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1. Purpose
This Booking Policy outlines the terms and conditions for securing a place on our Skills Bootcamps. Its purpose is to ensure fair access, clear expectations, and efficient use of resources for all learners and employer partners.
2. Eligibility Criteria
To book a place on a Skills Bootcamp, learners must:
· Meet the Skills Bootcamp eligibility requirements (age, residency, right to work, employment status, and sector suitability).
· Provide accurate and complete information during registration.
· Commit to the required attendance and learning hours.
Employers booking places for their staff must confirm each participant meets the relevant eligibility criteria.
3. Booking Process
Individual learners
1. Submit an online enquiry or application form.
2. Complete initial assessment and eligibility checks.
3. Attend an information session (where applicable).
4. Confirm your place by signing the Learner Agreement.



Employers
1. Submit a booking request specifying the number of places required.
2. Complete the Employer Agreement outlining fees (where applicable), learner support, and outcome commitments.
3. Provide learner details for eligibility checks before training begins.
A booking is not confirmed until all required documents are signed and the provider issues written confirmation. 
4. Fees and Financial Contributions
· Skills Bootcamps are fully funded for eligible unemployed or self-employed learners.
· Employers booking places for existing employees are required to contribute a percentage of the course cost in line with government funding rules.
· Any employer contribution must be paid within the agreed timeframe and before training commences unless otherwise agreed in writing.
5. Cancellations and Refunds
Learners
· Learners may cancel their place up to 7 days before the course start date.
· Cancellations made after this period may affect ability to rebook future programmes.
· Non-attendance without notice may result in removal from the programme.


Employers
· Employers may cancel booked places up to 14 days before the start date without charge.
· Cancellations within 14 days may incur a fee or loss of employer contribution.
· Substitutions (replacing one learner with another eligible learner) may be allowed up to 5 days before course start, subject to capacity and eligibility checks.
6. Attendance Requirements
By booking a place, learners agree to:
· Attend all scheduled sessions (minimum 90% attendance unless otherwise specified).
· Notify the provider of any absence at least 24 hours in advance.
· Engage with all learning activities, assessments, and progression planning.
Persistent non-attendance may result in removal from the programme.
7. Changes to Bookings
The training provider reserves the right to:
· Reschedule sessions, change delivery methods, or amend course content where necessary.
· Reallocate places if confirmation steps are not completed within required timeframes.
· Withdraw a booking if eligibility criteria are not met.
All changes will be communicated as early as possible.

8. Data Protection and Use of Information
All information provided during booking will be handled in accordance with GDPR and government funding rules. Data may be shared with funding bodies for monitoring and reporting purposes.
9. Progression and Outcome Tracking
By booking a Skills Bootcamp, learners and employers agree to participate in progression tracking for up to six months after programme completion, as required by the funding body.
10. Contact
For booking enquiries, cancellations, or changes, please contact:
Onboarding Team email enrollment@biograd.co.uk 
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