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Professional Development Workshops

TERMS AND CONDITIONS

The following terms and conditions apply to Bookshare Professional Development Workshops.  Bookshare reserves the right to modify the professional development program as well as the Terms and Conditions without prior written notice.  All workshops will be conducted in English, and all references to fees are in U.S. currency.  Your registration is governed by the terms and conditions in effect at the time of your registration.  When updated, the latest version will be posted on the Bookshare Professional Development website.  All materials mentioned are accessible at the professional development website:  http://workshops.bookshare.org    

Payment Policy:   

Full payment of workshop fee is required 30 working days prior to the start of the workshop, including request for multiple workshops.  Workshop requests are not formally processed until payment is received along with registration form.   Hold a date:  a 50% deposit to hold a workshop date 60 days in advance is acceptable, with final payment due  30 days prior to desired workshop date (see cancellation policy below).

Payment Options:  

Payment can be made by check or credit card.  

· Credit card payments require additional information on the registration form.  Once completed, please fax the registration form to:  (650) 618-0420.  Credit cards processed include Visa and MasterCard.

· Check payments should be payable to Bookshare and mailed to the address below.  Please include a copy of your completed (and faxed) registration form and mail both to:

Bookshare

480 California Avenue, Suite 201

Palo Alto, CA  94306-1609

Attn:  Professsional Development


Registration Request:

Upon reviewing stated Terms and Conditions, print and fax completed Registration Form to acknowledge agreement to terms and to formally request a workshop.  Your registration form will not be processed until full payment is received.  

Please fax your registration form to:



Bookshare



(650) 618-0420



Attn:  Professional Development

Cancellation Policy:    

Once payment is received your registration is binding.  Any changes in workshop date/location will be subject to the cancellation policy stated below.   Request for cancellation/changes must be submitted in writing and faxed to:  (650) 618-0420.

· Cancellation requests received 25 working days prior to scheduled workshop:   90% refund

· Cancellation requests received less than 25-working days prior to scheduled workshop:   no refund

· Hold a date deposit (60 days in advance):  final payment not made 30 days prior to desired workshop will result in a workshop cancellation with the stated cancellation policy applied.

Rescheduling a workshop will be reviewed to assess expenses incurred at given point and time, and may be subject to additional fees.

Workshop Size and Schedule:  

Workshop attendance is limited to 25 participants to provide adequate individual attention.  While larger groups can be accommodated through advanced notice, this may result in additional instructors and increases in fees.

Workshops are traditionally scheduled from 8am to 3pm, unless otherwise requested.  Workshop schedules will allow for morning and afternoon breaks, as well as a 1-hour lunch (meals and refreshments during breaks are not included as part-of the workshop).

Workshop Equipment/Technology:

Workshop set-up requires one LCD projector for the instructor, and the use of a computer and internet connection for each participant.  Participants should have a basic competence and familiarity with computers to participate in workshop.  

Scope of Training:

Student performance objectives and full course descriptions are located on the Bookshare Professional Development Website:  http://workshops.bookshare.org.  If/when courseware covers vendor products, the features and functionality of such products will be limited to products currently available to the public.  

Certificate of Completion:

All participants present for the full-day workshop shall receive a certificate of completion.

Copyright:

By participating in a Bookshare workshop, you agree to observe the following conditions of use:

· Course materials are subject to Copyright restrictions.  Under no circumstances may the whole or any part of the workshop materials be re-produced or copied in any form or, translated into another language by participants without the prior written permission of Bookshare.

Taxes: If applicable, will be included in course fee.

Confidentiality:  All information contained during payment processing and workshop scheduling will remain private and confidential.  For details regarding Bookshare’s privacy policy, please visit:  

Privacy:  http://www.bookshare.org/about/privacy
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