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                                  ESL Tutoring Services
                           Phone / fax: 1300 137 186       
                                          Australia                                       Email:info@ESLTutoringServices.com

                                            ABN: 61331559003 
                               Web: www.ESLTutoringServices.com
                                                                                                             Address: PO Box 6020 Cromer 3193 VIC         

	Corporate Trainee Information Form 


	Name of contact person and title
	

	Company
	

	Postal Address
	

	Telephone
	

	Email
	

	Trainee Information


	Preferred lesson start date
	

	Name and position title (job)
	

	Age (optional)
	

	Nationality and first language
	

	Address (location of training)
	

	Home or office telephone
	

	Mobile
	

	Email
	

	Study Information                 (Please ​write or underline your answers)


	Focus:  Business English,    Vocabulary,    Grammar,    Telephone,   Presentations,  Everyday English      

Speaking:  Accent Reduction / Pronunciation,   Fluency,    Expression,     Meetings,      Negotiating                                          

Writing:   Writing Structure- Sentence / Document,     Essays,       Reports,       Emails / Letters 

Other Area:     



	Estimated level: Advanced,   High Intermediate,   Intermediate,  Low Intermediate,  Beginner 



	Preferred lesson location:        My office,    Home,     Tutor’s home,   Other: 

	Preferred trainer:    Male,           Female,           Does not matter.   

	Total training preferred per week:  1 – 2 hours,     3 – 4 hrs,     4 – 6 hrs,     6 – 8 hrs,     more:

	Availability: please list ALL possible lesson days and times 

Please be aware that your language trainer may suggest more or less hours depending on your language goals.



	Days (Monday – Sunday)
	Time (e.g. 3:30-5:30pm)

	
	
	

	
	
	

	
	
	

	
	
	


	Other Information and Policies



	How did you find us?    

    Yellow Pages/White Pages                    Flyer/Brochure (Where?)                Referral

    Internet search (Which one?)                Advertisement on another website (Which one?) 

→If you used the internet, what were your search words?


	Policies and Agreement:

Please make allowances for a minimum of 20 hours one-to-one language coaching for each trainee.  The trainer will submit an initial Needs Assessment Report and subsequent Lesson Reports and a Progress Report at the completion of the 20 hours. Further training may be undertaken as required. 
· Training is $90.00 per hour for individual lessons, $120.00 per hour for joint lessons and $150.00 for group training, (incl.GST). 
· Payment must be made by the payment date stated on the invoice.  If a payment is late, all language coaching will cease until the payment is made.

· If the trainee would like to cancel a lesson, s/he must tell the trainer 24 hours before the scheduled time.  If the trainee cancels a lesson within 24 hours, s/he will be charged for that lesson.

· Resources may be recommended and purchased for the training by the tutor with the cost to be covered by the sponsoring company.

Name:_________________________________________
Position: _______________________________________
Signature:                                                                                  Date:____/____/____ 

PLEASE KEEP A COPY OF THIS DOCUMENT FOR YOUR RECORDS

Thank you. We look forward to working with your employees to achieve their English language goals.




Privacy: This information will be kept confidential and will not be shared with anyone other than ESL Tutoring Services.
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