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Anderson Stockley Accredited Training Ltd Terms &
Conditions of Business

Document Reference: ASA Training Ltd Terms of Business 12.06.2026 (Revised)
1. Definitions and Interpretation

e 1.1. “The Company” means Anderson Stockley Accredited Training Ltd.

e 1.2. “The Client” means any person, firm, or company to whom the Company provides services.

e 1.3. “The Learner” or “Apprentice” means any individual enrolled on a training programme
delivered by the Company.

e 1.4. “AProposal” or “Agreement” means a written offer or contract issued by the Company to
perform agreed services at a specified price (whether fully funded, partially funded, or privately
funded).

e 1.5. “Director” means a registered Director of Anderson Stockley Accredited Training Ltd.

2. Application of Terms and Governing Law

e 2.1. Any agreement between the Company and the Client shall be subject strictly to these terms
and conditions.

e 2.2, The Company contracts upon these conditions only. Any standard or printed terms emanating
from the Client shall not apply unless explicitly agreed to in writing by a Director of the Company.

e 2.3.These conditions shall not be modified or amended without the express written agreement of a
Director of the Company.

e 2.4.These Terms and Conditions shall be governed by and construed in accordance with English
Law, and both parties submit to the exclusive jurisdiction of the English Courts.

3. Intellectual Property and Liability

e 3.1. All materials, training programmes, systems, and information used in connection with training
and consultancy remain the sole property of the Company and may not be used, shared, or
reproduced without prior written agreement from a Director of the Company.

e 3.2. The Company will not under any circumstances be responsible for any loss, damage, or
expense whatsoever suffered or incurred by the Client, its staff, or its property, arising from or in any
way connected with the Company, Assessor, Trainer, Tutor, or Client, except where restricted by
English statutory law.

¢ 3.3.The Company shall always be afforded a reasonable opportunity to amend or rectify (at its
option) any perceived defect in the services or goods provided before being deemed in breach of any
contract or agreement.
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4. Fees, Invoicing, and Commercial Payments

e 4.1. For privately funded or commercial training services, the Client shall pay the Company 100% of
the total programme costs (or the agreed percentage if partially funded) at least seven (7) working
days before the commencement date of the services. No programme delivery will take place until
this paymentis cleared, unless an official payment plan has been authorized in writing by the
Company.

e 4.2, Any additional work carried out by the Company on behalf of the Client over and above that set
out in the initial Proposal or standard funded provision will be invoiced separately and must be paid
within the stated invoice terms.

e 4.3.Proposalsissued by the Company remain open for acceptance within the period stated therein,
or for thirty (30) days from issuance if no period is stated. The Company reserves the right, without
liability, to withdraw a Proposal or offer at any time without notice.

e 4.4.Standard invoices for accepted services must be paid within the terms stated on the invoice, up
to a maximum of 30 days from the invoice date unless otherwise agreed in writing.

e 4.5, Allexpenses and travel allowances agreed between the Client and the Company shall be
payable within the standard invoice payment terms.

5. Government-Funded Provision & DfE Compliance

e 5.1. Apprentice Fee Protection: In strict compliance with Department for Education (DfE) and
Education and Skills Funding Agency (ESFA) funding rules, no fees, administrative penalties, exam
costs, or re-sit charges will ever be passed on to or charged to an individual Apprentice.

e 5.2, Fully Funded Training: Where a Client or Client’s employee is in receipt of fully funded training,
no costs will be charged to the Client, subject to the agreed training being completed in full.

o 5.3. Co-Investment Refunds: If an apprentice leaves a programme earlier than the original planned
end date and the Client has paid an employer co-investment contribution, any reimbursement for
learning paid for but not undertaken (or learning delivered but not yet paid up to the leave date) will
be calculated and returned to the employer within 90 days of the apprentice's official withdrawal
date, as per DfE funding rules.

e 5.4, Early Withdrawal Registration Costs: If a learner leaves an apprenticeship within 42 days of
the start date, the Company is subject to a total clawback of funding from the DfE. In such events,
the Client shall be liable to pay a commercial administrative charge of £300 + VAT to cover the non-
reimbursable set-up, registration, and induction costs incurred by the Company up to that point.

