Summary of what the HTLC Event Administration Service can offer:

· receive and process event outlines via the HTLC Data Entry System (DES) 

· assign a Directory administration officer (DAO) to manage events on behalf of the training provider

· advertise on the HTLC website (address: http://htlc.hants.gov.uk/) and other media as appropriate

· if appropriate, price events using a formula based on cost of  provider fees, type of venue and equipment required, a set amount for purchase of resources and numbers expected to attend

· book *venues to providers’ requirements

· liaise with venues for all changes to bookings, cancellations and confirmation of final numbers 

· arrange copying/printing of event handouts

· manage all bookings for events - on-line booking via our web-based booking system (CAS) or alternatively, a custom booking form can be provided - posted or faxed, or by  telephoning our bookings team on 01962 844288

· liaise with training providers on take-up of events, event viability and waiting lists

· manage all correspondence to schools confirming places, cancellation of events (including late cancellations in case of sickness etc)

· produce and distribute event folder with joining instructions for delegates (includes HTLC letter with pre-event instructions, event programme, map and directions to venue) 

· make all payments for events: providers’ fees (all subject to costs allowed by provider at time of processing) and venues 

· if appropriate, invoice and collect payments from establishments (SAP parked journals for HCC establishments)

· distribute event follow-up materials if required

*For advice on suitable venues, please contact the courses team, email: htlc.courses@hants.gov.uk or telephone 01962 844288

Read only access to our system can be made available to event providers and their support staff to enable them to view bookings and print off lists etc. 

Summary of Training Providers’ Responsibilities:
· provide event outline via the web-based data entry system (DES) with expected costs (speakers, handouts etc) and venue specifications 

· initially book outside speakers or other personnel who will be co-presenting the event

· provide an event programme and any other handouts or pre-event requirements for the delegate’s folder. (For HCC, ideally these should be submitted at least three weeks before the start date of the event to allow for processing and distribution via the HCC courier service)

· submit event handouts for preparation at least three weeks before the start date of the event to allow time for production 

· return completed event registers and evaluation forms to HTLC after each session of event

· provide details of any agreements made with outside providers (agreed payments etc)

· submit all invoices for outside providers to HTLC for payment
Other Services

· all HCC personnel can access CAS (HTLC’s course management system) to monitor bookings if required - contact htlc.systems@hants.gov.uk or 01962 840043 for technical advice

· HTLC On-line – our direct booking facility which offers schools and other establishments direct booking on events through the web, immediate information on place availability and various financial and calendar reports to assist schools and establishments to monitor expenditure and staff absence when attending events

· event waiting lists – each event has a waiting list on CAS for delegates to reserve a place when events reach the maximum allowed

· CAS has the ability to record delegate information such as role in school, gender, subject specialism etc for delegate lists if needed by provider

· certificates of attendance on events can be issued where appropriate

· The Professional Centre, Falcon House, Winchester, has training rooms with modern equipment available for all training needs - contact Ros Hancock on 01962 874824 for details


























































