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     EMPLOYER BOOKING FORM (EBF 2010/11)
Employer Bookings

Gallowgate Centre, Gallowgate, Aberdeen, AB25 1BN

Tel 01224 612330, Fax 01224 612502, email: employerbookings@abcol.ac.uk


COMPANY/SPONSOR TO BE INVOICED:

	Company name:  

	Address:

	

	Post Code:                                                                     Telephone No:

	Contact name:                                                                Email Address:

	Purchase Order No. (if applicable):
IF YOU REQUIRE A PURCHASE ORDER NUMBER ON YOUR INVOICE YOU MUST SUPPLY THIS AT THE TIME OF BOOKING.  PURCHASE ORDER NUMBERS RECEIVED AFTER BOOKING CAN NOT BE ADDED.


EMPLOYER DETAILS (if different from above):

	Company Name:

	Address:

	

	Post Code:                                                                     Telephone No:

	Contact name:                                                                Email Address:


If an applicant declares an additional learning need, he/she may be asked to attend the Learning Development Centre (LDC) so that additional needs can be assessed and any support can be identified.  The support recommended may include attendance at the LDC for additional support, in addition to attendance at classes. 

TERMS AND CONDITIONS OF ADMISSION OF STUDENTS TO ABERDEEN COLLEGE

All part-time courses will be invoiced in full at the time of booking.  Course fees are non refundable unless the College cancels the course or in line with the Refund of Fees Policy.  Fee rates are published annually in the College Part Time Guide and on Aberdeen College website.  On signing this booking form, the company agrees to be credit checked.  If the company fails the credit check, all fees must be paid prior to the booking being processed.

· Confirmation of places will be issued within 10 days of booking.  

· Confirmation that a College place has been allocated constitutes a legally binding contract between your organisation and the College.
· If, for any reason, a student has to withdraw from a course, the College must be notified in writing.  
	Our Company/Partnership/Agency/Institution agrees to meet all fees and expenses associated with the attendance of the student(s) listed overleaf.  All monies due to the College will be due and paid in full in pounds sterling, no amounts may be deducted or withheld from any monies due to the College to cover any administration or similar charge.

	Name of Authoriser

(please print)
	Designation

	Signature

(Employer Booking Forms cannot be accepted unless signed)
	Date


Marketing Information – to assist us with our information services please could you indicate how you found out about the course(s) for which you have applied.  Please tick the relevant box(es).

	College Leaflet/Guide/Course Catalogue
	Press Advert
	Former College Student

	Radio Advert
	Website
	Friend/relative

	Employer
	Other
	


STUDENT DETAILS (please complete a new form for each student)
	Surname 
	Title: 
( Mr
( Mrs
( Miss  ( Other 

	First Name
	Date of Birth

	Address
	Student Reference 

Number (if known)

	
	Email


	Post Code
	Daytime Phone Number 

	Employer Name 
	Home Phone Number

	Are you an asylum seeker or refugee? 

 ( Yes    (No 
Nationality_______________________________
	How long have you been resident in Scotland?

​​​​​​​​​​​​________________________________

	Are there any restrictions on your right to remain in the UK?  ( Yes    (No

e.g. do you have a work permit, dependants visa, student visa etc.


Additional Learning Requirements 
The College is committed to promoting equality of opportunity. If you have any additional support needs or you have been made an offer of a place onto a course, you will then have the opportunity to attend a meeting with an Initial Assessor from the Learning Development Centre, so that additional needs can be assessed and possible support requirements identified.

Do you have any additional learning requirements because of dyslexia, visual/hearing impairment, mobility difficulties or for any other reason.? 
( YES

(NO,  If YES please specify below

THE COURSE REFERENCE MUST BE QUOTED ON THIS FORM.  FAILURE TO DO SO WILL RESULT IN A DELAY IN THE BOOKING.
	Course Reference

(as it appears in part time guide)
	Course Title
	Start Date

	
	
	

	
	
	

	
	
	


HNC/HND Courses/Units
All students registering for SQA Higher National Certificates/Diplomas (HNC/HND), Advanced Diplomas or individual Higher National (HN) units must pay, in addition to the course fees, SQA Administration Fees.  Please refer to the part time guide, or contact the Employer Bookings Administrator for details, including current rates. 
Please specify the SQA fee payable for this course
:

(  HNC/HND Group Award
(  HNC/HND Single Unit Fee
( Not applicable–already paid

SKILLSEEKERS/MODERN APPRENTICES

Please indicate if you are receiving Skillseekers/Modern Apprentice funding from a training agency   (
GUIDANCE

For some courses specialist Subject Guidance is required before booking.  Please refer to part time guide, or contact the Employer Bookings Department/Information Centre for details.

(  Guidance Received

(  Guidance Not Required                                                                    


IMPORTANT – PLEASE READ CAREFULLY

“If you do take up a place on a College course, before the start of the course you will be asked to sign an enrolment form.  In signing the form and/or taking up a place on a College course, you will enter into a contract with the College and be bound by the Aberdeen College Standard Terms and Conditions of study.  Copies of the Terms and Conditions are available for inspection at various locations throughout the College, at the College Reception, on the College website or can be obtained on request from the College’s Admissions Manager, Aberdeen College, Gallowgate Centre, Gallowgate, Aberdeen, Scotland UK AB25 1BN.”
Student Signature________________________________________​​_______     Date ________________


[image: image1.png]_1183364944.bin

