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Applies to A2A’s training providers, employers and other customers, and the 
apprentices and learners whose assessment or training is invoiced. 
This policy sits alongside, and is subject to, the signed contract; 
where they differ, the contract applies.

1. Policy statement

This policy sets out how A2A Qualifications Limited (“A2A”) issues, collects, recovers and retains  
invoices, the fees that apply, and the circumstances in which a refund is available. It applies to A2A’s 
training providers, employers and other customers. It sits alongside the signed contract; where this 
policy and the contract differ, the contract applies.

2. Issuing invoices

Invoices are issued by email to the invoicing contact named on the signed contract, unless an updated 
contact  has  been  provided.  For  end-point  assessment,  an  invoice  is  normally  issued  once  an 
assessment is booked; partly completed assessments are also invoiced. Each invoice includes:

• a unique invoice number;

• A2A’s name, address and contact details;

• the name and address of the customer being invoiced;

• the date of the invoice;

• the total in GBP, with a breakdown of the charges where applicable; and

• the payment terms.

3. Fees

Fees — including assessment, registration, cancellation, and re-sit and re-take fees — are set out in the 
contract, and fees for each standard are published on the relevant page of A2A’s website. A2A reviews 
its fees annually. A2A’s fees, and any public funding determined by Skills England, are subject to review 
and change; A2A will give the training provider prior and reasonable notice of any change to fees.
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4. Payment terms

Unless other terms are agreed and recorded in the contract, payment is due by the first day of the 
month following the date of the invoice. Customers should make payment by the due date using the  
method shown on the invoice.

5. Late or unpaid invoices

Unless other arrangements have been agreed in writing with the training provider, A2A will take steps 
to recover any invoice that is not paid by its due date. This may include reminders and a final demand, 
referral  of the debt to a third-party debt-recovery agency, and legal  proceedings to recover the 
amount owed. In line with the contract, A2A will charge interest on overdue amounts and recover its 
costs of recovery, including legal fees; this may include statutory interest and compensation under the 
Late Payment of Commercial Debts (Interest) Act 1998 where it applies. Where there is a genuine 
dispute about an invoice, the customer should raise it promptly so that it can be resolved.

Non-payment is a contractual matter between A2A and the training provider or employer. It does not 
affect the assessment outcome of an individual apprentice.

6. Refunds

End-point assessment and apprenticeship assessment

An invoice is raised once an assessment is booked and payment is due as set out above; partly  
completed assessments are also invoiced. A cancellation made on the day of the booked assessment is 
charged in full, as A2A will already have incurred costs such as the assessor’s fee and preparation. A  
cancellation made within two working days of the booked date is charged at 50%. Full terms are set out 
in the training-provider contract.

Self-paced (online) learning

Where A2A provides self-paced online learning, a course purchased online may be refunded within 14 
days of purchase, provided the learning materials have not been accessed. Once the materials have 
been accessed by logging into the learning system, the customer has received the course content and 
waives any right to a refund, so no refund is available.

Instructor-led training

Where A2A provides instructor-led training, a refund request will  be accepted within 14 days of 
purchase, less a £50 administration fee, and up to 14 days before the course is due to run; no refund is 
available after that point. A place may instead be moved to an alternative date, subject to availability, 
up to one week before the course. A course may be postponed by written agreement with A2A without 
a refund being given.

Cancellation by A2A

A2A may reschedule or cancel in unforeseeable circumstances, such as assessor illness. In the unlikely 
event that A2A is unable to deliver a booked assessment or course, a full refund will be made within 7 
to 10 working days of the date of cleared payment.

7. Retention of invoices

Invoices are retained for at least six years from the end of the company financial year to which they 
relate, in line with HMRC requirements.
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8. Queries and complaints

To  discuss  this  policy,  our  fees,  or  an  invoicing  arrangement,  please  contact  A2A  at  
info@a2aqualifications.co.uk or on 0121 294 5153. If you wish to complain, A2A’s complaints and 
appeals arrangements are set out in the Enquiries, Appeals and Complaints Policy (A2A-EAC-POL-001), 
available on the policies page of A2A’s website.

9. Changes to this policy

A2A may update this policy from time to time; the current version is published on A2A’s website.  
Changes to fees will be notified to the training provider with prior and reasonable notice, as set out in 
section 3.

10. Company details

A2A Qualifications Limited is registered in England and Wales, company number 11740930. Registered 
office: 13 Stourdale Road, Cradley Heath, England, B64 7BG. A2A is an Ofqual-regulated awarding 
organisation and end-point assessment organisation (EPAO889).

11. Version history

Versio
n

Date Owner Summary of change

1.0 10 June 2026 Director New combined Invoicing and Refund Policy for A2A 
Qualifications, in house style. Sets out how invoices 
are issued, paid, recovered and retained, the fees 
and refund arrangements for EPA and any training, 
and A2A’s approach to recovering unpaid invoices. 
Company and contact details updated.
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