
Terms and Conditions 

• Billing - Bills shall be issued before the beginning of each term, lessons must be paid in  
advance, either in full or by instalments (half term, monthly or weekly). 

• Methods of Payment, cash, card, direct debit, bank transfer (details available on request). Please 
remember to include pupil’s details with all methods of payment. For those paying weekly, there are 
several method options available; paying by cash must have a 4 week upfront initial payment and 
then payments made every week thereafter. At the end of the school year (June) the lessons should 
be pre-paid 4 weeks in advance and no further payments will therefore be required. For weekly 
payers there is also a direct debit option - please ask the office staff for further details.

• Overdue Accounts - Lessons shall be STOPPED once an account becomes overdue by 3 weeks and 
in such case you will be liable for all weeks missed. An interest charge of 8% will also be added on 
each month to the outstanding balance. 

• Cancellation Policy – This policy is set in place to help teachers and pupils (and their parents/
guardians where applicable) understand the policy of cancellations and absences of pupils or 
teachers. 

1. If teachers miss lessons for any reason, this lesson will be made up by the teacher at another stage 
(either during the same term or closer to exam time), unless other organisations made between pupil 
(and their parents/guardians) and teacher and office. 

2. If pupils miss lessons due to other reasons, other than the above, teachers are not required to 
reschedule these lessons and may not have any available times for this lesson that also suits the 
pupil. Other circumstances can be discussed with the office staff. 

• Termination of Lessons - To terminate lessons please inform the school office and the teacher in 
writing. We operate a 4 week notice period in which 4 weeks shall be charged from the date that 
notice is given, lessons can still be attended during this period. 

• Late/Additional Fees - if lessons are not paid within the current term there will an additional cost 
per week added (in line with the government/small business regulations) until the fees are paid in 
full or a payment plan is in place and confirmed with the centre office/ management. 

• Additional Costs- such as exams, exam accompaniments and extra lessons will be added to your 
account upon discussion and consent with your teacher. All exam payments must be paid before the 
exam deadline otherwise entry shall be refused. 

• Child Protection – all our teachers are vetted via Access NI and attend child protection training 
yearly. Our tutors/staff are only responsible to supervise pupils during lesson time, so to ensure your 
child’s safety we ask you to pick up children promptly after their lesson time. 

• Privacy Policy - our privacy policy is available within the centre to read. We will hold your data as 
long as it is needed and shall only share certain aspects of the data to exams boards. 

• Complaints Procedure - if you have an issue please do contact the school office. Complaints will be 
treated with privacy and sensitivity. 

• Terms Agreement - in line with government regulations and law, everyone partaking in our services 
automatically agree to the terms and conditions in this document. 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