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Medway Adult and Community Learning Service

CONDITIONS OF ENROLMENT

Learners who are paying by standing order must pay any outstanding instalments in full, even if they withdraw from the course.

Many courses involve costs other than tuition. If payable on enrolment they are included in the course fee and are non-refundable.

Courses leading to accreditation are subsidised by the Skills Funding Agency on the understanding that you enter and sit the examination and/or complete all modules.  A supplementary charge can be made if you fail to do so.  All learners who are taking an examination course are required to pay the examination fee in full.  

We welcome your payment by cheque or cash.  For very small payments only we are also able to accept cash. If this will cause you difficulties, please contact us.

CANCELLATION INFORMATION - IMPORTANT


If it would be better for you to be situated in a downstairs classroom because of a difficulty or disability, please advise a member of the office staff

STANDING ORDER PROCEDURE – for courses of 10 weeks (or longer) and costing £85 (or more) 
By completing a standing order mandate you agree to a fixed amount being debited from your account at regular monthly intervals.

Course length




Number of payments
10 weeks


                          fee may be paid in two equal payments

11 – 14 weeks




fee may be paid in three equal payments

15 – 20 weeks




fee may be paid in four equal payments


21 weeks plus 




fee may be paid in six equal payments

If you withdraw from the course any remaining standing orders must be paid in full.

If a course is cancelled you must cancel the standing order mandate at your bank.

STANDING ORDER DUE DATES:

1st  payment on enrolment

2nd  and subsequent payments will be debited from your account on the 1st of each month.

If your class is cancelled you will need to cancel your standing order with your bank.

CONCESSIONARY RATES

If you are claiming a concession, you will need to provide proof of benefit within 14-days of enrolling otherwise you will be invoiced for the full cost of the course.  

WE CANNOT REFUND FEES IF A LEARNER WITHDRAWS WITHIN 14 DAYS OF THE START OF THE COURSE. WITHDRAWAL BEFORE 14 DAYS WILL INCUR A £10 ADMINISTRATION CHARGE.  IF THE COURSE IS CLOSED BEFORE THE START THEN A FULL REFUND WILL BE GIVEN.  IF THE COURSE IS CLOSED AFTER THE START THEN REFUNDS ARE GIVEN PROPORTIONATE TO THE LENGTH OF TIME THE COURSE HAS RUN. SEE ALSO THE RULES BELOW ABOUT FEES PAID BY STANDING ORDER.




















CRIMINAL CONVICTIONS


To help us look after learners and assess risks we need to know if any learners have unspent criminal convictions.  If you have an unspent criminal conviction please contact Geraldine Burden 01634 338488, Christopher Garwood 01634 338471 or Carol Traxler 01634 338442 at least one-week before your course starts.  All disclosures will be treated as confidential. 
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