GENERAL CONDITIONS OF RESERVATION (to retain)

	AGE RESTRICTIONS FOR OUR SERVICES
►Job and Internship programmes: 18 – 30 years old

►English classes: from 16 years of age

►Accommodation in a family, residence + apartment: from 18 years of age.

►Individual reservations in youth hostels and hotels:  from 18 years of age

►Group reservations in youth hostels and hotels: from 7 years old.
CONDITIONS FOR THE JOB AND INTERNSHIP PROGRAMMES (UK + IRELAND)

Reservation

For the application to be taken into account it must include:

>     The application form completed and signed

>   Total payment for the programme 
>     Two passport photos

>     A CV and covering letter typed in English

       >    2 reference letter from previous employers / teachers  (for the job    programmes only)
>     A photocopy of a passport / ID card
General conditions
These services are only open to European Union nationals. An 8-week notice period is required as from the date the candidate’s file is received, to find the Job or internship.

Upon receipt of the candidate’s file, the our correspondent will study the file and organise a telephone interview to evaluate the candidate’s oral English level and to check their personal details.

Should the candidate’s file be accepted, they will receive a letter of confirmation  within 15 days. The consultant in charge of your file will keep you informed of progress in your application (Interested employers, telephone interviews..)


	If the candidate has applied to different services, they will receive separate confirmation letters from the departments concerned.

Should we be unable to accept the candidate’s application, all their papers will be returned free of charge.

Only those details mentioned in the candidate’s confirmation letter will be legally binding. The position offered to the candidate as well as the tasks given will depend on their level of English and their attitude (punctuality, initiative, motivation etc..) The our correspondent is in no way responsible for the professional evolution of the candidate once inside the company.
The our correspondent guarantees a placement (maximum 5 interviews) within 10 working days of the start date of the candidates Job / Internship (bank holidays included). Should we fail to do this the our correspondent will refund the placement fees.
CONDITIONS SPECIFIC TO INTERNSHIPS

The candidate must be available at all times for possible interviews with interested employers.

If, after 2 weeks with the host company, and for a valid reason, confirmed in writing, the candidate feels that the position corresponds neither to their level in English, nor to their skills, the our correspondent our correspondent propose other work placements as soon as reasonably possible (this service is not available to candidates whose work placement is for 4 – 6 weeks).

The time taken to confirm the details of the employer will vary depending on the type of placement requested. 
In the case of replacing the candidate, the our correspondent has the right to stop all placements if after 5 interviews the candidate is still not placed.

CONDITIONS SPECIFIC TO JOB PROGRAMMES.

The candidate must have at their disposition a uniform comprising; black skirt/ trousers, black shoes and a white shirt.
You must be available at all times during the first few weeks in the UK or Ireland as the our correspondent will need to contact you on a regular basis for interviews. The candidate must immediately inform their employment consultant at the our correspondent on the outcome of each interview.

Each interview must be attended and the candidate must stay a minimum of 2 months (8 weeks) in full time employment.

“Welcome Plus”, “Summer London” “Summer by the Sea” and “On the Coast”: Neither the English courses nor the accommodation in these programmes can be refunded in the case of an early departure.
CANCELLATION POLICY

All requests for cancelling a programme must be sent in writing by recorded delivery and will take effect from the moment the letter arrives at the  our correspondent offices. The conditions are as follows:

> Cancellation more than 40 days before the start of the candidate’s Job or Internship: the  our correspondent will retain 50€  / £30 cancellation fee.
> Cancellation 20 – 40 days before the start of the Job/ Internship: the  our correspondent will retain the administrative fees + 50% of the price of the chosen programme.

> Cancellation less than 20 days before the start of the Job/Internship: the  our correspondent will retain the entire amount of the programme.

The  our correspondent has the right to refuse a refund in the following cases:

> Should the candidate refuse a placement for a reason considered invalid (unfounded)

> Should the candidate disrespect the rules and conditions as laid down by their employer. These include rules relating to punctuality, uniform or discipline.

> Should the candidate leave their Job or Internship without informing the our correspondent of any problems encountered.

> Should the candidate disrespect the rules of the accommodation or school where he is registered.



	CONDITIONS FOR HOST FAMILIES 
Reservation.

For the application to be taken into account it must include:

> The application form completed and signed

> A deposit cheque for 300€ made payable to the  our correspondent
> For a stay of 4 weeks or less: The totality of the programme must be paid at the moment the application form is sent 
> For a stay of more than 4 weeks: The first 4 weeks must be paid in full. Thereafter payment must be paid for each 4-week period 15 days in advance.

General.

Minimum stay: 2 weeks

Due to the demand for host families, we ask that all applications are received at least 4 weeks before the date of arrival.

The candidate will receive a letter of confirmation once their completed file has been received. If the candidate has chosen different programmes they will receive a confirmation from each department concerned.

The candidates should make their own way to their host family.  The our correspondent will send the exact address as well as details on how to get there and a tube map. However, the candidate should not hesitate to ask the our correspondent or the host family should they have any questions.

The our correspondent cannot guarantee a request will be met in terms of zone or board. The our correspondent’s policy is to place the candidate as near as possible to their place of work or school. The our correspondent will contact the candidate in advance to discuss any changes that may have been made. The zone location of the host family is in accordance with the closest tube / train station.

