Terms and conditions - training course bookings

1. Course bookings

Bookings may be made by e-mail, via the Grenfell Housing and Training website (www.grenfell-conferencing.co.uk), fax, letter or telephone. Telephone bookings must be confirmed in writing on request. Please quote purchase order numbers where applicable.

2. Payment
Payment in full will be required a minimum of 14 days prior to the training taking place.
3. Transfers
Should circumstances mean that you need to transfer to another Grenfell Housing and Training course then the following charges will apply dependent on notice given:

· More than two weeks notice – no charge.

· Less than two weeks notice given - 50% of course fee. 

NB. Free transfer applies to the first transfer only further transfers may incur charges depending on the length of notice given.
4. Cancellations
Should circumstances mean that you have to cancel your course and are unable to transfer your booking to another date at the time of cancellation then the following charges will apply:

· More than two weeks prior to course - No charge 

· Less than two weeks prior to course – 50% of total course fee
· Less than two days prior to the course – 100% of course fee

NB. Cancellation or transfer must be made in writing and received by Grenfell Housing and Training by the due date.

5. Non-attendance
If you do not attend a course, and have not previously informed us, the full course fee remains payable.

6. Late arrivals/missed sessions
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 you will gain insufficient knowledge or skill in the time remaining. In all such cases, the full course fee remains payable. 

7. Unforeseen circumstances
On occasion, unforeseen circumstances may require us to cancel a course. In such circumstances you will be given as much notice as possible and either a free transfer to another course date or a full refund of fees paid.

8. Distance Selling Regulations 2000
We abide by the applicable elements of the Distance Selling Regulations 2000.

9. Guidelines for students and employers
It is the employer’s responsibility to ensure that students are free from any condition which would affect their capability to undertake their chosen course, and that they have the aptitude to cope with an intensive course of study. 

