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[bookmark: _Hlk215499566]TERMS AND CONDITIONS
1. Definitions
1.1. “KCTL” means Keith Cook Training Limited.
1.2. “Client” means the company or individual booking the course.
1.3. “Course” means any training provided by KCTL.
1.4. “Booking Form” means the document completed and signed by the Client to confirm course arrangements.
1.5. “DfE” means Department for Education.

2. Cancellations
2.1. If a booking is cancelled more than 14 days before the course start date course costs will be refunded less any registrations fees, where applicable 
2.2. Cancellations between 7 and 14 days before the course start date 50% of the course fee plus any registration fees, where applicable will be chargeable.
2.3. If the Client provides less than 7 days’ notice, KCTL reserves the right to charge the full course fee.
2.4. In all cases the Client must ensure that a notice of cancellation is acknowledged by KCTL.

3. Training at the Client’s Site
3.1. The Client shall submit, together with the Booking Form:
3.1.1. The full site address including postcode.
3.1.2. A site contact name.
3.1.3. Site telephone number.
3.2. By submitting the Booking Form, the Client confirms that the training site meets the criteria required by the relevant accrediting body.
3.3. KCTL accepts no responsibility for a course cancelled by a monitor or instructor due to site non-compliance.
3.4. If the Client is uncertain whether site criteria are met, they must contact KCTL prior to the course.
3.5. No refunds can be given if a course is cancelled due to site non-compliance, full course costs remain due.

4. Equipment Specification – Forklifts
4.1. Equipment supplied by the Client must be serviceable, meet current legislation, and include:
4.1.1. standard forks.
4.1.2. ROPS, FOPS and a seatbelt.
4.1.3. The operator’s manual.
4.1.4. A valid LOLER 98 Thorough Examination Certificate (lifting components).
4.1.5. [bookmark: _Hlk215044794]Compliance with PUWER 98 (safety-related items including brakes, tyres, steering).

5. Equipment Specification – Plant
5.1. Plant supplied by the Client must be serviceable, meet current legislation, and include:
5.2. ROPS and a seatbelt.
5.3. The operator’s manual.
5.4. A valid LOLER 98 Thorough Examination Certificate (lifting components), where applicable.
5.5. Compliance with PUWER 98 (safety-related items including brakes, tyres, steering).

6. Personal Protective Equipment (PPE)
6.1. All delegates must wear appropriate PPE unless the course is classroom-based.
6.2. For classroom-based courses, appropriate casual clothing and footwear are required.

7. Bookings
7.1. Provisional bookings may be accepted by telephone and will be held for 48 hours only. 
7.2. After 48 hours, provisional dates may be released unless the Client either requests an extension or a Booking Form.
7.3. Booking Forms must be completed and returned within 48 hours.
7.4. Joining instructions, if requested, can be issued before the course commences.
7.5. The Client must check that all information on the Booking Form is accurate and notify KCTL immediately of any error.
7.6. By completing the Booking Form, the Client agrees to the course costs stated.
7.7. Where the Client does not have an account with KCTL or the booking is for an instructor course the course costs must be paid in full prior to the commencement of the training.

8. Course Criteria
8.1. Course criteria can be provided on request. 
8.2. The Client must ensure that all criteria are read and understood prior to training.




9. Timings
9.1. Standard course hours are 09:00 to 16:00 but may vary according to the needs of the course.
9.2. If the instructor is delayed, they will notify the Client’s organiser.
9.3. Delegates attending at the KCTL centre must inform the office if they expect to arrive late.
9.4. Course timings may be adjusted, subject to agreement between the Client and KCTL.

10. Costings
10.1. Additional charges apply for courses delivered on:
10.1.1. Saturdays
10.1.2. Sundays
10.1.3. Bank Holidays
10.1.4. Night shifts
10.2. Prices may be amended where:
10.2.1. An administrative error has occurred; or
10.2.2. There is a fundamental change to the original booking.

11. Order Numbers
11.1. The Client is responsible for providing purchase order numbers where required.
11.2. The order number must be included on the Booking Form.

12. Accounts and Payments
12.1. Course fees are payable prior to the course unless the Client holds an approved credit account.
12.2. Credit accounts operate on 30 days from invoice date.
12.3. CPCS, CSCS and all instructor courses must be paid before training takes place.
12.4. Payment may be made by bank transfer, or credit/debit card (American Express not accepted).

13. Training Centre Address
13.1. The training centre is located at:
Springfield Farm, Charley Road, Oaks in Charnwood, Leicestershire, LE12 9YA
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14. Parking at KCTL
14.1. Parking is available at the training centre.
14.2. All parking is at the vehicle owner’s risk.
14.3. KCTL accepts no liability for damage, loss, or theft of vehicles.

15. ID Cards
15.1. ID Cards are available to order if not already included in the course registration. 
15.2. Where they are not included in the course registration (normally AITT and In House courses) they can be requested on the Booking Form

16. Insurance
16.1. All KCTL courses are insured through either:
16.1.1.  LANTRA Awards; or
16.1.2. KCTL’s own insurer.
16.2. Any AITT or “in-house” courses requiring a hired machine will be covered by KCTL’s own insurer, and insurance costs will be included in the course charge.
16.3. All relevant insurance policies are displayed at the training centre.

17. Skills Bootcamps
17.1. Skills Bootcamps are fully funded through the DfE for the unemployed. 
17.2. In the case of small and medium employers the DfE will cover 90% of the cost of the Skills Bootcamp, so the employer     contribution is reduced to 10%. A small or medium sized employer is defined as having fewer than 250 employees.
17.3. In the case of large employers DfE will cover 70% of the cost of the Skills Bootcamp, so the employer contribution is reduced to 30%. A large employer is defined as having more than 250 employees.
17.4. Any employer led Skills Bootcamps will be invoiced before the start of the Skills Bootcamp and must be paid in full prior to the commencement of the course.
17.5. Any cancellation within 14 days of the planned date(s) of programmed training will be chargeable. 
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