CHURCHES TOGETHER IN ENGLAND
Course Booking Checklist
Experience in running courses has proved that people sometimes have extra needs which they don't think to mention on the booking form. The list below is intended to act as an aide memoire for other requests which will enable you to participate more fully in the forthcoming event for which you have booked. Please be aware that we cannot promise to fulfil all requirements but we will do our best! Clearly, the sooner we know of requirements, the more likely it is that we will be able to help.
1. The booking form asked for dietary requirements and we assume that you have already notified us of these. Please also let us know if you have any particular beverage requirements, for example, if you don't drink tea or coffee and require hot water instead.

2. If walking is a little difficult, please do say. We may be able to allocate a room nearer the conference room or dining room, or allocate a ground floor bedroom if you would prefer not to negotiate stairs.

3. Please let us know if you can't manage stairs at all, or if you can only manage one or two, require a handrail, or if slopes or gradients cause you difficulty.

4. We assume that, if you use a wheelchair, you have indicated this on the booking form. Is your chair electric or manual, and if the latter, would you appreciate help in getting around the centre? If your wheelchair is electric, will you need an accessible electric socket in your room to recharge the chair? Is there anything else you might need of which we may not be aware?
5. Would you find large-print versions of handouts helpful? Or do you find it difficult to read handouts on any particular colour or on dark colours?
6. If you need to use a loop system and have not already indicated this on the booking form, please let us know as a matter of urgency.

7. If you are hearing impaired or visually impaired and would like a particular seat reserved in the conference room please let us know.

8. Do you need a sign language interpreter?

9. Do you have any medication which needs to be refrigerated?

10. Do you have difficulty sitting for long periods of time? For example, would a footstool and/or cushions be helpful? Do you need a chair with arms to enable you to rise easily?

11. If a carer is coming with you, please telephone us to discuss their and your requirements. For example, would it be helpful for someone to take their place for an hour or so at any point?
If, having read this page, you realise you need extra help, whether or not it is mentioned above, please, as soon as possible, contact Lorraine Shannon, 27 Tavistock Square, London WC1H 9HH; e-mail: lorraine.shannon@cte.org.uk Tel: 020 7529 8131.
