact RedR LSCB for further information in this regard.


�Length of Course


For the majority of residential courses, registration and introductions take place on the evening before the first day and the training starts on the morning of the day advertised as starting date. Participants must reside to complete the course. For non-residential courses (NR) the start times may vary – please check with the contact person for that particular course.��Cancellation Policy


Once you have received confirmation of your place on the training course you will be liable for the whole fee unless we receive written notification of cancellation.  


For bookings cancelled two or more weeks before a course is due to start, 90% of course fees paid will be refunded or 100% if transferred to another course.  


No refund will be made for bookings cancelled less than two weeks before the event, except in exceptional circumstances and then only at the discretion of the Programme Manager. However, we will consider transferring the fee to another course, less an administration fee of 20%.  


No refund will be made for non-attendance on the course.


In the event of cancellation of a training event by RedR, we will endeavour to inform all participants at least one week before the course is due to take place, although please be aware that this is not always possible.  In such cases, all course fees paid will be reimbursed in full, but we will not reimburse any other costs that may have been incurred, including flights, accommodation etc.


Where dates are varied or there is a change of location by RedR, course participants may request a full refund if the new dates/location is not convenient.








Applying For Courses


The current programme, application forms and details on the content of all courses can be found:


On the RedR website: �HYPERLINK http://www.redr.org.uk/en/What_We_Do/International_training/Course_Calendar.cfm ��http://www.redr.org.uk/en/What_We_Do/International_training/Course_Calendar.cfm�


Via email:  �HYPERLINK "C:\\Documents and Settings\\HP\\Local Settings\\Temporary Internet Files\\Content.Outlook\\Local Settings\\Temporary Internet Files\\Local Settings\\Temporary Internet Files\\OLKFA\\enquiressl@redrsl.org"��enquiressl@redrsl.org� �


(	Or contact RedR UK in affiliation with CHA Sri Lanka, Learning Support & Capacity Building Programme office at 120/A Barnes Place, Colombo-07, Sri Lanka or call us on +94 (0) 11 493 8896


Places will be allocated on a first come, first served basis, based upon the below categories. 


(	Applicants who are working in post tsunami relief, reconstruction and development or about to take an assignment in relief work, including RedR UK members


(	Staff of UN, governmental and intergovernmental organizations, as well as international, national and local NGOs who are working in a field relevant to the course 


potential national and local trainers who are willing to spread the learning by training others in their respective districts


Active local NGOs and local governmental agencies involved in post tsunami activities with limited training opportunities








How To Pay


Please send in a separate application form for each individual course you wish to attend.


On receipt of the FULLY completed application form & payment, an email or letter will be sent to you in acknowledgement.  If your name is placed on a waiting list we will retain your cheque.  If any places become available you will be notified as soon as possible.  In the event that no place becomes available, your cheque will be returned to you.


For paid courses, confirmation of your place will only be made on receipt of payment.


Please mark the course code on the back of the cheque, and make cheques payable to: RedR LSCB Programme-c/o CHA. Account No: 011100008318, Nations Trust Bank, Cinnamon Garden Branch, 4th floor, 104 Dharmapala Mawatha, Colombo-07  (Please  inform us if you are carrying out a bank transfer)


If your organization is paying your fees, please include on the form the organization’s name and address and the name & email address of the person to be invoiced.








Course Fees


Some of courses which are designed to respond to the learning needs of the agencies directly involved in post tsunami reconstruction activities are free of charge.


  


A subsidised fee is charged for the majority of residential courses in order to provide equitable access to participants from local NGOs and other deserving applicants who may not otherwise be able to benefit from this course. The fees include all meals, accommodation and training.  





The cost of each training course is listed in the training programme and on the related course information sheet on the RedR-IHE website: � HYPERLINK "http://www.redr.org" ��www.redr.org� 


BURSARIES FOR PARTIAL OR FULL FUNDING


Applicants who cannot afford the individual rate can apply bursaries. Limited numbers of bursaries for additional subsidy for suitable candidates are available. Priority is given to small and poorly resourced agencies and individuals who would not otherwise be able to benefit from a RedR-IHE training course, and where training will have greatest impact. Please contact RedR-IHE for further information in this regard.


 Length of Course


For the majority of residential courses, registration and introductions take place on the evening before the first day and the training starts on the morning of the day advertised as starting date. Participants must reside to complete the course. For non-residential courses (NR) the start times may vary – please check with the contact person for that particular course.


Cancellation Policy


Once you have received confirmation of your place on the training course you will be liable for the whole fee unless we receive written notification of cancellation.  


For bookings cancelled two or more weeks before a course is due to start, 90% of course fees paid will be refunded or 100% if transferred to another course.  


No refund will be made for bookings cancelled less than two weeks before the event, except in exceptional circumstances and then only at the discretion of the Programme Manager.  However, we will consider transferring the course fee to another course, less an administration fee of 20%.  


No refund will be made for non-attendance on the course.


In the event of cancellation of a training event by RedR-IHE, we will endeavour to inform all participants at least one week before the course is due to take place, although please be aware that this is not always possible.  In such cases, all course fees paid will be reimbursed in full, but we are unable to reimburse any other costs that may have been incurred, including flights, accommodation etc.


Where dates are varied by RedR-IHE, course participants may request a full refund if the new dates are not convenient.











Applying For Courses


The full current programme, application forms and further details on the content of all courses can be found:


on the RedR website at 


	� HYPERLINK "http://www.redr.org/london/training/index.htm" ��www.redr.org/london/training/index.htm� or


	� HYPERLINK "http://www.redr.org/redr/training/programme.htm" ��www.redr.org/redr/training/programme.htm�


by emailing - � HYPERLINK "mailto:srilanka@redr.org" ��srilanka@redr.org�


(	by calling the RedR-IHE in Sri Lanka on +94 (0)11 257 4182


(	by writing to: 	RedR-IHE


				Learning Support & Capacity Building Programme


			30 Alfred Place; Colombo-03, Sri Lanka


Please note that we operate a priority system for allocating training places:


(	applicants who are working in post tsunami relief, reconstruction and development or about to take an assignment in relief work, including RedR-IHE members


(	staff members of UN agencies, governmental agencies, intergovernmental organizations, international, national and local NGOs who are working in the field relevant to the course 


potential national and local trainers who are willing to spread the learning by training others in their respective districts


local NGOs and local governmental agencies who are active in post tsunami activities who have limited training opportunities





Within these categories, places will be allocated on a first come, first served basis.


How To Pay


Please send in a separate application form for each individual course you wish to attend.


On receipt of your FULLY completed application form & payment, an email or letter will be sent to you in acknowledgement.  If your name is placed on a waiting list we will retain your cheque.  If any places become available you will be notified as soon as possible.  In the event that no place becomes available, your cheque will be returned back to you.


For the paid courses confirmation of your place will only be made on receipt of payment.


Please mark the course code on the back of the cheque, and make cheques payable to: RedR LCB Programme-c/o CHA


Account No: 0111-0000-8318 Nations Trust Bank, Cinnamon Garden Branch, Colombo-07 Sri Lanka; SWIFT CODE: NTBC LKLX  (Please  inform us if you do bank transfer)


If your organisation is paying your fees, please include on the form the organisation’s name and address and the name & email address of the person to be invoiced.























� Scale of language proficiency: 1- Basic survival skills; 2- Able to communicate verbally, very basic reading & writing ability; 3- Good spoken but basic writing & reading ability ; 4- Good all-round working ability/near fluent; and 5- Fluent/native user
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