
ENROLMENT
You can book in the following ways:
1.	 Online at www.francesking.com
2.	 By email to london@francesking.com or dublin@francesking.com

Download the Enrolment Form from 
www.francesking.com/school-of-english-london/more-information/downloads

3.	 Visit one of our schools
London: 77 Gloucester Road, London SW7 4SS 
tel: 020 7870 6533
Dublin: 26 Merrion Square, Dublin 2 
tel: 01 486 6000
•	 Take a test, pay a deposit and reserve a place on the next course
•	 Please bring your passport/ID card with you to make a booking

PAYMENT
You must send payment with your enrolment. We can confirm your course or 
accommodation booking and send a letter of confirmation when you or your company 
have paid:
•	 Registration fee of £75/€75 and a deposit of

•	 £200 (London) / €200 (Dublin) if you want to book a course
•	 £500 (London) / €500 (Dublin) if you want to book a course and accommodation
      –	 15 days before your arrival you need to pay the balance of your course and 

accommodation fees
      –	 Deposits are non-refundable and non-transferable

•	 Payment in full, in the following cases:
•	 If you are applying for a Student Visa
•	 If you are booking less than 15 days before arrival
      –	 Documents for visa applications will not be issued unless students have paid 

course and accommodation fees in full
You can pay by:
•	 Credit Card (Visa or MasterCard). Please request a card authorisation form or pay 

online at:
London: https://secure.francesking.com/payment-london
Dublin: https://secure.francesking.com/payment-dublin

It is safe to give your credit card details on our secure server.
•	 International Bank Transfer to our bank:

London
Business Education Limited trading as Frances King School of English,
Bank sort code: 56 00 03
Account number: 17054524
IBAN BIC number (SWIFT): NWBKGB2L
IBAN number: GB62 NWBK 5600 0317 0545 24
Dublin
Frances King School of English (Ireland) Ltd Bank sort code: 90 14 90
Account number: 62783119
IBAN BIC Number (SWIFT): BOFIIE2D
IBAN number: IE18 BOFI 9014 9062 7831 19
–	 Frances King is not responsible for any bank transfer charges. Payment 
must be received in full– please instruct your bank to remit the full amount plus 
additional funds to cover ALL bank transfer charges.
–	 You need to email/fax a copy of the bank transfer with your Enrolment Form.
–	 Please make certain that your name appears clearly on the bank transfer.

•	 Sterling cheque drawn on an British bank account (for London) or Euro cheque 
drawn on an Irish bank account (for Dublin)

CONFIRMATION
When we receive your Enrolment Form and payment, we check the availability of your 
course and accommodation and send your confirmation documents by email or post 
within 3-4 working days. We can also send your documents by courier (DHL): £45/
courier (for London) / €50/courier (for Dublin). We will contact you if the course or 
accommodation you want is not available and offer you an alternative.
If you would like us to arrange accommodation before your pre-entry visa is issued, you 
need to agree to our Accommodation Cancellation Policy, otherwise we will not arrange 
your accommodation until a visa has been issued.
If you want to book an airport transfer (either a single or return) you must email us your 
flight details and we will then confirm that we have booked this for you.
Students aged 16 and 17 must book a return airport transfer unless a guardian (over 21 
years) is meeting the student at the airport.
You must inform your homestay or other accommodation provider of your arrival time. If 
you do not do this, we cannot guarantee that your host/accommodation provider will be 
there to meet you.

INSURANCE
Before you arrive in the UK/Ireland, you should take out insurance for your own financial 
and personal security. EU nationals should bring their European Health Insurance Card 
(EHIC) which allows you access to health care services.
•	 You can take out your own insurance or the International Student Policy offered by 

Guard.Me Insurance
•	 Learner Protection Insurance is included in the Dublin Work & Study Course but you 

will still need health and travel insurance
For further details, please visit:
London insurance:
www.francesking.com/school-of-english-london/more-information/downloads
Dublin insurance: 
www.francesking.com/school-of-english-dublin/more-information/downloads

COURSE INFORMATION
Passport/ID card
All students are required to present their passport/ID card on their first day and the school 
will retain a copy.
Contact details
You are required to provide, and keep up-to-date, your contact details in London/
Dublin and next of kin contact details in your own country and any other changes of 
circumstance that would affect your visa.
Your Course
Frances King cannot guarantee a particular course, timetable until you have finished the 
entry test at the school. In the event of insufficient enrolments for a course, the school 
reserves the right to offer an alternative course of equal value. Frances King also reserves 
the right to change course programmes and locations without prior notice in the event of 
unforeseen circumstances beyond our control or if in the best interests of the school.
Attendance
You are required to attend regularly and on time.
Homework
In addition to timetabled classes, students should also expect to spend a minimum of 6 
hours / week on homework and self-study activities.
Semester/Academic Year
Students need to plan their holidays in advance – students will not pay for holiday time.  
Students can take holidays as follows:
•	 25 week course: 4 weeks 
•	 28 week course: 4 weeks
•	 36 & 42 week course: 6 weeks
•	 48 & 52 week course: 8 weeks
•	 Extra 2 weeks’ holiday for those present from during school holidays December 24, 

