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Brighton & Hove LGBT Switchboard: Training Terms & Conditions
Effective from: 20th October 2015 
Contact: training@switchboard.org.uk
Registered Charity No: 1088103
1. Booking and Confirmation
1.1 All training bookings must be made in writing via email or through the Switchboard enquiry form.
1.2 A booking is considered confirmed once Switchboard has received written confirmation and issued an invoice.
1.3 By confirming a booking, you agree to these Terms & Conditions in full.
2. Payment Terms
2.1 Full payment is required within 30 days of the invoice date or no later than 7 days before the training date, whichever is sooner.
2.2 For short-notice bookings (less than 14 days before delivery), payment is due immediately upon invoicing.
2.3 Payment should be made by BACS to the account details provided on the invoice.
3. Cancellations and Rescheduling
3.1 Cancellations must be made in writing. The following fees apply:
- More than 21 days’ notice: No charge.
- Between 14–21 days’ notice: 50% of the full fee.
- Less than 14 days’ notice or non-attendance: 100% of the full fee.
3.2 Rescheduling is permitted once at no cost, provided at least 28 days’ notice is given and an alternative date is agreed within 3 months.
3.3 If Switchboard needs to cancel or reschedule due to unforeseen circumstances (e.g. illness or emergency), we will offer a full refund or an alternative date.
4. Participant Numbers and Requirements
4.1 The number of participants will be agreed as part of the training contract and cannot be changed without prior written agreement from Switchboard.
4.2 Where training is delivered face-to-face, the client is responsible for providing a suitable training space, equipment (such as a screen, projector, or flipchart), and refreshments where relevant.
4.3 For online sessions, clients must ensure participants have access to a stable internet connection and a suitable platform (e.g. Zoom, Teams).
5. Customisation and Pre-Session Preparation
5.1 Training content can be tailored to meet your organisation’s needs. Any discussions about customisation or sector-specific focus must take place and be agreed prior to confirming the booking.
5.2 Once agreed, customised content, case studies, or examples will be detailed in writing and signed off by both parties to ensure mutual clarity on learning objectives and session focus.




5.3 If you require a bespoke module (for example, LGBTQ+ Domestic Abuse, Dementia, or Health Inclusion), additional preparation time and associated fees may apply.
5.4 Where pre-session questionnaires, participant information, or organisational data are requested to tailor the session, these must be submitted no later than 14 days prior to delivery to allow adequate preparation time and ensure the session meets your needs.
6. Materials and Intellectual Property
6.1 All training materials, slides, and resources remain the intellectual property of Brighton & Hove LGBT Switchboard.
6.2 Materials are provided for participants’ personal and organisational learning only and must not be reproduced, shared, or sold without written consent.
7. Accessibility and Inclusion
7.1 Switchboard aims to make all training accessible and inclusive. Please inform us of any access or learning needs at the time of booking.
7.2 We are happy to adapt delivery style, format, or materials where possible to meet accessibility needs.
8. Evaluation and Feedback
8.1 Following each session, participants will be invited to complete an evaluation form.
8.2 Switchboard reserves the right to use anonymised feedback for monitoring, improvement, and promotional purposes.
9. Data Protection
9.1 Any participant or organisational information collected will be processed in accordance with the UK GDPR and Data Protection Act 2018.
9.2 Data will only be used for the purposes of training delivery, evaluation, and reporting unless explicit consent is given for other uses.
10. Liability
10.1 Switchboard accepts no responsibility for loss, damage, or injury resulting from participation in training, except where caused by our negligence.
10.2 It is the client’s responsibility to ensure that participants’ wellbeing and organisational policies are adhered to during the session.
11. Ethical Commitment
11.1 Brighton & Hove LGBT Switchboard is a ‘by and for’ LGBTQ+ charity.
11.2 We reserve the right to decline or withdraw from any partnership or training engagement that does not align with our values of equality, respect, and inclusion.



12. Contact
For all training enquiries, cancellations, or feedback:
📧 training@switchboard.org.uk
🌐 www.switchboard.org.uk
📞 01273 234009

[image: A close-up of a logo

Description automatically generated]
image1.png




image2.jpeg
switchboard
o 99 ® O

connecting you to LGBTQ+ support





image3.png
(© Office: 01273 234009
Helpline: 01273 204050
® info@switchboard.org.uk
4 www.switchboard.org.uk

Brighton & Hove LGBT Switchboard
Registered company in England and Wales No. 3920445
Registered charity No. 1088133

Community Base
113 Queens Road
Brighton
BN13XG




