Polk County Positive Behavior Support (PBS) Network

Conference Cancellations, Refunds, Changes

Policy and Procedure

Purpose:  Polk County Positive Behavior Support Network believes in the importance of providing employee development opportunities for member organizations.  The coordination and logistics of providing these development opportunities does create an expense per participant.  This policy and procedure will help to ensure that registered participants will provide proper notification if unable to attend, and in the event a participant is unable to attend at the last minute that expenses will be covered by the respective agency member.

Policy:  Polk County Positive Behavior Support Network will follow a consistent procedure for cancellations, refunds, and changes to training opportunities provided to members and nonmembers.  

Procedure:  
Cancellations and Refunds:
If a registrant cannot attend, an alternate registrant may attend in his/her place. Full refunds will be granted only to those who cancel in writing to the Academy Chairperson five business days prior to the program date.  All refunds will be processed within 30 days after the conference.  Cancellations after this time/date, no-shows due to weather, acts of God or illness, will be charged the full registration fee. 

Conference Changes:
Conference titles, presenters and times are subject to change. If necessary a substitute instructor will conduct the conference. Polk County Positive Behavior Support Network reserves the right to cancel any education program, in which case, all fees will be refunded within 30 days.
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