
 

GREENWICH COUNCIL WELFARE RIGHTS COURSES  -  BOOKING  FORM 
 

Please note: your details will be kept on a database. 
 

Name of participant ….……….…………………………………………….…………….……...…...

  

Job title ………………………………………………………………………………….....………… 

 

E-mail …………….…………………..………………..……… Phone ……………………..……….  

(confirmation letters will be sent to this email address)           
 

Organisation and Section   …………….……………………………….…….…………….…..….… 
 

Work Address  …………..……………….…………………………………………..………...……. 
 

………………………………………………………...…    Postcode ……………………..…....…..            
 

*** Please use a separate form for each course date. *** 
 

 

Course    ……………………………………………… Date   ……………………………..…... 
 

 

Do you have any special needs? ……………………………………………………..…………….… 
 

  

For your manager:  
Please tick ONE of the following boxes, and complete your details at the end. 
 

Non-paying organisations 
 

I agree to the £55 charge for late cancellation (less than 5 working days) or 

incomplete attendance, irrespective of the reason.  
 

 Paying organisations – see training programme for who we charge. 
 

      Please invoice my organisation for £90.00 (full day course).  
 

 

Please invoice my organisation for £55.00 (half-day course). 
 

Please note: we can only refund the booking fee if cancellations are received at least 5 

weeks before the date of the course.  
 

In all cases cancellations should be made in writing   
 

Manager’s Details: 
 

Name (please print) ………………………………  Signature:  ………………………… 

 

Job title: …………………….……….…     Email …….…………………………………… 
 

Email the completed forms to Wrs.Training@royalgreenwich.gov.uk, or post your completed form to 

Pansy Turpin, Greenwich Council’s Welfare Rights Service, 2nd Floor, The Woolwich Centre, Wellington 

Street, Woolwich, London SE18 6HQ.  For queries, phone: 020 8921 6376 (option 2). 

 

 

 

mailto:Wrs.Training@royalgreenwich.gov.uk


Fees 
 

Greenwich Council employees and advisers working with Greenwich residents 

from the Health Service or local community groups/advice services:  
 

Our courses are free to those who attend. 

However, we charge an administration fee of £55.00 

for all cancellations received with less than a week’s notice (irrespective of the reason for 

cancellation), for non-attendance without cancellation and for incomplete attendance. 
 

Cancellations must be made in writing, or by e-mail or fax, at least one week before the 

course. They should be sent to Pansy – see next page for contact details. 

 

 

Solicitors, Trade Unions, Housing Associations and Social Enterprises, other 

similar organisations, and Advisers from outside Greenwich:  

  
 

Whole Day Courses £90.00  

Part Day Courses and Seminars £55.00 
 

Cancellations should be made in writing. Please note, we can only refund the booking fee if 

cancellation is made, in writing, at least 5 weeks before the date of the course. 

 

Bookings 

 

First - check if the course is for you 

Some courses have criteria that you must meet, for example having a particular level of 

experience. Please check before you book. If you want to discuss whether the course is 

suitable for you - contact Corin Hammersley on 0208 921 3453. 

 

Bookings 

 bookings must be for a named person, for a specific course. There should be a 

booking form with this brochure. Please tell us on your booking form if you have any 

special needs. 

 Bookings must be authorised by a manager, training co-ordinator, or equivalent 

person. (Please make sure you have appropriate funding approval before booking on 

our courses.) 

 Email your form to WRS.Training@royalgreenwich.gov.uk . If you have a query, please 

phone us on 020 8921 6376 (option 2).  

 When we receive your booking we will send you an acknowledgement, and an invoice 

if you have to pay. 

 Further confirmation and details will be sent to you 10-14 days before the course. 

Acknowledgement and confirmation will be sent by email unless you request 

otherwise. If you don’t receive them, please phone us. Please do not attend a course 

unless you have received confirmation of your place. 
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