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LSN is committed to providing a high quality events service to all its customers. We recognise that on occasions delegates will book onto events and subsequently find that they are unable to attend. In these situations we ask that customers notify us of their need to cancel an event booking as soon as possible. 
Similarly, LSN will on occasion find it necessary to cancel an event and when this need arises we are committed to taking positive steps to alert you to the cancellation as soon as possible. 

The information below outlines the action required in the case of cancellations.
Cancellation by delegates on ‘free’ events (i.e. events for which there is no attendance charge):

If you need to cancel your booking/s for a ‘free’ event, our cancellation policy is as follows:

· LSN does not charge a cancellation fee for free events but we request that delegates inform us of cancellations as soon as possible so we can reallocate the place to a person on the waiting list. LSN events are often over- subscribed and your place can often be filled by another delegate. 

· Cancellation details should be sent to LSN by email to registrations@LSNeducation.org.uk  or by post to the Information and Customer Centre, LSN, 5th Floor, Holborn Centre, 120 Holborn, London EC1N 2AD. Please include your booking reference number, name, event date and event title in any notification of cancellation. Alternatively you can telephone the Information and Customer Centre on 0845 071 0800. 
· If you wish to send a replacement delegate please notify LSN prior to the event using the contact details above. Please ensure that you notify LSN of any particular requirements of the replacement delegate e.g. dietary, access etc so we can ensure that we offer them the best possible service at the event. 

· Where places have been booked and not cancelled in advance and there is repeated non-attendance at events by an individual or representatives of an organisation, LSN reserves the right to contact the individual/organisation to discuss the situation. Where the situation continues, LSN reserves the right not to accept bookings from the individual/organisation for a specified period of time, or until the individual/organisation can assure LSN that attendance will improve. This action is necessary to ensure that we make the best use of the events that we offer to the sector and maximise the opportunities offered to the sector. 
Cancellation by delegates on ‘chargeable’ events:

If you need to cancel your booking/s on a ‘chargeable’ event, i.e. an event that is subject to an attendance charge, our cancellation policy is as follows:

· Cancellation details should be sent to LSN by email to registrations@LSNeducation.org.uk  or by post to the Information and Customer Centre, LSN, 5th Floor, Holborn Centre, 120 Holborn, London EC1N 2AD. Please include your booking reference number, name, the event date and event title in any notification of cancellation. Alternatively you can telephone the Information and Customer Centre on 0845 071 0800. 
· If you wish to send a replacement delegate please notify LSN prior to the event using the contact details above. Please ensure that you notify LSN of any particular requirements of the replacement delegate e.g. dietary, access etc so we can ensure that we offer them the best possible service at the event. 
· If you notify LSN of your cancellation up to six weeks prior to the event, LSN will provide a full refund or offer a transfer of credit for another LSN event.
· If you notify LSN of your cancellation less than six weeks but more than four weeks then LSN will charge a 50% cancellation fee
· If you notify LSN of your cancellation less than four weeks prior to the event the full cost of will be payable to LSN.
· Where you have booked a place at an event and do not attend without notifying LSN of your cancellation the full fee will be payable to LSN.
· Invoices for event fees will be issued by the LSN Finance Department and are subject to the normal LSN payment terms. 
Cancellation of an event by LSN:

LSN is committed to offering high quality events that meet the needs of delegates and will always aim to run events once delegates have booked onto them. Occasionally circumstances will arise which result in the need to cancel an event. When this is the case LSN will take active and positive steps to inform you as soon as possible by phone and/or email. LSN reserves the right to modify or cancel any event if unforeseen circumstances arise.  
Where LSN cancels an event that you have paid to attend, LSN will offer you a full refund (or a credit transfer for a future event). Full advice on refunds/credits will be provided at the time of cancellation. 
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