2018-January 4, 2019
Private lessons
Requests for a change to your timetable must be made 48 hours in advance (during 
office hours, 9.00-17.00, Monday-Friday). 
Photography/videos
Sometimes Frances King or our representatives take photographs and videos during our 
courses which may be used for promotional purposes. Please advise us at the time of 
booking if you do not wish to appear in any promotional material. It is your responsibility 
to absent yourself when photographs are being taken or videos made.
Progress meetings
From time to time you will have a short, 5-minute meeting with your teacher. 
Student holidays
•	 Course less than 12 weeks: no holidays
•	 12 weeks or more except examination preparation courses: 2 weeks/12 weeks
•	 You must give 1 week’s notice to the school
•	 Holidays may not be taken within the first 8 weeks of your course 
•	 Homestay accommodation: you must give one week’s notice to the school. Retainer 

fee to leave luggage: £50 / week (London); €50 / week (Dublin)
•	 All other accommodation: you will be charged the full weekly rate during your holiday 

period and may leave your luggage in your room
•	 Holidays and visas: if you book a course of 12 weeks or more and need a visa to 

enter the country and wish to take a holiday either during or after your course, you 
should request extra weeks when you apply for your visa

Public holidays
There is no reduction in course fees when a course includes a public holiday.

 Terms and conditions 
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ACCOMMODATION INFORMATION
First and second choice of accommodation
Please always include a second choice of accommodation on the Enrolment Form. 
Where the first choice of accommodation is not available we will book the second choice.
Accommodation arrangements
In arranging accommodation Frances King will be acting as agent for the supplier, 
as principal or a sub-agent. The status of Frances King in relation to specific 
accommodation will be explained on request. Frances King is not responsible for 
payment of any tax claimed from students by UK, Irish or foreign authorities.

CANCELLATION
a) Cancellation of group courses
Before arrival: If you want to cancel your booking before starting your course or before 
arrival in the UK / Ireland, you must give notice in writing. We will refund all fees minus the 
Registration fee £75/€75 and the deposit: £200 (London) / €200 (Dublin).
Before arrival when a student is refused a visa: If you want to cancel your booking 
before arrival in the country, you must send us a copy of your visa refusal letter issued by 
the respective Embassy/Consulate. All course fees will be refunded less registration fee 
of £75/€75. 
After arrival: If you cancel or curtail your course after arrival in the country, there is no 
refund in any circumstances.
•	 Course credits may be given at the school’s discretion
•	 No credit for course cancelled during the first 4 weeks
•	 If the course is longer than 4 weeks, you must give advance notice to cancel or 

postpone your course
•	 Credits are not transferable and must be used within 1 year
•	 Credits may be used to pay for group courses or private lessons at the 

school’s discretion and if teachers are available, but may not be used to pay for 
accommodation

If you leave because you are ill or because of the death or serious illness of a close 
relative, you may be able to claim reimbursement of fees through your insurance.
No refund will be given if a student leaves for what is an insurable risk.
b) Cancellation of private lessons
•	 You must give 1 week’s notice in writing. You may apply for a credit for the unused 

part of the course. This may be used as part-payment towards any Frances King 
course within 1 year.

•	 To postpone lessons you must give 48 hours’ notice (during office hours 9.00 -17.00, 
Monday-Friday). All late cancellations are charged at the full rate.

c) Cancellation of bookings made at a distance
For course bookings made ‘at distance’ (e.g. via our website, telephone, email), you have 
the right to cancel, with a full refund of monies paid, without giving a reason, within 14 
days (the Cancellation Period) of our confirmation. Cancellation must be made in writing 
by post or email within the Cancellation Period. We will not start providing services to 
you during the Cancellation Period unless you request us to do so in writing. We will 
refund fees paid within 14 days of the date of your cancellation request. In the event 
that you have confirmed in writing that you wish us to start providing services within the 
Cancellation Period, we will deduct from the refund, a reasonable sum for the services 
provided, based on the proportion of the course undertaken.
d) Cancellation of accommodation
Before arrival: if you want to cancel your accommodation before arrival in the UK / 
Ireland you must give notice in writing. We will refund all fees minus the Accommodation 
Deposit, £300 (London) / €300 (Dublin) unless the accommodation fees for the notice 
period exceed that amount. If so you will be charged £300 (London) / €300 (Dublin) plus 
the difference. This also applies to students whose accommodation has been confirmed 
by the school and have had their visa granted.
Before arrival when a student is refused a visa: if you want to cancel your booking 
before arrival in the country, you must send us a copy of your visa refusal letter issued 
by the respective Embassy/Consulate. All accommodation fees will be refunded less an 
administration charge of £100 (London) / €100 (Dublin), provided the correct notice to 
cancel accommodation is given. If notice is insufficient you will be charged for the notice 
period. See notice period (below) to cancel accommodation.
After arrival: if you cancel or curtail your accommodation after arrival in UK / Ireland, 
you will be charged a cancellation fee of £70 (London) / €70 (Dublin). The notice period 
required varies according to your accommodation type. See Notice Period to cancel 
accommodation below. There is no refund for this period.
e) Non-arrival
In case of non-arrival on booked dates, when the school has not received notice of 
cancellation in advance, there will be no refund or credit of course or accommodation 
fees.
f) Refunds
Course and accommodation refunds may take up to 60 days to process. Refunds cannot 
be processed until the school has been paid in full for all services booked. Refunds will 
only be made to the person or organisation that paid in the first instance.