« 5.5. Programmatic Extensions: If an apprentice reaches their original planned end date and
requires an extension of delivery, the Company and Client may negotiate a commercial delivery fee
for the extended period. If the learner subsequently withdraws or fails to complete during this
extension period, any such fees paid are non-refundable.
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6. Cancellations, Postponements, and Terminations

e 6.1. Commercial Course Cancellations: Any privately funded training or commercial services
terminated or cancelled by the Client less than 28 days prior to the planned commencement date,
or left uncompleted after starting, are entirely non-refundable.

e 6.2. Notice Rules for Postponement: One postponement of a confirmed and booked training
session is permitted without penalty, provided the Company receives written notice from the Client
at least 28 working days prior to commencement, and subject to availability in the Company’s
schedule.

e 6.3. Late Postponements: Any postponement requested within 28 working days of the scheduled
training commencement shall be legally deemed a full cancellation. The Client will be liable
immediately for all full fees, or any unrecoverable costs incurred by the Company (including venue
bookings, trainer fees, and preparation materials).

e 6.4. Subsequent Postponements: A second postponement request for the same training session
is automatically deemed a cancellation, and all full fees or non-recoverable costs are payable
immediately by the Client, regardless of whether the training is funded, partially funded, or privately
paid.

7. Appointments, Meetings, and Exam Re-sits

e 7.1.In-Person Non-Attendance (Corporate Provision): If an employee of the Company attends a
confirmed, pre-arranged in-person appointment, exam, or test at the Client's premises, and the
Client or Learner fails to attend, misses the time slot, or prevents the session from taking place, the
Company reserves the option to levy the following operational charges on the Client:

o Staff Contact Time: £100.00 per hour, per person + VAT for all time engaged for the purpose
of attending the appointment.

o TravelTime: £75.00 per hour, per person + VAT for all time spent travelling.

o Mileage: Motor travel charged at 55p per mile + VAT (or public transport at direct cost).

e 7.2. Remote Appointment Non-Attendance: If a Client or Learner fails to attend a pre-planned
remote appointment (e.g., via Microsoft Teams or Zoom) without required notice, the Company
reserves the right to charge the Client a fee of £75 to cover administrative costs and lost trainer
capacity. The Company retains absolute discretion to waive this fee in verified mitigating
circumstances.

o 7.3. Notice for Session Cancellation: To avoid non-attendance charges, Learners or Clients must
notify the designated Assessor or the Company by telephone and confirm via email at least 48
hours prior to the scheduled meeting, exam, or test.

e 7.4. Apprenticeship Exam Re-sits: The Company funds the initial examination and one (1)
subsequent re-sit for mandatory qualifications within an apprenticeship, as covered by
government funding rules. Any further re-sits required beyond this allocation will be invoiced to the
Client employer at £75 + VAT per attempt to cover exam board fees, invigilation, and administration.

e 7.5.Non-Apprenticeship Exam Re-sits: For non-government-funded qualifications, the Company
funds one examination attempt. All subsequent re-sits are chargeable to the Client corporate
account at a rate of £75 + VAT.
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e 7.6. Post-Induction Withdrawal: Where a full qualification induction has been completed, and the
Learner/Client discontinues progression immediately after induction or before learning progression
can be formally evidenced, the Client shall be liable to pay an administration and setup fee of £300
+ VAT per learner.

8. General Administration Fees

¢ 8.1. The Company will apply a standard administrative fee of £25.00 to the Client corporate account
under the following circumstances:
o Processing amendments to client or learner records due to a failure by the client/learner to
notify the Company of mandatory changes.
o Searching archives for historic information, data, or documents.
o Re-issuing corporate documents or cheques.
e 8.2. This administrative fee does not include official certificate amendments, which are charged
directly at cost per certificate as dictated by the respective awarding body.