The candidate must be aware that they are staying in a private residence. The house, contents and family must be treated with respect. Questions relating to laundry, cleaning, the telephone, smoking and dinner times should be agreed with the host family from the beginning.

> The bedroom: the bed must be made and the candidate’s belongings kept tidy.

> The bathroom: Please use the bathroom with consideration for the family and leave it clean and tidy after use.

> Meals: Most meals are eaten with the family. If the candidate has chosen the half-board option and decides to eat elsewhere, they must inform the family 24 hours in advance.  Should the candidate come home late they should inform the family so that their meal may be put aside. Please inform the our correspondent in advance of any special diet.

> Laundry: Some families will take care of the candidate’s laundry; others will allow them to use the washing machine.

> The telephone: The host family’s permission must be sought for use of the telephone. For long distance calls, the candidate is advised to buy a telephone card (for sale in the our correspondent’s offices or on web site of our correspondent) There are coin operated telephone cabins all over London.

> Smoking: Should the candidate smoke they are requested to do so outside the house. Smoking is not allowed anywhere in the house and this includes the bedroom, except with the express authority of the family,

Please inform the  our correspondent of any problem encountered during your stay and we will solve the problem as quickly as possible.

CANCELLATION POLICY

A request for cancellation must be sent in writing by recorded delivery and will take effect as from the date the letter arrives. The conditions for cancelling a reservation are as follows:

> Cancellation more than 31 days before the date of arrival
> Cancellation between 15 and 31 days before the date of arrival: the our correspondent will retain the administrative fees + 2 weeks rent.

> Cancellation less than 15 days before the date of arrival: The our correspondent will retain the whole amount paid.


	Should the candidate wish to shorten their stay, they should inform the our correspondent in writing

· at least 2 weeks before the intended date of departure for a stay of less than 2 months

· at least 4 weeks for a stay of more than 2 months

 Should the candidate leave without giving the necessary notice the our correspondent will retain the rent corresponding to the notice period required.

Should, exceptionally, the candidate have a serious problem with the family and the reasons are presented in writing, the our correspondent will place them with another family. N.B. A weeks notice is needed to change families. You must not leave your family without informing the our correspondent of your intention to leave before hand.
The deposit cheque will be returned to the candidate one month after their departure, except:

> In the case of non-payment of rent or non-respect of the conditions.
> If the candidate leaves the family without respecting the notice period of 2 weeks or 4 weeks.

> By request of the family (misuse of the telephone, damage to property, loss of keys..) should this situation arise the our correspondent will contact both parties to discuss the problem.

CONDITIONS FOR HALLS OF RESIDENCE (UK ONLY)

Minimum stay: 2 weeks

The conditions vary depending on the Halls of Residence chosen. A detailed file will be sent to the candidate upon request.
CONDITIONS FOR INDIVIDUAL RESERVATIONS 

Reservations in Youth Hostels and Hotels.

For the booking to be made, the total amount of the reservation must be paid including the reservation fees of 10€ / £6. The conditions for the type of accommodation chosen will be given by telephone at the time of the booking.

Confirmation.

The candidate will receive and “invoice/voucher” once the payment has been made which must be handed to the person at the reception. If the candidate has chosen a range of services they will receive a letter of confirmation from each department.
CONDITIONS FOR ENGLISH CLASSES 
Reservations.

For the reservation to be taken into account, the candidate’s file must include:

> The application form completed and signed

> The total amount due for the lessons 

General.

The prices as displayed in our brochure and on our website are the most competitive prices for the group of schools we work with. Should the candidates first choice of lessons not be available the our correspondent shall try to place them in a similar class.
The candidate will receive a letter of confirmation upon receipt of the completed file. If the candidate has chosen a range of different services, they will receive individual letters from each department.

Each hour of lessons comprises of 50 minutes of teaching and a 10-minute break, except for the one-on-one lessons where 1 hour is equal to 60 minutes
N.B: Lessons falling on UK or Irish public holidays are neither refundable nor referable.

UK public holidays (called “Bank Holidays) for 2007:

1 January, 6 + 9 April, 7 + 28 May, 27 August, 25 + 26 December.

Irish Public Holidays 2005:

1 January, 17 March, 6 + 9 April, 7 May, 4 June,  6 August, 29 October, 25 + 26 December.


	For those candidates from outside the European Union, the our correspondent and the school in London will send the candidate a letter so that they made take the necessary steps to obtain a visa. Neither the our correspondent nor the school may be held responsible should the candidate be refused a visa

CANCELLATION POLICY
English lessons are non-refundable, however, should the candidate choose to cancel their lessons, they will receive a voucher for the lessons booked, which may be used up to a year after cancellation.

Any request to cancel lessons must be made in writing and sent by recorded delivery. The request will take effect upon receipt of the letter. A 7 day notice period must be respected for the voucher to be valid.
For those candidates who are refused a visa, they our correspondent will retain the administrative fees + 100€ 
Conditions for programmes in Oxford, Brighton and London.

The conditions for these programmes vary and a detailed file will be sent to the candidate on request.

I certify ____________________________________,  that I have read and understood the rules and conditions as laid down in the General Conditions of Reservation.

	                                                


