
Training for Early Years, Childcare & Play Workforce 

Terms and Conditions 

 

Course applications 
 
It is essential that we receive an application form and full payment for all our courses so we can ensure 
we provide the right facilities and resources. 
 

 The easiest way to apply is to complete the online application form. 
 

 For charged courses payment must be made on receipt of an invoice. Please note, failure to 
make payments within the allotted timescale will prevent any further courses being booked. 
This includes charges for cancellations and failure to attend a course. 

 

 As most courses can only accommodate a maximum of two staff members from any setting 
you should consider carefully who attends and whether they are best placed to pass on the 
learning to the rest of your workforce. 

 

 If you use our online booking service and would like a paper record, please print a copy of your 
booking before submitting it.  

 

 Please remember to put the course date in your diary; your application is your commitment to 
attend the training. 
 

 If you arrive at a course without booking you will be turned away. 
 
 

Course allocation and confirmations 
 

 We accept applications on a first come, first served basis but reserve the right to prioritise 
places where necessary. 

 

 If a course is over subscribed, we may restrict the number of places allocated to each setting, or 
allocate places to those with a need for specific training e.g. Makaton.  

 

 Our courses are limited and waiting lists are common, so please tell us immediately if you no 
longer require a place, so another member of the workforce can benefit. Please see cancelation 
charges below.   

 

 All places on courses will be confirmed by email or letter approximately two weeks prior to the 
date. If there are less than 10 delegates the venue for the training may change. Full details will 
be in the confirmation email.  

 

 It is the responsibility of the applicant or their line manager to check that the confirmation has 
been received. If you do not receive a confirmation two weeks before the course, please 
contact us on childcaretraining@wokingham.gov.uk. Please do not just turn up for the course. 
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Course Charges 
 

As an authority we have always delivered a wide and varied programme of training courses, 
conferences and network meetings on a low cost (subsidised) or no cost (free) basis.  
 
Whilst we are able to maintain support for professional development in this manner currently there 
will be changes to the way in which subsidies are applied. From 1st April 2017 subsidies will be applied 
using a banding system by organisational type, regardless of the type of service or services provided.  
 
See the chart below for further information on your organisation’s band.  

 

Band A Organisational Type 
Cost per 
delegate  

 Childminders 
Trainee Childminders 
Professional Home carers (Nannies/Au pairs) 
Crèches 
Out of School Providers 
Pre- Schools 
Single Site Full Day Care Provider 

 
½ day £20 
 
 
Full Day £40 

Band B   

 Multiple site Childcare providers/Chains 
 
Schools: 

o Independent  
o Free  
o Academy 
o Maintained Nursery School     
o Nursery & Reception Class 

 

 
½ Day £30 
 
Full Day £60 
 

Band C   

 Voluntary Management Committee Members 
 

½ Day £10 
Full Day £20 

Band D   

 Out of Borough Early Years Providers  
External  Organisations 
 

½ Day £40 
Full Day £80 

Variations 
 

 Safeguarding courses will be charged at £10 per person. 

 Some externally provided courses administered by the 
team will have a flat fee 

 

Cost 
dependent on 
course 

 
Bespoke in- house training will be charged at the rate of £220 for up to 20 delegates with £10 per 
person for any additional delegate above 20. This payment must be made in advance of the training 
taking place.  
 
Please be aware that some course costs may be subject to change and may also incur a charge for 
resources such as work books necessary for use by the trainer.  
 
Look out for training ‘special offers’ such as 3 for the price of 2 or reduced costs for linked sessions on 
selected courses. 

 



Cancellations  
 

 Cancellation charges will apply to all applications.  
 

 If you wish to cancel your course place, you must inform the course administrator in writing on 
childcaretraining@wokingham.gov.uk 

 
 

Cancellation fees  
 

If you cancel a course one week or more prior to  
the course date 
 

There will be no charge 

If you cancel a course less than one week prior to the  
course date 

You will be charged the full  course cost 

If you do not attend on the day, irrespective of  
whether the event is free to attend or not 

You will be charged a cancellation charge  
of £75 

 
WBC reserves the right to change and/or cancel training events if there are insufficient attendees to 
make it cost effective, or in exceptional circumstances. We aim to notify attendees of cancellation via 
their registered email address at the earliest opportunity. 

 
Your information will be stored on our database and used for the co-ordination of this training, 
monitoring and council regulated mailings. It will not be shared with other organisations without 
your prior permission. 
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