Joint Council for the Welfare of Immigrants
campaigning for justice in immigration & asylum law & policy for 38 yvears

JCWI Website - Training Course Booking Form
PLEASE PRINT AND COMPLETE IT CLEARLY IN BLOCK CAPITALS. RETURN TO THE ADDRESS AT THE BOTTOM OF THE
FORM WITH YOUR PAYMENT.

Contact name

Organisation

Address

Postcode

Telephone

Fax

Email

Where did you hear of JCWI

courses?

Participant’s name Course name Code Date Fee

Total fee for course(s) before discount

M

10% discount will apply when booking on three or more courses or if you book on

a 5-day course plus another course (members only)

Sub Total

Add VAT @15%- all training fees are subject to VAT

Membership fee (if applicable)

I require an invoice (additional £2.00 charge)

M| M| M| M M

TOTAL FEE PAID

Fee Category, please tick all boxes applicable (without this information we will be unable to process your booking):

| Non Member
[] 3cWI Member: number category (pls choose from the categories bellow)

[] Unwaged (inc students and pensioners) [] Voluntary organisation/group
[] Individual/freelance L] private practitioner [] Statutory body [ ] Commercial organisation

D I enclose a cheque payable to JCWI

D Please debit my credit/debit card account (Visa / MasterCard / Switch) delete as applicable

/ / /

Issue no.(Switch): Valid from date: Expiry date: 3 digit security code:

Name of cardholder: Signature:

D I / We declare that I/We will abide by the JCWI constitution (those applying for membership only)

Signature:

Address where Credit/Debit card is registered to:
(if different from above)

(please write in block capitals)

Please return your booking form with your cheque payable to JCWI to:
JCWI, 115 Old Street, London EC1V 9RT

Tel: +44(0)20 7553 7468 - Fax: +44(0)20 7251 8707

Email: info@jcwi.org.uk Website: www.jcwi.org.uk



Training Course Booking Information (PLEASE KEEP THIS FOR REFERENCE PURPOSES)

Booking Procedure and Payment:
Bookings will only be accepted on receipt of a completed Booking Form. Please note that we are unable to accept telephone
bookings.

All courses MUST be paid in full to JCWI before the start of the course. ONLY bookings already paid are secure. If full
payment is not received at least 10 working days before the course date, JCWI is obliged to re-allocate unpaid places to any
bookings accompanied with payment. Late bookings will be subject to the standard JCWI cancellation conditions (see below).

Payment may be made by cheque (payable to JCWI) or credit card. Please note that payment by cheque must be
received 3 weeks prior to the course date. If you require an invoice before payment can be made, please ensure that
you provide your email address in the appropriate space in the Booking Form.

Course fees are inclusive of all training materials and light refreshments. Sandwich lunches are included except for half day
courses.

Closing date for bookings:
2 week before the course date.

Confirmation of Bookings:
Acknowledgement of bookings is not normally sent. Approximately 5/10 days before the course date you will be sent a
confirmation letter together with details on how to reach the venue.

Course Cancellation:

JCWI reserves the right to cancel a course. In the event that a course is cancelled we would seek to give as much notice as
possible. Course fees will be reimbursed in full. However, JCWI cannot accept liability for refunds for any expenses incurred
other than the course fees.

Delegate Cancellations and Transfers:

If you decide to cancel your booking up to 2 weeks before the course date you will receive a refund minus an administration
charge of £35. All cancellation must be in writing. We regret that no refund is available for courses cancelled with less
than 2 weeks’ notice. However, please note replacement trainees are accepted without notice.

Late bookings are subject to the above cancellation policy.

If you wish to transfer to another course you must notify us in writing at least one week before the course commences,
otherwise a £35.00 administration fee will be charged. Please note that no requests for transfer will be accepted less
than 4 working days prior to the course.

Cancellation and transfer requests should be faxed to JCWI Training Services on 020 7251 8707.

Course Venues:

YMCA, 8 Errol Street, London EC1Y 8JR
Phone 020 7628 8832

YMCA are within 10 minutes walking distance of Old Street (Northern line) and Barbican (Circle and Metropolitan lines)
underground stations.

Manchester courses are held at:
The British Council, Bridgewater House, 58 Whitworth Street, Manchester M1 6BB
Phone 0161 957 7000

All venues are fully accessible to wheelchair users and have toilet facilities for people with disabilities. Any
participants requiring assistance with access should contact JCWI or the venue with details of the assistance
required.



