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CILT(UK) AO Learner Assessment Registration Fees: Refund Application Form
Note:  Before completing this form, please consult the “CILT(UK) AO Learner Assessment Registration Fees - Refund and Cancellation policy” (available here: CILT - Qualifications (ciltuk.org.uk), see ‘Awarding Organisation Policies and Procedures’).
One form per learner per qualification.  Incomplete forms and/or forms without supporting evidence will be returned without being processed.
All CILT(UK) AO correspondence regarding Refunds will be in writing only. 
1. Learning Partner details 
	Learning Partner Name
	 

	Learning Partner number   
	

	Learning Partner contact name
	

	Learning Partner contact job title
	

	Learning Partner named contact email address  
	

	Learning Partner telephone number 
	



2. Learner information (as stated in the CILT(UK) AO confirmation information)
	Forenames 
(Given name(s))
	
	Surname (Family name)
	

	CILT(UK) Learner reference number
	
	Title 
(Mr., Mrs, etc)
	



3. CILT(UK) qualification / assessment details
	CILT(UK) qualification title:
	

	Name of Qualification assessments  
	Unit reference number(s)

	
	

	
	

	
	



	Date of examination(s) (DD/MM/YYYY):
	 




4. Reason for Refund request and Learner being unable to attend examination
Note: Refund requests submitted without the relevant supported evidence (as set out below) will not be accepted
	Reason for refund request
	Please select one or more relevant boxes that apply
	Evidence required (PDF/ scanned)
	Required evidence enclosed 
(Please select the relevant box(es) below to confirm)  

	Absence on medical grounds
	☐
	Letter from GP or hospital
	☐

	Jury service
	☐
	Letter from the relevant court
	☐

	Military / Service deployment or posting 
	☐
	Letter from employer
	☐

	Bereavement due to the death of a close relative
	☐
	Relevant document from an official source
	☐



5. Refund payment (where application is successful)
Refunds will be made directly to the payee of the original registration fee (normally the CILT(UK) AO-accredited Learning Partner), irrespective of the organisation or person applying for the refund.  In the event of a successful application, Learners should liaise with their Learning Partner to discuss how any refund will be returned to them. 
6. Learner Declaration  
CILT(UK) AO will process your data in accordance with the principles of the General Data Protection Regulation (GDPR).
Please sign below to confirm your acceptance for CILT(UK) AO to process the data provided
· [bookmark: _Hlk71535590]I give consent to the processing of this data;
· I have read the “CILT(UK) Awarding Organisation (AO) Learner Assessment Registration Fees: Refund and Cancellation Policy” document and understand it;
· I have read the “CILT(UK) Awarding Organisation (AO) Learner Enrolment and Registration Policy” document and understand it;
· [bookmark: _Hlk71541128]I can confirm that all relevant and appropriate evidence has been enclosed to support this application;
· I have authorised the Learning Partner named above to give consent to the processing of this data;
· I have read and understood this completed form, including the declarations;
· I have supplied information which is complete and accurate to the best of my knowledge.

	Signature:
	

	Print name:
	

	Date:
	




7. Learning Partner Declaration
· I give consent to the processing of this data;
· I have read the “CILT(UK) Awarding Organisation (AO) Learner Assessment Registration Fees: Refund and Cancellation Policy” document and understand it;
· I have read the “CILT(UK) Awarding Organisation (AO) Learner Enrolment and Registration Policy” document and understand it;
· I can confirm that all relevant and appropriate evidence has been enclosed to support this application;
· I am authorised by the Head of Learning Partner to make this application;
· I am authorised by the Learner(s) named above to make this application on their behalf;
· I am authorised by the Learner(s) named above to give consent to the processing of this data;
· I have read and understood this completed form, including the declarations;
· I have supplied information which is complete and accurate to the best of my knowledge.

	Learning Partner representative

	Signature:
	

	Print name:
	

	Print job title:
	

	Date:
	



Completed forms should be sent to:
ao@ciltuk.org.uk (Email Subject: Learner Assessment Registration Fees - Refund Application) 
AO-REG-0093a v1.0

AO-REG-0093a v1.0


image1.jpeg
Kf’ The Chartered

@ @ » nstine of Logistics

l ' and Transport
¥





