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Terms and Conditions for Higher Level Teaching Assistant (HLTA) Provider of Provider of Preparation Course
Application Process and Eligibility:
Before applying onto the course, please ensure you have read the HLTA course programme and content, to ensure this course will meet your needs – this is available on the Edge Hill University (EHU) HLTA website.
Initial application is made by completing an application form on the EHU HLTA Provider of Provider of Preparation Course website at which point EHU will start the registration process.
Eligibility:
To be eligible for this HLTA Provider of Provider of Preparation Course you must:
· have the endorsement of your Headteacher/School Principal who knows that you must have opportunities to take whole classes.
· be in employment as a Teaching Assistant.
· have achieved a nationally recognised qualification at level 2 or above in English/literacy and mathematics/numeracy.
· Applicants without Level 2 English and Maths may be offered HLTA Entry Test.
· If you do not successfully complete any HLTA equivalency tests or cannot produce requested certificates or endorsements following registration, you may still be liable for full payment of the preparation fee.
Registration:
Applicants will be registered onto the EHU HLTA course only once:
· An endorsement form has been fully completed by your Headteacher/Principal.
· Payment liability confirmation has been received – two methods of payment liability are:
· Payment directly by the applicant
· Payment by the applicant’s employer
· Copies of qualifications have been verified (by your Headteacher/Principal) and send to EHU HLTA admin for final verification.
· Upon successful receipt of all registration documentation EHU HLTA will confirm your place on the short course.
· EHU HLTA can accept or decline your application at our discretion.
GDPR:
Your personal data will be processed, managed, and stored by the University in line with data protection principles. It will only be shared with relevant people when there is a legitimate, statutory, or legal requirement to do so. This may include to support your studies. 
HLTA Provider of Preparation Course Fee Payment:
· Once EHU confirm your place on the HLTA course then course fees are payable in full and prior to the first date on the course- failure to do so will mean that you are unable to proceed onto the start of the course.
· Payment must be made via the EHU online store. For online payments receipts will be issued electronically on completion of payment.
· The fee payable for the HLTA Provider of Preparation Course includes an assessment fee. This assessment fee will be paid by EHU to HLTA North on successful completion of the Provider of Preparation Course.
HLTA Provider of Preparation Course Attendance:
· Candidates will receive a welcome email to the email address provided on the application form with signposting to HLTA Handbook and resources required for the course.
· Edge Hill University send all correspondence primarily via email to the email provided on the HLTA application form. If alternative details are received after the HLTA application form has been submitted, they will supersede the original details, and all future correspondence will be sent to the new address.
· Candidates will receive joining instructions to the email address provided on the application form.
· If the welcome email and joining instructions are not received, it is the responsibility of the individual who completed the application form to contact Edge Hill University and request to re-issue them.
· It may be necessary, for reasons beyond the control of the Edge Hill University, to change the content and timing of the HLTA Provider of Preparation Course, the dates, or the tutors and Edge Hill University reserves the right to amend the described courses as circumstances dictate. 
· Expectation of the course is 100% attendance. If you feel there are exceptional circumstances regarding non-attendance, you must email your EHU HLTA course tutor immediately/prior to any non-attendance or you will be at risk at being liable for the full fee.
· Delegates will receive HLTA preparation and assessment information from EHU. On completion of the course, candidates will liaise with HLTA North regarding suitable dates for their assessment dates within the assessment window.
· It is the candidate’s responsibility to ensure that they follow HLTA Handbook and guidance so that they have the relevant standard requirements and completion of tasks to ensure that they are prepared in full for their assessment. 
Applicant changes in Circumstances:
All issues in relation to applicant changes in circumstances that impact on attendance/completion of the course must be received via email to EHU HLTA. We will review circumstance on a case-by-case basis. 
EHU HLTA changes in circumstance:
· In the event of there being insufficient numbers booked onto the EHU HLTA course then EHU reserves the right to cancel or postpone the EHU HLTA course.
· In the event of change to the EHU HLTA course date (or dates), then EHU HLTA will endeavour to inform all delegates at least a week before course date is due to take place, although this may not be always possible. 
· EHU shall not accept liability for any consequential loss and shall have no liability to reimburse any other costs that may have been incurred, including travel and accommodation.
Force Majeure:
EHU shall not be liable to refund of fees or for any other penalty should the event be cancelled due to war, fire, strike lock-out, industrial action, tempest, accident, civil disturbance, or any other cause whatsoever beyond their control.
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