9. Late Payment and Overdue Invoices

e 9.1. Statutory Interest: In the event that any payment is not received within the agreed terms, the
Company reserves the right to charge statutory interest on commercial debts under the Late
Payment of Commercial Debts (Interest) Act 1998. This will be calculated at the current Bank of
England base rate plus 8%, plus VAT, along with statutory compensation costs.

e 9.2, Acceleration of Debt: Should a Client fail to pay any invoice within the stated payment terms,
all outstanding invoices issued to that Client shall become payable immediately at the discretion of
the Company, regardless of any previously stated extended credit terms.

e 9.3. Suspension of Learning Provision: If any invoice remains overdue, the Company reserves the
absolute right to suspend, withdraw, or cancel all outstanding training, learning provision, or exam
entries associated with that Client until all outstanding monies and interest are paid in full.

¢ 9.4. Funding Compliance Voiding (Clause 24.1): If a late payment by a Client delays regulatory
steps and impacts compliance rules (such as exceeding the 2-month regulatory threshold from
induction to active learning), requiring an induction to be re-run entirely, the previous induction will
be deemed void. The Client will be invoiced an additional induction fee alongside standard time and
travel rates as outlined in Clause 7.1.
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li} Summary Reference Table of Rates & Fees

For quick internal reference, here is the breakdown of the financial terms codified above:

. . Rate / Cost (Excl. Chargeable
Fee Category Trigger Condition VAT) To
Commercial Upfront booking for 100% upfront (7 days Client
Payment private/commercial training notice) Employer
Apprenticeship Learner drops out within 42 days Client
5 £300.00
Early Exit of start Employer
Post-Induction Dropout immediately after Client
. o £300.00
Drop induction is completed Employer
+
In-Person Missed No-show or refusal of pre-booked £100/hr contact Client
Appt staff visit £75/hr travel + Employer
PPt 55p/mile pioy
Remote Missed No-show for scheduled Client
. £75.00
Appt. Teams/Zoom session Employer
Apprentice Exam Third attempt or later for Client
. . . £75.00
Re-sit mandatory apprenticeship exam Employer
Commercial Exam Second attempt or later for non- Client
) £75.00
Re-sit funded exam Employer
General Admin Fee Dajca lookups, record corrections, £95 00 Client
re-issued docs Employer
Recruitment Candidate hired but doesn't start £1.500.00 Client
Placement training with ASAT A Employer
Recruitment Failure to provide feedback / £500.00 Client
Admin unnotified advert withdrawal ) Employer
Late Payment Commercial invoices unpaid past Bank of England Base Client
Interest due date Rate + 8% Employer
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Our frequently asked for policies are available on our website andersonstockley.co.uk Other policies are
available upon request to enquiries@asatraining.co.uk. A list of policies can be found below.
For user guides, staff policies, procedures and other information email enquiries@asatraining.co.uk

Complaints and appeals:

e Appeals Procedure

e Complaints and dispute resolution
Data Protection:

e GDPR Policy

e Confidentiality Policy

e Privacy Policy for learners
Exams and Invigilation:

e Exam & Invigilation Policy

e Exam Re-Sit Policy

Quality:
e |QA Strategy
e |QA Policy Dental
e |QA Policy Early Years

Quality Assessment Process

e |QA Policy Functional Skills
Malpractice:

e Malpractice Policy

e Al Usage Policies

e Plagiarism Policy
Safeguarding, Equality, H&S:

e Safeguarding Policy

e Health and Safety Policy

e Conflict of Interest Policy

e Equality and Diversity Policy

e |Learnerwellbeing

e Prevent Policy

e  Whistleblowing Policy

e SEND and Inclusion Policy

e Communication Policy

e Social Media Policy

e Accessto Assessment Policy

e Appointment Cancellation Policy
e Functional Skills Policy

e |AG Policy

e Prior Learning Policy

e Progression Concerns Policy

e Business Continuity Policy
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