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Course Notes / Delegate  
Attendance Notes 
 

Thank you for choosing to place  
your training requirement with us. 
We have enclosed the booking 
confirmation form to review and 
check that all is correct. 
Should anything need changing, 
please let us know. 
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For in-house training at your venue: 
On the day the trainer will need access to electrical sockets and ideally a plain wall to project onto. Please advise if the 
trainer will need to bring a screen where a plain wall is not available. 

To ensure delegate comfort and safety please ensure that the room provided is of a suitable size for the number of 
delegates attending. The diagram shows a typical room layout with sufficient space. 

Several of our courses require some physical activity 
so delegates should be fit / able to participate. 
Comfortable casual clothing is generally 
recommended. If you have any concerns regarding 
participation please make contact. 

All policies and procedures from awarding 
organisations are available upon request. 

In accordance with the Equality Act 2010 please 
inform Edify training if reasonable adjustments are 
required in the following areas: 

• Visual impairment 
• Hearing impairment 
• Medical conditions 
• English as a second / additional language 
• Learning disability    

Edify training are required to inform our awarding organisations 5 days before course delivery so appropriate 
adjustments can be made (if agreed). Reasonable adjustments requested after the 5 day period or on the day of 
delivery will result in a referral for the delegate. 

We will contact you again after the training has been delivered to discuss any matters arising and to gain your 
feedback, in the meantime if we can be of any assistance to you at all please do not hesitate to make contact. 

General Data Protection Regulations (GDPR)  
We will collect information about delegates as a Data Controller and this information will usually be limited to the 
details required to undertake the basic functions of the certification process. These details may include the learner’s 
name, date of birth, gender and qualification awarded. In line with our requirements to deliver future services such as 
certificate re-prints and the confirmation of awards, this basic learner-level data will be held by Edify indefinitely. We 
may also share this data with awarding organisations. 

By attending our courses and providing their personal data, delegates consent to us processing the data for the 
purposes of certification and associated functions. 

For further information please consult Edify’s Privacy Policy or in the case of an accredited course, the policy of the 
relevant awarding organisation. 


