[Your business name]: Cancellation and Rescheduling Policy
Last updated: [date]
Thank you for choosing [your name / business name]. I hold a regular time slot for each student, so this policy explains what happens when sessions need to move or be canceled. It's designed to be fair to you and to me, and to keep things simple.
1. Booking sessions
Sessions are [weekly / every other week / booked as needed] and last [60 minutes]. Your regular slot is [day and time], held for you during the school year [and over the summer, if agreed].
The fee is $[amount] per session, payable [in advance by card, Zelle or Venmo / monthly in advance / as a package of [number] sessions].
2. Canceling or rescheduling a session
If you need to cancel or move a session, please let me know at least [24 / 48] hours before it's due to start, by [text / email / the booking system].
1. With [24 / 48] hours' notice or more: there's no charge. I'll do my best to offer another time that week, or the session will be refunded or credited.
1. With less than [24 / 48] hours' notice: the session will be charged at [50% / 100%] of the usual fee, because I'm usually unable to fill the slot at such short notice.
1. First late cancellation: I understand things happen. The first late cancellation [each semester] is free of charge. After that, the charge above applies.
1. Rescheduling within the same week: if we can find another time that works for both of us, [no charge applies even with short notice].
3. Missed sessions (no-shows)
If a student doesn't attend and I haven't been told beforehand, the session is charged in full. For online sessions, I'll wait [15 minutes] and try to reach you before treating the session as missed.
4. Illness and emergencies
If a student is sick or there's a genuine emergency, please let me know as soon as you can. I'll use my discretion and won't usually charge for a session canceled because of sudden illness or a family emergency. If a student is well enough to learn but can't travel, we can [switch the session online].
5. If I need to cancel
If I have to cancel a session for any reason, there is no charge. I'll give as much notice as I can and offer another time. If we can't find one, the session will be refunded or credited in full.
6. Lateness
1. If the student is late: the session will still end at the usual time, so the next student isn't affected, and the full fee applies.
1. If I'm late: I'll make up the time, either at the end of the session or in a later one.
7. Online sessions and technical problems
If a session can't go ahead because of a problem on my end, such as my internet or equipment failing, there's no charge and I'll reschedule. If the problem is on the student's end and can't be fixed within [15 minutes], I'll try to continue by [phone / another platform]. If that isn't possible, [the session will be rescheduled at no charge the first time; after that, the late-cancellation charge may apply].
8. Session packages and prepaid sessions
If you've paid for a package of sessions, canceled sessions are handled under section 2: with enough notice, the session stays in your package to use later; with late notice, [it is deducted from the package / half a session is deducted]. Prepaid sessions are valid for [the current semester / 3 months]. If I'm unable to deliver them, any unused sessions will be refunded.
9. Stopping sessions
You can stop sessions at any time. I ask for [two weeks' / one session's] notice where possible, so I can offer the slot to someone on my waitlist. Any sessions you've paid for but not yet received will be refunded, [minus any late-cancellation charges already due].
10. [Optional] Your right to cancel an in-home sign-up
[Delete this section unless you sometimes agree on a package with a family in person at their home, workplace or another temporary location, and the total is $25 or more.]
If you agreed to sessions with me in person at your home or another location that isn't my regular place of business, you may cancel this agreement without penalty within three business days. To cancel, send me written notice by [date three business days after signing]. Any payment will be refunded within [10] business days.
11. Agreement
By booking sessions, you confirm you've read and agree to this policy.
	Detail
	Response

	Student's name
	

	Parent or guardian's name (if under 18)
	

	Signature
	

	Date
	



[Your name] · [Business name] · [Email] · [Phone]


[Optional] Notice of cancellation
[Use this page only for in-home sign-ups covered by section 10. The FTC's Cooling-Off Rule sets out specific wording for this notice, so check the official version before relying on it.]
Date of agreement: [date]
You may cancel this agreement, without any penalty or obligation, within three business days from the date above. If you cancel, any payment you've made will be returned within 10 business days.
To cancel, sign and date this notice and send it to [your name], [address], [email], no later than midnight on [date three business days after signing].
I hereby cancel this agreement.
	Detail
	Response

	Parent or guardian's name
	

	Signature
	

	Date
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