APAC Student Waiting List, Offers and Deposit Policy
Purpose of this Policy

This policy sets out the terms under which offers of places are made to applicants to courses
delivered by the Academy of Play and Child Psychotherapy (APAC). It explains the types of offers
issued, the use and treatment of deposits, conditions attached to offers, and the circumstances
in which offers may be accepted, deferred, declined, withdrawn, or lapse.

By applying, joining a waiting list, accepting an offer, and/or paying a deposit, applicants confirm
that they have read, understood, and agreed to the terms of this policy.

APAC courses are delivered on a cohort basis with limited places. Once a place is offered,
provisionally held, or a vacancy is reserved, APAC commits resources including admissions
processing, academic planning, staffing, supervision capacity, and cohort configuration. For this
reason, deposits are normally non-refundable except where explicitly stated otherwise in this
policy or where required under UK consumer law. Nothing in this policy affects your statutory
rights under UK consumer law.

1. Definitions

1.1 APAC refers to the Academy of Play and Child Psychotherapy.

1.2 Applicant means an individual who has applied for an APAC course.

1.3 Student means an individual who has accepted an offer and enrolled on a course.

1.4 Offer means an invitation to join an APAC course, whether conditional or unconditional.
1.5 Deposit means an upfront payment required to secure a place, hold a vacancy, or allow an
application or admissions process to proceed.

1.6 Start Date means the official commencement date of the course.

1.7 Intake means the specific cohort and start date to which an offer applies.

2. Types of Offers Made by APAC
APAC issues the following types of offers only.
2.1 Conditional Offer

A conditional offer means that a place is offered subject to the applicant meeting specified
entry requirements by a stated deadline.

Conditions may include, but are not limited to:

e completion of a prerequisite course;

e submission of required documentation (e.g. qualifications, references, personal
statement);

o evidence of relevant professional or clinical experience or hours;

e satisfactory completion of an interview or admissions task;

e proof of English language proficiency, residency status, or eligibility to study.

To proceed with a conditional offer:
A non-refundable deposit is required. Payment of the deposit secures the place pending
fulfilment of all conditions. The deposit is deducted from your course fees.

Deposits are normally non-refundable where an applicant accepts an offer and later withdraws
or fails to decline an offer within the stated timeframe, as APAC will have incurred admissions
processing and place-holding costs.

Except where explicitly stated otherwise in this policy, deposits are normally non-refundable
where conditions are not ultimately met.



2.2 Unconditional Offer

An unconditional offer means that all entry requirements have been met and the applicant is
eligible to enrol.

To confirm an unconditional offer:
A deposit is required to secure the place.

Except where explicitly stated otherwise in this policy, deposits are non-refundable, even if the
applicant later decides not to take up the place.

2.3 Offers and Deposits Following a Waiting List Vacancy

Where a vacancy arises within an existing cohort, APAC may contact applicants on the waiting
list and invite them to proceed in accordance with this policy.

2.4 Waiting List Terms and Conditions

APAC operates waiting lists for selected courses where cohorts are full or places are limited.
Each course waiting list has a maximum capacity of four (4) applicants.

2.4.1 Eligibility

e Applicants must be aged 21 or over.

¢ Applicants must meet the entry requirements for the course they wish to join.

¢ APAC may contact referees and undertake eligibility checks at the waiting list stage to
facilitate timely enrolment should a place become available.

e The submission of false or misleading information may result in removal from the
waiting list.

2.4.2 Purpose of the Waiting List

e Joining a waiting list does not guarantee an offer of a place.
e Awaiting list indicates interest in enrolling should a vacancy arise or a new intake be
released.

2.4.3 Prioritisation and Progression

When a vacancy arises, APAC may allocate the opportunity based on:

o date of waiting list registration;

e satisfaction of course entry criteria;

e readiness and availability to commence training.
Applicants may be contacted by email or telephone if a vacancy becomes available.
To allow APAC to reserve the vacancy while the admissions process is completed, a depositis
required before progressing to interview, assessment, or the issue of any offer.
Applicants invited forward must confirm their intention to proceed and pay the deposit within
the timeframe specified by APAC (normally five working days). If this deadline is not met, the
opportunity may be withdrawn and offered to another applicant.
Payment of a deposit at this stage:

o does not guarantee that an offer of a place will be made; and

e secures the opportunity to proceed through the admissions process for that vacancy.
Deposits paid at this stage may be retained by APAC to reflect admissions processing and
vacancy-holding costs incurred, including where the applicant is not offered a place or decides
not to continue.



