Emergency Fee Course Refund Application
Fee refund policy

· Cancellations made at least 10 days before the course start date will receive a refund of the course registration fee, minus a $10 cancellation fee. 
· Cancellations should be made using the online system.
· Cancellations made nine days or less before the course start date will receive refund minus a $30 late cancellation fee. 
· Cancellations should be made using the online system.
· No fees will be refunded for cancellations made on the first date of class.
· In the case of an unexpected emergency, you may submit a Refund Request to Safe Kids for consideration. We are able to review applications within one month of the course start date.
Candidates who cancel their registration after the course start date will not receive a refund unless there is a bona-fide emergency.

Examples of emergencies (continue with application)
**   DOCUMENTATION REQUIRED **
· Severe illness or hospitalization

· Military leave

· Transfer of employment

· Jury duty (or subpoena)

· Death in the immediate family

· Emergency call-up for disaster, fire or other public protection activity

Examples of non-emergencies (not eligible for refund)

1. Taking an alternative course at a more convenient time or place
2. Unexpected travel

3. Leave from job not covered in emergency examples above
4. Decided course was not for you

Requirements for a complete application
1. Complete application, including necessary signatures

2. Attach proof of information concerning payment (e.g. copy of or specifics on check).  
· Paid by credit/debit/.check card? Credit will be applied to the original account only.  Please do not send credit card specifics.  
· Paid by check?  Send in a W-9 with this application: http://www.irs.gov/pub/irs-pdf/fw9.pdf
The refund check will be made out to the same individual/organization as originally paid.  Be sure to include the name, address, daytime phone number of the person/organization to whom a check would be issued.
3. 
Attach documentation of emergency (e.g. medical notice, transfer notice, court   documents)

Incomplete applications or applications without the
required documentation will be returned without review.

Emergency Fee Refund Application

PLEASE PRINT CLEARLY!  All information must be provided.
An incomplete application will be returned.  Safe Kids is not responsible for any delays caused by incomplete applications. This complete form must be provided to Safe Kids within 1 month of the original course start date. 
Date of request: 





Course ID #: 





  Course start date: 




Full Name: 










SKID#: __________

Email address: 





Daytime phone: 



Credit/Refund

· If approved, you will receive a refund/credit minus a $10 processing fee.  
· If the fee was paid by check, a W-9 (must match person/company of original payment) must be included with this application.

· Avoid the processing fee, if there is a registered course (public, not controlled) you would 
like to take, please include the course ID: 






Reason for EMERGENCY cancellation (documentation required): 




I certify that all statements made above are complete and accurate.

Signature: 






 Date: 




Fax this form and your documentation to Safe Kids at (202) 803-4223
or email it to kchausmer@safekids.org within one month of the original course start date. 
You will get a confirmation of receipt/reply within 2 business days.  

If you do not, please follow up. 

http://www.irs.gov/pub/irs-pdf/fw9.pdf
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Required for refund if original fee was paid by check. Not needed for credit card refunds.








