THE ORCHARD
@®PROJECT

Transfers And Cancellations Policy

About us

The Orchard Project is the only national charity dedicated to the creation, restoration and celebration of
community orchards. Our aim is for everyone in cities across the UK to be within easy reach of a thriving
community orchard. In 2017 we started offering accredited training in partnership with CFl Awarding.

Introduction

The Orchard Project’s Cancellation and Transfers policy is underpinned by the belief that all learners should be
supported in having access to the training that suits them without significantly inconveniencing or financially damaging
The Orchard project.

The Orchard Project (TOP) commits itself to operating in a way that is transparent and justifiable, with procedures that
are fair, clear, explicit and consistently applied for all learners on all programmes or qualifications.

Background

From time-to-time students cancel courses they have booked onto or attempt to transfer from one course to another.
In future, we may be allowing people to pay deposits on upcoming training courses. For all these amendments, a clear
set of principles has been agreed so that The Orchard Project is not unfairly disadvantaged.

Impacts on The Orchard Project of cancellations or transfers:

- Administration time in negotiating with learners, changing booking details on our system and registrations on
training platform.

- Administration time in transferring over assessed materials and liaising with CFl Awarding.

- Assessor and teacher time in teaching and assessing learner’s work.

- Direct cost if learner fee must be paid to Crossfields again.

- Direct cost if chargeable place is lost on training.
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Cancellations

e Fullrefund if cancelled 14 days before the course starts.
e Zerorefund if cancelled less than 14 days before the course starts.

Deposits
On a course where advanced deposits can be paid, these are non-refundable if cancellation is less than 14 days before
the course starts.

Transfers

Before the course starts
Treated as a cancellation.

Before learner has been registered as a learner with CFl Awarding
Allowable but learner charged £100 transfer fee to go towards additional admin and to cover loss of income to TOP.

After learner has been registered as a learner with CFl Awarding
Must pay learner fee (variable), £100 transfer fee and 25% your ticket price as compensation to TOP for loss of income.

The Orchard Project could take into consideration any significant extenuating circumstances such as bereavement,
house fire, loss of job, serious illness (including mental health).

Review Arrangements

The Orchard Project will review the policy and associated procedures bi-annually as part of our self-
assessment arrangements. It will be revised as necessary in response to feedback from our learners, affiliates
and regulators.

Policy Created: August 2023
Reviewed: October 2025
Next revision date: October 2028

Reviewed by: Education Skills and Training Manager, Jo Homan
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