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 OTTERY FUNDED




Peterborough Voluntary Sector Business School

Enrolment Booking Form 

Please complete all sections on this form.  Section one provides information from the organisation where you work or volunteer, if you are unable to ask anyone to complete this please still submit your application.  Section two provides your contact details in order for us to contact you in outside of work/volunteering.  Sections three tells us which courses you are selecting and four its for monitoring.
Section one
Voluntary, Charity or Community organisation details – endorsing your application

Name of person applying:...............................................................................................

Organisation/group name:.......................................................................................................

Organisation address:..................................................................................................................

....................................................................................................................................................

....................................................................................................................................................

Organisations telephone: ..........................................................................................................

Organisation Email: ...................................................................................................

As part of your application process we would like the Chief Executive/Manager/Chair person or similar role from your organisation to complete the following:

Why would your organisation/group like the above person to attend the course?

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

What is hoped to be the benefits to your organisation/group following completion of the course 

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….
Section two

Personal details:

Your telephone number: ……………………………………………………………………………………………………………

Your email address…………………………………………………………………………………………………………………….

Please outline your current role as a support volunteer, paid worker or trustee and briefly mention what you are hoping to achieve from attending this course.

…………………………………………………………………………………………………………………

If you wish to provide information about any previous experience of course content prior to the course, please do so below.
............................................................................................................................................................

.............................................................................................................................................................
Section three - Course details 
(please note occasionally some dates may change from the advertised list below, we will notify you of any changes)

1. Core Subjects  
	Subject
	Start date 
	( the courses you wish to attend

	IT -Tutor Bryan Anderson

1. Web Design
2. 'Social Networking', 
3. 'Data Protection & Management'

4. 'Using The Internet & Email'
	30th January (5 weeks delivery)
12th March   (1 week delivery)

19thMarch (1 week delivery)

26th March (1 week delivery)
	

	Finance

Tutor David Boffey
	17th January (6 weeks delivery)
	

	Communication

Tutor Pauline Heron
	11th January (7 week delivery)
	

	Marketing

Tutor Pauline Heron
	18th January (7 week delivery)
	

	Funding & fundraising

Tutor Claire Rowan
	26th January  (7 weeks delivery)
	

	Management

Tutor Mike Parsons
	10th January (8 weeks delivery)
	


2. 2012 Day School classes

	Month
	Details – Venue for all day school classes is PCVS offices, 3 Lincoln Court, Lincoln Road, Peterborough, PE1 2RP
	( the courses you wish to attend

	January


	26th January – Sex, Violence and Rock N Roll; 
A beginners guide to what makes sensational media and attracting new audiences.  Tutor Helen Haynes from Positive Media with guest speakers from local media
	

	February


	23rd February – What are you doing? Why are you doing it? How do you know you have achieved it? an introduction to outputs,  outcomes, activities, aims and objectives. Tutor Claire Rowan 
	

	March


	8th March – Recognising and selling your success; tools and techniques for impact assessments, measuring soft outcomes and marketing your achievements. Tutor Pauline Heron
29th March – Employing people successfully and managing staff exits; good practice in employment and operating disciplinary procedures. Tutor -  Keeping HR Simple
	

	April


	11th April – Peterborough Volunteer Centre; Managing Volunteers,  Ready, Steady, Go
26th April – Designing and successfully presenting a PowerPoint presentation. Tutors Bryan Anderson & Pauline Heron
	

	May


	10th May – Using your computer and making sure it doesn’t use you; from purchasing your PC through to buying and installing software and maintaining your systems. Tutor Bryan Anderson
24th May - Designing and managing a new project; this will give you the tools for project management. Tutor Mike Parsons
31st May – Selling your ideas to funders, what stops you doing it? Tutor Claire Rowan & Pauline Heron
	

	June


	21st June – Breaking the law and not getting away with it; an introduction to Data Protection, CRB checks and confidentiality. Alison Hayward from Cambridgeshire Constabulary
28th June – Are you running your organisation or is it running you? An introduction to writing and managing policies & procedures. Tutor Mike Parsons
	

	July


	11th July – Peterborough Volunteer Centre; Managing Volunteers, Ready, Steady, Go
12th July – Thinking beyond tomorrow; building a business plan. Tutor TBC
19th July – Costing a new project; including budgeting and how to calculate and use Full Cost Recovery Formulas. Tutor David Boffey
	

	September
	12th September – Peterborough Volunteer Centre; Managing Volunteers, Ready, Steady, Go
	


Section four

Please complete the following; all information is treated as strictly confidential

Equal Opportunities
We are committed to meeting the needs of people with additional support needs. Please let us know if you have an additional need arising from, for example, hearing or visual impairment, a medical condition (such as epilepsy or ME), or if you have dyslexia or you are a wheel chair user.  This will enable us to arrange any support you may need.


Do you have a disability



Yes

No
Please provide information _____________________________________________________

___________________________________________________________________________
How would you prefer to be contacted by PCVS


By talking confidentially to a member of staff by telephone. 

In writing


Email


An interview in person
To help us monitor our equal opportunities policy could you please state what you consider your ethnic origin to be: (This data will only be used for statistical analysis).

………………………………………………………………………………………………………………………………………..

Section Five

Signing the application
Organisation/group Chief Executive/Manager/Chair or other

We would like to submit the above named person to attend the Peterborough Voluntary Sector Business School and will support them to attend 

Signed ................................................................................Date: ……………………………………..
Applicant

I agree to attend all sessions stated and will inform PCVS at the earliest opportunity if I am unable to 

Signed ………………………………………………………………………………Date: ……………………………………..

Once completed, please return the entire form to:  PCVS, 3 Lincoln Court, Lincoln Road, Peterborough.  PE1 2RP or email to reception@pcvs.co.uk

Please contact PCVS  for more information:- 01733 342683
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