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1 Payment

· Payment for training courses must be made at the time of booking.
· For corporate bookings, payments must be made within 30 days of the invoice being sent.
· Bookings are not secure until payment is received, and funds cleared.

2 Cancellation & Refunds Policy
If you have to cancel your place on a course, the following charges will apply:

	Less than 2 weeks’ notice given prior to first day of course:

	Full cost applies.

	More than 2 weeks’ notice given but less than 4 weeks to first day of course:

	50% cost applies.

	More than 4 weeks’ notice given prior to first day of course:

	An administration fee of £5 per booking applies.



All cancellations must be submitted in writing by sending an email to Training@arkergroup.com. If you have booked via Bookwhen, we will request for you to submit a refund request through your booking reference following making your request in writing.

3 Transferring candidates from one course to another

· Less than 2 weeks’ notice given prior to first day of course will incur the full cost of both courses.
· One candidate may be substituted for another at any time prior to the course date – no fee will be charged.
· Transfer requests must be made in writing by sending an email to Training@arkergroup.com. 




4 Late Arrivals & Non-Attendees

· If you arrive late for a course, or are absent from any session, we reserve the right to refuse to accept you for training if we feel that you will gain insufficient knowledge or skill in the time remaining. In all cases, the full course fee remains payable.
· If you do not attend a course, and have not previously informed us, the full course fee remains payable.


5 Cancellation of Courses
We reserve the right to cancel any course if there are insufficient numbers to run a viable course. Minimum attendance requirements are set by the accrediting bodies. In these circumstances, you will be given as much notice as possible and the option to transfer to another course date or receive a full refund of any fees paid.

6 Replacement Certificates
Replacement Certificates will be charged at £30 + VAT.

7 Re-taking Examinations or Assessments
If a candidate is required to re-sit an examination, they must arrange a suitable date and time with the invigilator. 
Examination re-sits will be charged at £30 + VAT per hour.
NPLQ assessment charges vary due to the circumstances surrounding how many people are requiring retaking and can be between £45 and £120 depending on the number of people.
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