GENERAL COURSE INFORMATION

Planning for your Course:  Stay informed!

The National Safety Education Center schedules many course offerings and observes a range of registration levels.  Some courses fill quickly and close early while other courses with lower enrollments may require rescheduling.  Due to these varied situations, please register early.  Be sure to send multiple registrations in the same envelope and be careful not to book a plan flight until you know “the course will run.”  Call (815) 753-6902 to keep informed and read the policies below.  

Participant Transfers:  15 calendar days advance communication to (800) 656-5317. 

· Substitutions are welcome 15 or more calendar days in advance of the course start date without charge.

· Your transfer to another course will be accepted 21 or more calendar days in advance of the course start date without charge.

· Your transfer to another course 20 or fewer calendar days prior to the course date will result in a transfer fee of 30% of the regular course fee.

Participant Cancellations:  21 calendar days advance communication to (800) 656-5317.

Cancellations may be subject to a specific cancellation fee based upon the number of days communication is received in advance of the class start date.  A list of these fees is below.

· For 21 or more calendar days in advance of start date:  
Full refund, no fee

· For 15 to 20 days notice in advance of start date:

Cancellation fee of 30% of regular registration price

· For 8 to 14 days notice in advance of start date:

Cancellation fee of 40% of regular registration price

· For 7 or less days notice prior to start date:

Cancellation fee of 50% of regular registration price

· No show, No Contact, contact after course begins;

No Refund

No Show-No Refund:
· No refunds will be issued for participants who do not show up for class and lack proof of cancellation.

Insufficient Enrollment:
· We’d like all of our courses to run for the participants involved, but we must make decisions based on finances in order to offer quality instruction, materials, comfortable sites and good food.  In addition, our courses need to offer the attendee interaction you expect from a quality provider.  

· Our lead time begins three weeks from the start date, at which time we look at enrollment numbers, where people are traveling from, and other variables.  If most of the people are local, we might wait another week or even two until a run or no-run decision is made.  
· For host sites that cater to local audiences (no plane travelers), we may make decisions only 7 days from the start date.  

· If we notify you or your company representative that the course is cancelled, we will most often offer two choices: 

· 1.) a transfer without any penalty fee or 

2.) full refund of payment.

· Please encourage your colleagues to register early and please give at least two methods for contact on your initial registration form (Phone, cell phone, e-mail, fax.)

· For those planning travel, call us at any time for enrollment updates and be sure to book a refundable plane ticket.

Travel and Accommodations:

A partial list of overnight accommodations for your training site will be provided with your confirmation letter upon registration, or you may visit our website for the site information.  
We also recommend www.mapquest.com to help you locate your accommodations and training addresses in relation to the city, airport, and streets in the area.  If you are traveling by plane or train, please purchase refundable tickets in case of class cancellation.  We recommend calling (800) 656-5317 the week before your course begins to confirm enrollment and delivery of the course as planned.

On-Site Delivery of Courses to your Employees:
If you have a group of 15 or more employees, you might realize financial savings by having a course delivered on-site.  Please call us with the details, including your location, needs, number of people, industry type, time of year you want deliver, and more.  We provide quotes for serious inquiries.  (800) 656-5317.

Equal Opportunity:

All consortia partners of the National Safety Education Center and all select host sites are Equal Opportunity/Affirmative Action Institutions.  

Course Times:

Please refer to your confirmation letter for the course start and end times of each location   Check-in begins one-half hour before class starts.

	Trainer Courses:

Please ensure you meet all course prerequisites prior to enrolling in the course (see course descriptions for further information).  Be sure to bring copies of all completion certificates for prerequisite courses with you on the first day of class.  If you are taking a trainer update course, please bring a copy of your current trainer’s card(s).  We will need to keep these copies for our records. 


Questions:

If you still have questions, please feel free to contact us at (815) 753-6902 and our friendly staff will be happy to assist you with answering questions.  
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