2.4.4 Holding and Transfer of Waiting List Interest
o Applicants may request to transfer their waiting list interest once only, subject to
availability and APAC approval.
e Applicants may not be on more than one waiting list at the same time.
2.4.5 Duration on the Waiting List
e Applicants remain on the waiting list until the relevant intake commences, unless they
request removal or accept an offered place.
o Approximately two weeks before the course start date, applicants may be offered the
opportunity to transfer to another cohort or waiting list once only.
2.4.6 Changes, Cancellations and Removal
e Applicants may remove themselves from the waiting list at any time by contacting APAC
in writing.
e APAC reserves the right to amend or cancel courses or waiting list procedures where
necessary. Where possible, applicants will be informed in advance.
2.4.7 Data Protection and Communication
e Personal data will be processed in accordance with the APAC Privacy Policy.
e Applicants are responsible for ensuring contact details are accurate and up to date.
APAC is not responsible for missed opportunities due to outdated or incorrect
information.

3. Offer Types Not Used by APAC

For the avoidance of doubt:
e APAC does not make conditional-unconditional offers.
e Allunconditional offers are issued only where entry requirements have been fully met.
e APAC does not operate firm or insurance choice systems.

4. Time Limits on Offers

All offers are time-limited.
Offer letters or communications will specify:

¢ the deadline by which the offer must be accepted; and

e the deadline by which the deposit must be paid.
If an offer is not accepted and the deposit paid by the stated deadline, the offer may lapse and
be withdrawn without further notice. A place on a course is not secured until both acceptance
of the offer and payment of the required deposit have been received by APAC within the stated
deadlines.

APAC is not responsible for missed deadlines where applicants fail to monitor their email or
provide incorrect contact details.

5. General Deposit Terms (All Applicants)

This section applies to all deposits paid to APAC, including deposits paid at the application
stage, offer stage, or to secure consideration following a waiting list vacancy.

The deposit amount will be specified in the relevant offer letter or communication.

Unless stated otherwise in Section 6 below, deposits:

¢ will be deducted from the total course fee once enrolment is confirmed; and

e are normally non-refundable if the applicant does not proceed to enrolment.

APAC may retain deposits to cover administrative processing and place-holding costs incurred.
This includes (but is not limited to) circumstances where the applicant:



e withdraws their application;

¢ fails to meet the conditions of an offer;

¢ withdraws for personal, professional, financial, or health reasons;
* is unable to obtain visa, residency, or funding;

e fails to attend or cancels late;

e requests a deferral that is not approved; or

¢ fails to take up a deferred place.

Deposits will be refunded only where:

* APAC cancels the course in full before it begins; or
¢ arefund is required under UK consumer protection law.

Where an applicant accepts an offer and pays a deposit online or by other distance
communication, a statutory 14-day cooling-off period may apply under UK consumer law. By
paying the deposit and confirming their place within this period, the applicant agrees that APAC
may begin admissions processing and place-holding immediately and acknowledges that the
deposit may be retained to reflect services already provided.

6. Deferral of Offers

Applicants may request to defer an accepted offer to a future intake. Deferrals are:

e subjectto approval by APAC;

e subject to availability on the requested intake; and

e permitted once only.
If approved, any applicable deposit may be transferred to the deferred intake. If a deferral is not
approved or the applicant does not take up the deferred place, the deposit is forfeited.

7. Unsuccessful Applications

Where an application does not meet APAC’s entry or suitability criteria, APAC may decide not to
make an offer.
In such cases:
e no additional deposit will be required where none has already been paid;
e where a deposit has been paid to secure consideration or progress an application, that
deposit remains non-refundable in accordance with this policy;
e APAC is not obliged to provide detailed feedback on admissions decisions.

8. Withdrawal of Offers by APAC

APAC reserves the right to withdraw an offer before or after acceptance where:

information provided is inaccurate, incomplete, or misleading;

eligibility requirements are no longer met;

o safeguarding, professional suitability, or fitness-to-train concerns arise; or

the course or intake is no longer viable or minimum cohort numbers are not reached.
Any refund due will be determined in line with UK consumer law and the specific circumstances
of withdrawal.

9. General Terms
o Offers are valid only for the course and intake specified.
o Offers cannot be transferred to another person or course, but may be deferred to a
different intake of the same course once only, subject to approval and availability.
e Acceptance of an offer does not guarantee enrolment unless all entry requirements are
met and course fees are paid in accordance with APAC’s payment schedule.



¢ APAC reserves the right to amend this policy from time to time. The version in force at
the time of application or offer acceptance will apply.

o APAC reserves the right to change course start dates, venues, tutors, or delivery format
where reasonably necessary

Policy composed and ratified by Maria Bayne, CEO, on 12/03/2026.
Next review is on 11/03/2029.



