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1.  Course Details

Making the Most of Complaints:
Using Learning to Improve Public Services
15 March 2017
2.  Authority Details

	Name of authority:
	     

	Main contact in authority:
	     

	Contact's address and postcode:
	     

	Telephone number:
	     

	Email:
	     


3.  Invoice Details
Please provide contact details of the authority's finance person/department:

	Number of delegates:
	 FORMDROPDOWN 


	Cost per delegate:
	£75.00

	Total cost:
	£     


	Purchase order number / reference:
	     

	Invoice contact name:
	     

	Invoice contact telephone number:
	     

	Email address for invoicing:
	     


4.  Delegate Information

	Delegate Name
	Delegate Email Address
	Job Title
	Provide details of any special requirement(s)

(including any dietary requirements)

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


Send the completed form to Communications@spso.org.uk

On receipt of the completed booking form, SPSO will generate an invoice with the option to pay by BACS or by cheque.  The invoice number MUST be included in any BACS payment so we can confirm the payment.
We are not able to process credit card payments.

Booking forms and payment MUST be received no later than 1 March 2017.
Places will not be confirmed until payment is received and confirmed.
Refunds/cancellations:  The delegate fee for the course is not refundable once paid however, a substitute may be sent.

FAQs
Confirmation and Payment

How do I pay?

Once we have your completed booking form we will issue an invoice.  The invoice can be paid by BACS or by Cheque.  Unfortunately we are not able to accept Credit Card payments.
When will my place be confirmed?

Places will be confirmed once payment is received and confirmed.  Please ensure that the payment includes the invoice number to allow us to match your payment to you.
The Venue
Where is the event being held?

Central Hall
2 West Tollcross
Edinburgh
EH3 9BP

https://www.centralvenues.org/
Is there parking available at the venue?

The venue has no parking. Car Parks are available close-by at Riego Street (2 mins), Semple Street (3 mins) and Castle Terrace (8 mins).
Transport

There are several bus routes close to the venue. Details can be found on  https://lothianbuses.co.uk/.  Both Haymarket and Waverly Stations can be reached by direct bus routes or a 20/25 minute walk.

Is the venue accessible?

The venue has a lift and a hearing loop.

It would be a great help for us if you can let us know in advance if you would like to make use of the lift.  We can make sure you know which entrance to use as the main entrance has unavoidable stairs.
If there is anything else we can do to help make the day work for you please do let us know.

Contact Lindsay Brown at Lindsay.Brown@spso.gsi.gov.uk
Pre-event Information

Delegates will receive a direct email in early March with a full agenda and venue details. If you have any urgent enquiries before then please contact communications@spso.org.uk.
On the Day

What time does the event start/finish?

The event will start at 09:30 and finish no later than 16:00.
Do I need to bring anything or do pre-event work/reading?
There won’t be any pre-event work. There will be some group work on the day so come prepared to talk as well as listen. Pens and paper will be available.
Will lunch be provided?

Refreshments will be available on arrival and throughout the day including a sandwich lunch.
Please let us know if you have any special dietary requirements.
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