NOTICE PERIOD TO CANCEL ACCOMMODATION
Providers may vary notice periods during the year. If there is a change, we will 
inform you when you book.
3 weeks’ notice: London Residences: Mansion Chelsea, Pure Hammersmith
2 weeks’ notice: London - Budget Flatshares. Dublin - Serviced Apartments, Aungier 
Street Residence, Baggot Street Residence, Budget Flatshares
1 week’s notice: London and Dublin Homestays
24 hours’ notice: London and Dublin Hotels
Citadines Studio & Apartments (A910,A912): 48 hours’ notice is required to cancel a 
stay of 7 to 14 nights, otherwise a cancellation fee will be charged of 2 nights; 6 days’ 
notice is required to cancel a stay of 15-29 nights, otherwise a cancellation fee will be 
charged of 6 nights. 10 days’ notice is required to cancel a stay of 30+ nights, otherwise 
a cancellation fee will be charged of 10 nights.
Chelsea Cloisters Studios & Apartments (A410-A412): 7 days’ notice is required to 
cancel, otherwise a fee of 2 nights is charged. No refund is given if a stay is shortened or 
cancelled after arrival.
Go Native (A201-A202): 7 days’ notice is required for stays of 1 to 27 nights. When 
notice period is not given, students will be charged for 7 nights. For stays of 28 nights 
or more, there is a 14-day notice period and a 14-day cancellation charge if notice is not 
given.
Baggot Street Residence (D302): No refund is given if a stay is shortened or cancelled 
after arrival.

TRANSFER TERMS AND CONDITIONS
•	 Flight details must be received in writing before 14.00 (UK / Irish time) on the Friday 

before arrival
•	 To cancel or change an airport transfer you must inform us in writing 12 hours before 

the flight arrival or departure time or you will be charged for the transfer
•	 For last minute changes or cancellations, please phone +44 (0) 7768 325 391 

(London) / +353 (0) 83 450 2204 (Dublin)
•	 A supplement of £15 (London) / €25 (Dublin) will be charged for an airport transfer 

service between 23.00- 05.00. A supplement will also be charged for airport transfers 
on public holidays (and during the Christmas period) - please ask for prices

•	 Waiting time of 1¼ hours (Dublin) / 2 hours (London) is included in the transfer price. 
If you do not contact the driver within 1¼ hours (Dublin) / 2 hours (London) of the 
flight arrival time, the driver will leave the airport and any request for a further transfer 
will be charged at the full rate. Waiting time starts from the scheduled time of arrival, 
unless the flight is early, in which case waiting time will start from the actual flight 
arrival time

•	 For Flatshares in London the airport transfer may be to the flatshare office not to the 
flatshare. A supplement will apply if you request an extra transfer

•	 Please read your airport transfer confirmation documents carefully before departure 
as they include important arrival information

16 AND 17 YEAR OLDS
•	 Students age 16 and 17 study alongside adult students with minimal or no 

supervision outside class times. If closer supervision is required, we recommend our 
Teenager Programme.

•	 Students age 16 and 17 without a guardian in the country must stay with a 
homestay. We advise students to book full board. They must book a return airport 
transfer unless a guardian (21 years and over) is meeting them at the airport.

•	 Students age 16 and 17 should carry a letter of consent to travel alone and 
present it, if requested, on arrival in the country. We will send a form letter with the 
confirmation documents.

COMPLAINTS AND CONDUCT
Complaints
Problems and complaints with courses, accommodation and other services should be 
brought to our attention immediately so that we can help.
Conduct
Frances King reserves the right to cancel a student’s course and accommodation in the 
event of misconduct or unsatisfactory behaviour. Students will be responsible for all costs 
arising.

FORCE MAJEURE
Frances King School of English is not liable in the event of the school being unable 
to supply services to which it is contractually bound resulting from causes outside 
the school’s control, such as, but not limited to, natural disasters, labour disputes, 
government action, pandemics and the like. Refunds will not be made in such 
circumstances.

 


