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CLINICAL Education and Training

EXTERNAL APPLICANT BOOKING FORM B.
Care home/ Care at Home staff
This form is designed for applicants who are NOT employed by NHS Lothian but wish to book onto a NHS Lothian course. (If external but not care home/ care at home then FORM A with payment section should be used).

 Applicants should use a separate booking form for each course request and return by email to 

trainingandeducation.carehomes@nhslothian.scot.nhs.uk
Please complete ALL FIELDS or the application request will not be processed.
The information provided on this form will be used solely for the purposes of administration, billing 
and your personal information will not be divulged to any party out with NHS Lothian.

Title of Course:








Date of Course:



   Start Time:




Course Venue:



Applicant First Name:                                                                               Do you have an Honorary 

Contract with NHS Lothian?
Yes / No
Surname


Job Title:







Have you attended an NHS Lothian 

course before 


Yes / No


Work Address:


Post Code:

Tel No / Mobile No: 


             Email 
Address:

Please note secure/work email addresses should be used if possible. Candidates will receive instructions on virtual training once booked on the course.
Managers Name: 


 

Post Title:


Tel No / Mobile No: 


                Email 
   Address:


Managers Signature:







 Date:     
......................................................................................................................................................................
OFFICE USE ONLY
    App Rec Date
    Delegate No.          Enrollment No.    Confirm Email Sent      DRF No. & Date
Appendix 1
Terms and Conditions for training of Health & Social Care staff that are not employed by Lothian Health Board (“Terms and Conditions”)

These Terms and Conditions apply to the provision of training by Lothian Health Board (“NHS Lothian”), acting through its department, Clinical Education & Training (“CET”) to external personnel that are not employed by NHS Lothian.  

By signing these Terms and Conditions you (the “Partner Organisation”) agree that the provision of training by CET to your staff or personnel (“external participants”) will be governed by, and provided subject to, these Terms and Conditions and you agree to be bound by them.  

1. Background

1.1 CET are receiving an increasing number of requests for training from external and partner organisations e.g. other NHS Boards, Councils, Hospices, private and voluntary services, etc.  

1.2 Most frequently the requests are for access to existing CET training to enable external and partner organisations to support the right staff with the right skills to care and support people in the right environment.
1.3 CET is resourced to deliver training for NHS Lothian staff only. 

1.4 On occasion CET can offer a small number of places on a` first come first served basis` to external and partner organisations, if a course is not fully booked by NHS Lothian staff.

2. Training 
2.1 CET provides evidence based, best practice training using NHS Lothian policies and procedures. 

2.2 CET will ensure that training staff are knowledgeable in the subject matter and competent to deliver the training/education. Invited speakers will be experienced staff in their field of practice and responsible for ensuring their own competence and expertise.
2.3 NHS Lothian training aims, objectives and learning outcomes will not be altered to accommodate external participants, however, where reasonably practicable, the trainer/educator will contextualise the training to suit all participants, including external participants.

2.4 NHS Lothian does not give any commitment, guarantee or warranty that any training attended by external participants will address the specific requirements or needs of the external participants.

2.5 Subject to Condition 3.1, NHS Lothian accepts no liability for any action, omission or failure to act by any external participant and/or the Partner Organisation following receipt of any training provided by NHS Lothian and/or the provision of any advice, information, guidance, recommendation or training materials from NHS Lothian.  NHS Lothian shall not be under any duty to ensure that is advice, information, guidance, recommendations or similar are implemented, adhered to and/or completed by the external participant and/or by the Partner Organisation and all responsibility for the same shall remain with the Partner Organisation and/or the external participant.
3. Liability

3.1 Nothing in these Terms and Conditions shall exclude or restrict NHS Lothian’s liability for death or personal injury resulting from NHS Lothian’s breach of duty or negligence, or its liability for fraud or fraudulent misrepresentation.

3.2 Subject always to Condition 3.1, NHS Lothian’s maximum aggregate liability to the Partner Organisation whether in contract, delict (including negligence) or otherwise shall not exceed the total sums paid by the Partner Organisation to NHS Lothian in respect of training services in the preceding twelve (12) month period. 

3.3 NHS Lothian’s obligations in respect of the training services shall be solely to the Partner Organisation and, subject to Condition 3.1 and to the extent permitted by law, NHS Lothian excludes all liability to the external participants and all third parties.

3.4 The Partner Organisation shall be liable for and shall indemnify NHS Lothian on demand in respect of all losses, damages, costs (including legal costs and expenses on a client paying basis) and liabilities suffered or incurred by NHS Lothian as a result of any claim or claims made against NHS Lothian which relate to the provision of the training services to the Partner Organisation and/or the external participants by NHS Lothian.

4. Booking

4.1 It is essential that all external participants book on to the training in advance of the course; this is done through NHS Lothian MIS system (currently Empower/PWA) directly, or via external delegate booking form. External participants will not be accepted on to the course unless they have been pre-booked.
4.2 Training bookings for external participants will not be confirmed until 2 weeks prior to the course to ensure bookings for NHS Lothian staff are prioritised. 

4.3 External participants may be required to undertake Learnpro e-learning prior to attending training. This should be negotiated with the NHS Lothian lead for the training.
4.4 A standard delegate charge for external participants for each training course will be made. The cost of each course is variable depending on resources required to deliver the course however this will be explicit at the time of booking.

5. Governance

5.1 Attendance of all participants including external participants is recorded on NHS Lothian MIS system (currently Empower/PWA). No certificate of attendance will be issued.

5.2 CET will confirm non attendance to the booking manager for all external participants via email (assuming an email address is provided).
5.3 CET will keep evidence of all training materials for a period of 4 years.
5.4 NHS Lothian is not responsible for the local application of policies and procedures by external participants.

5.5 NHS Lothian is not responsible for competency assessment or the governance associated with this for non NHS Lothian staff.
6. Law

6.1 These Terms and Conditions shall be governed by Scots law and the parties submit to the exclusive jurisdiction of the Scottish Courts.

6.2 These Terms and Conditions are in lieu of all conditions, warranties and terms imposed by common law or statute, which are hereby excluded to the fullest extent permitted by law.
7. Detail of Training  

	Subject of training to be provided


	

	Dates


	


8. Partner Organisation Agreement 

By signing these Terms and Conditions you, the Partner Organisation, agree to be bound by them.  
	Lothian Health Board 

	Signature


	Print Name

	Date 


	Role



	Partner Organisation

	Signature

Authorised signatory, for and on behalf of Partner Organisation
	Print Name

	Date 


	Role  & full name of Partner Organisation
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General Data Protection Regulations 2018


NHS Lothian will process your Data in line with � HYPERLINK "https://www.nhslothian.scot.nhs.uk/YourRights/DataProtection/Pages/default.aspx" �NHS Lothian Privacy Notice� 


If you would like a full copy of this Notice, please contact � HYPERLINK "mailto:trainingandeducation.carehomes@nhslothian.scot.nhs.uk" �trainingandeducation.carehomes@nhslothian.scot.nhs.uk�














PLEASE NOTE – prior to booking refer to Appendix 1 Doc.131118 Version 3 -


 Authorised Governance Arrangements for Health and Social Care Practitioners attending NHS Lothian training.



































APPLICANT DETAILS




























































































Approved 04.09.20 (v1.3)


Modified  25/11/21 (v1.4)


























Date

















Completed applications should be returned by email to: � HYPERLINK "mailto:trainingandeducation.carehomes@nhslothian.scot.nhs.uk" �trainingandeducation.carehomes@nhslothian.scot.nhs.uk�
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