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Avon Local Medical Committee
Training Session Terms & Conditions

These terms and conditions apply to all training sessions and educational events organized and delivered by Avon Local Medical Committee (ALMC). By registering for a session, the practice agrees to the terms outlined below.
1. Booking and Confirmation
• All training sessions must be booked via the ALMC Learning Hub using the designated booking form.
• Delegates can only be booked onto training sessions by a Practice Manager and/or Nurse Manager on behalf of the practice. Individual staff members are not permitted to book themselves directly.
• Confirmation of the booking will be sent via email to the registered contact at the practice. If you do not receive confirmation within 3 working days, it is the responsibility of the practice to follow up.
• A maximum of three (3) delegates per practice may attend each training session. This is to ensure a fair and equitable booking process across all practices.
• Bookings are allocated on a first-come, first-served basis.
• Training places are non-transferable unless prior written consent has been given by ALMC.
• Certain sessions may have eligibility criteria (e.g., job role or clinical need); ALMC reserves the right to decline bookings that do not meet these criteria.
2. Delegate Attendance
• It is the responsibility of the practice to ensure that delegates attend training sessions for which they are booked.
• Delegates must arrive on time and attend the full duration of the training to be eligible for any certificates of attendance, CPD points, or accreditation, where applicable.
• Practices are responsible for ensuring that all delegates are adequately informed of the session details, including time, date, format (online/in-person), and any materials or preparation required.
3. Cancellations by the Practice
• If a delegate is no longer able to attend a session, the practice must notify ALMC at least 72 hours (3 full working days) in advance.
• Cancellations must be made via email or telephone and confirmed by ALMC to be considered valid.
• Where appropriate, a substitute delegate from the same practice may attend in place of the original booking. The substitute's name and role must be provided in advance.
• Late cancellations (under 72 hours) or failure to attend without notification will result in a £50 non-attendance fee per delegate, which will be invoiced to the practice.
4. Charges for Unreported Non-Attendance
• A £50 charge per delegate will apply in cases of non-attendance without sufficient notice.
• This charge is to recover administrative, trainer, and venue costs, and to encourage fair access to limited training places.
• An invoice will be issued to the practice and must be paid within 14 calendar days.
• Continued failure to pay charges may result in restrictions on future bookings and/or referral to debt recovery procedures.
5. Cancellations or Amendments by ALMC
• While every effort is made to avoid changes, ALMC reserves the right to cancel or reschedule a session due to unforeseen circumstances, such as trainer illness, low numbers, or logistical issues.
• In the event of cancellation by ALMC, practices will be notified as early as possible, and no charges will apply.
• If a session is rescheduled, practices may transfer their booking to the new date or cancel without penalty.
6. Certificates and CPD Evidence
• Certificates of attendance or CPD confirmation (where applicable) will only be issued to delegates who:
  - Attend the full session.
  - Sign any required attendance records or participate fully in the online equivalent (e.g., completing the attendance form provided via the session link).
  - Complete the Certificate Request Form, which will be provided at the end of the session.
• Certificates will only be issued once the Certificate Request Form has been submitted by the delegate.
• Certificates will be sent directly to each delegate’s individual email address, as provided on the Certificate Request Form.
• Certificates will be available for download for 7 calendar days following issue. After this period, access to the certificate will be locked and reissue will be at the discretion of ALMC.
• Delegates are responsible for ensuring their email address is correct at the time of booking and on the Certificate Request Form. ALMC will not be responsible for certificates not received due to incorrect details provided by the delegate.
7. Behavior and Professional Conduct
• Delegates are expected to behave professionally and respectfully during training sessions.
• Disruptive, discriminatory, or otherwise inappropriate behavior may result in removal from the session and/or restrictions on future participation.
8. Use of Training Materials
• All training content, including slides, handouts, and recordings, remain the intellectual property of ALMC and/or the trainer.
• Materials are for individual delegate use only and must not be copied, distributed, or used for commercial purposes without prior written permission.
9. Data Protection and Privacy
• ALMC will process personal data in accordance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018.
• Information collected during the booking process will be used solely for the purposes of managing and evaluating training sessions.
• A copy of ALMC’s Privacy Policy is available on request.
10. Contact and Cancellations
To cancel a place, amend booking details, or for any queries relating to training:
 ALMClearninghub@almc.co.uk
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