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Course Provider Form

Contact Details
Course Title

	


Name 
	


Employer

	


Postal Address

	


Direct Phone Number

	


Mobile
	


Email 
	


I agree to have all/some of my presentation distributed after the event – 

 FORMCHECKBOX 
 Via email
 FORMCHECKBOX 
 On the HEaTED Website  FORMCHECKBOX 
 None

Course/Workshop Guidelines and Information Required

Some of the information below details what the IST needs to know in order to advertise a course or workshop (indicated with an asterisk *, these fields must be completed).  It is also intended to provide some guidelines for potential course providers outlining what they should consider when putting a course together. 
Who is the Course Recommended for?*
	


Are there any Pre-requisites? * (What do the candidates need to know, if anything, before attending the course?)

	


Cost*(we only need final cost per candidate in table below): 
This is a non-exhaustive list of what providers may need to consider when putting together a course.  We would like to keep charges reasonable and non-prohibitive.  The IST also adds a administration charge for running the courses.

	Equipment hire (what equipment will you need?)
	

	consumables
	

	Audio visual (some institutes charge for the hire of projectors etc.)
	

	Accommodation for candidates where an overnight stay is required 
	

	Hand outs/booklets (including pre and post course information)
	

	Refreshments and meals (we advise that candidates are given at least 30 mins for lunch and have regular breaks for refreshments)
	

	Staff time/costs (How much does it cost the institute to pay the course tutors for the same amount of time?)
	

	Room hire
	

	Estates charges
	

	Institutional overhead charges
	

	Personal protective equipment (overalls, lab coats. Goggles etc)
	

	Total
	

	What is the minimum number of candidates you would need to make it viable to run the course
	

	Cost per candidate (total cost divided by the minimum number of candidates)*
	


What is the maximum number of candidates you could take on the course?*
	


Do you want to assign dates for the course? And if so what are these?*
	


(We advertise courses in 2 ways, a) with dates, but will only run if the minimum number of candidates are achieved, b) without dates, and then when we have enough interested candidates we contact the course supplier to arrange dates at their convenience)

Course Description* (not all boxes may be relevant but some form of description should be supplied): 
	What is the aim of the course?
	

	What is the content of the course?
	

	What will the delegates learn or be able to do having attended the course?
	

	What are the teaching and learning methods? (do you need pre and post course information to be sent to the candidates)
	


What is the Duration of course?* (how many hours or days, and at what time of day e.g. 10am-4pm)
	


Where will the course be held? (Venue)*:  
	


Who will be running the course?*
	


What are the Health & Safety considerations (we recommend that course providers consult their H&S officer about course arrangements before committing to run a course)?
	Do you have risk assessments and COSHH forms in place.  
	

	Will you need to provide PPE
	

	Do candidates need to be warned of any potential hazards (e.g. strobe lighting)
	

	What H&S information do you need to provide to the candidates (evacuation procedures, fire alarm testing etc)
	


Have you agreement from your line manager to run the course?
	


Training Contract

Consultant/Trainer


Course:


This contract contains the details and conditions of the offer of the consultancy for offering a course/workshop through the IST
THE CONSULTANCY

Under the terms of this offer you are appointed to undertake work as set out in the course description

PAYMENT
You will be paid (£       per candidate) 

Invoices should be sent to the address below

Health and Safety

As a course provider you take responsibility for the health and safety of all delegates attending the course/workshop.  The course providers must abide by the H&S regulations and local policies of the institute where the course/workshop is being held, including risk assessments and COSHH forms.  All course providers must consult their H&S officer to ensure that the course conforms to the institutes regulations and policies.  The IST accepts no liability for personal injury that occurs during the running of a course or workshop.
Intellectual Property Rights

All course material and documents are supplied only for the personal use of the delegate.  The intellectual property rights in all such materials shall remain the property of the course provider and their use in the course shall not be taken to imply that they have been transferred to the delegate or any other person. No-one shall copy, make available, transmit, reproduce, sell disseminate, license, distribute, publish, broadcast or otherwise circulate the course materials either wholly or in part, without the express written permission of the course provider.

COURSE ARRANGEMENTS
The IST will contact the provider for further pre-course information, which must be supplied no later than 1 month before the course runs.  The IST office will supply the course provider with course packs to hand out to the delegates which will include, pens, paper, a course programme, a list of attendees and badges.
Signature:


Date:

















Please complete this form and return it to:

Wendy Mason wendymason@heated.ac.uk 90 Rockingham Street, Sheffield, SE1 4EB, FAX: 0114 272 6354. 

