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Cancellation Policy

Understanding Our Terms and Conditions
Introduction
Our cancellation policy outlines the terms and conditions under which bookings can be cancelled and the corresponding fees or refunds that may apply. It is designed to ensure fairness and transparency for both parties involved.
General Terms
· All cancellations must be made in writing and sent to the following email address emma.bridgen@keits.co.uk
· Cancellation requests will be processed based on the date and time they are received, between business days, Monday to Friday between the hours of 08:30 to 17:30
· Refunds, if applicable, will be processed within 10 working days from the date of cancellation confirmation.
Cancellation Fees
· More than 30 days before the event: Cancellations made more than 30 days before the event will receive a full refund minus a 10% processing fee.
· 15 to 30 days before the event: Cancellations made between 15 to 30 days before the event will receive a 50% refund of the total booking amount.
· Less than 15 days before the event: Cancellations made less than 15 days before the event will not be eligible for a refund.
Special Circumstances
We understand that emergencies and unforeseen circumstances can occur. Under such conditions, we may consider waiving cancellation fees on a case-by-case basis. Supporting documentation may be required.
Amendments and Changes
If you wish to amend or change your booking rather than cancel, please contact us via email emma.bridgen@keits.co.uk  . We will make every effort to accommodate your request, but changes are subject to availability and may incur additional fees.
Contact Information
For any cancellation requests or inquiries, please contact us at:
· Email: emma.bridgen@keits.co.uk 
This cancellation policy aims to provide clarity and ensure that all parties are aware of their rights and obligations. By making a booking with us, you agree to comply with these terms and conditions. We appreciate your understanding and cooperation.
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