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Helplines Partnership 

Open Training Terms & Conditions 
 

1. Introduction 

This Open Training Agreement outlines the responsibilities and commitments of 
Helplines Partnership (HLP) and the learner / Organisation in relation to the agreed 
training programme.  It aims to ensure that expectations are clear, appropriate support 
is provided, and the learner is given the best opportunity to successfully achieve the 
required knowledge, skills and qualifications.   
 

2. Payment 

Upon confirmation of booking, HLP will issue an invoice for the full fee plus VAT where 
applicable.  
 
Payment is due upon receipt of the invoice and, unless otherwise agreed in writing, 
must be received in full before the scheduled training date. 
 
HLP reservices the right to refuse admission to, or defer participation in, any training 
event where payment has not been received in full by the due date.  
 
For bookings made within seven calendar days of the training date, payment must be 
made within seven calendar days following the training event unless otherwise agreed 
in writing. 
 
HLP reserves the right to charge interest on overdue payment. 
 

3. Cancellations by Learner / Organisation  
All cancellations must be submitted in writing by email to HLP. 
 
A booking may be cancelled without charge where written notice is received at least 5 
calendar days before the training event. 
 
Where cancellation is received fewer than five calendar day before the event, the full 
training fee will remain payable. 
 
Substitutions in accordance with the Transfer and Delegate Substitution clauses 
below are encouraged where attendance is no longer possible. 
 
  

4. Transfers 
A booking may be transferred to an alternative training date without charge provided 
that written notice is received at least five calendar days before the scheduled event. 
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Requests to transfer a booking received fewer than five calendar days before the event 
may be treated as a cancellation and a new booking, and full fee for both dates may be 
payable. 
 
All transfer requests are subject to availability and HLP’s discretion. 
 

5. Delegate Substitution 
A booked delegate may be substituted with another employee or representative of the 
same Helpline at no additional charge.  Notice of the substitution must be provided to 
HLP before the commencement of the training event. 
 
HLP reserves the right to refuse a substitution where attendance criteria or eligibility 
requirements are not met. 
 

6. Accessibility Requirements 
Delegates and booking organisations are responsible for informing HLP of any 
accessibility requirements, reasonable adjustments or specific support needs as soon 
as reasonably practicable and, where possible, at least 10 working days before the 
training event.  HLP will use reasonable endeavours to provide adjustments and 
support in accordance with its Accessibility Statement.  Where requirements are 
notified with insufficient notice, HLP cannot guarantee that all requested adjustments 
can be arranged before the training event. 
 

7. Non-Attendance 
If a delegate fails to attend a training event, arrive late, leaves early, or otherwise does 
not complete the training for any reason, no refund will be provided and full fee remains 
payable. 
 
The Organisation responsible for the booking may be notified of the delegate’s non-
attendance. 
 

8. Cancellation or Changes by HLP 
HLP reservices the right to cancel, postpone, reschedule, change venue, replace 
trainers, or alter the format of any training event where reasonably necessary. 
 
Where HLP cancels a training event and no suitable alternative can be agreed, HLP will 
provide a full refund of fees paid for the event. 
 
HLP’s liability shall be limited to the refund of the training fee paid.  HLP shall not be 
liable for any indirect or consequential losses, including travel, accommodation, loss 
of earnings, or other expenses incurred by delegates or the organisation. 
 

9. Intellectual Property Rights 
All intellectual property rights in the training event and all associated materials, 
whether provided in electronic, printed, visual, audio or other format, including but not  
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limited to presentations, slides, handouts, manuals, worksheets, templates, exercises, 
course content, trainer notes, methodologies, videos, recordings and supporting 
resources ("Training Materials"), shall remain vested in HLP or its licensors. 
Subject to payment of all applicable fees, HLP grants the delegate and or organisation a 
non-exclusive, non-transferable, revocable licence to use the Training Materials solely 
for their own internal learning, reference and professional development purposes. 
 
The delegates and or organisation shall not, without HLP's prior written consent: 

 
(a) copy, reproduce, distribute, publish, licence, sell, transmit or otherwise make 
the Training Materials available to any third party; 
(b) use the Training Materials for the delivery of training, consultancy, coaching or 
other commercial services; 
(c) modify, adapt, translate, create derivative works from or otherwise alter the 
Training Materials; 
(d) upload the Training Materials to any website, learning management system, 
shared drive, artificial intelligence platform, knowledge management system or 
other platform accessible by persons outside the client organisation; 
(e) use the Training Materials or any part of the training content to train, test, 
develop or improve any artificial intelligence, machine learning or automated 
system; or 
(f) remove, obscure or alter any copyright, trademark or proprietary notices 
contained in the Training Materials. 

 
Recording, photographing, filming, screen capturing or otherwise reproducing any part 
of a training session is prohibited unless expressly authorised in writing by HLP. 
 
Nothing in this Agreement transfers ownership of any intellectual property rights from 
HLP to the client or any delegate. 
 
The delegate or organisation shall promptly notify HLP of any actual or suspected 
infringement or unauthorised use of HLP's intellectual property rights of which it 
becomes aware.  
 
HLP reserves all rights not expressly granted under this Agreement. 
 

10. Data Protection 
Both parties shall comply with their respective obligations under the UK General Data 
Protection Regulation (UK GDPR), the Data Protection Act 2018, and any other 
applicable data protection legislation. 
 
Personal information provided during the booking process will be used for the 
administration and delivery of training services and processed in accordance with 
HLP’s Privacy Notice. 
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11. Force Majeure 
HLP shall not be liable for any delay or failure to perform its obligations where such 
delay or failure results from circumstances beyond its reasonable control, including 
but not limited to severe weather, industrial disputes, utility failures, public health 
emergencies, government actions, cyber incidents or transportation disruptions. 
 

12. Governing Law and Jurisdiction 
These Terms and Conditions shall be governed by and construed in accordance with 
the laws of England and Wales. 
 
Any dispute arising from or in connection with these Terms and Conditions shall be 
subject to the exclusive jurisdiction of the courts of England and Wales 
 

13. Acceptance of Terms 
By booking an open training course with Helplines Partnership, the booking 
organisation and delegate confirm that they have read, understood and agree to be 
bound by these Terms and Conditions. 


