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First Aid/CPR Policy
Registration
· Registration is completed by calling the Butte 4-C’s office. 
· Payment of $74 is due into the Butte 4-C’s office one week prior to class. For example, if CPR is on a Wednesday, money is due the Wednesday before. 
· If money is not into our office by due date, we will no longer hold the spot and it will be available for those on the waiting list. 
· Payment options currently consist of Cash, Check, Money Order and Now card. Make checks payable to Butte 4-Cs. If you are paying by card there is a $3.00 charge in addition to the $74 for the service. 
Online Course 
· An online course must be completed prior to attending the in person course.
· You will receive an emailed link for the online course after payment is received.
· Online courses are good for 60 days. If you complete the online course more than 60 days before the in person course, you must retake the online course.
Capacity and Cancellation
· Minimum number of participants to hold a class is 4
· Maximum capacity per class is 12
· Participants must cancel 48 hours in advance to receive an immediate transfer to the next scheduled course. Only one transfer will be allowed before payment will need to be resubmitted. 
· Participants that cancel less than a 48-hour notice will forfeit their payment.
Refund
· Butte 4-C’s will not issue a refund to “no-show” participants. They will be responsible for signing up and paying for another class.
· No refund will be issued for registered participants that cancel within the 48-hour cancellation period. The participant will be moved to the next scheduled course.
· A refund will ONLY be issued if Butte 4-C’s cancels the course. 

Attendance
· If a participant is more than 10 minutes late, they will not be allowed to complete the class.
· If you register yourself or your staff for this course and something comes up to where you need to switch a different staff in their place, Butte 4-C’s requires a 24 hour notice or the substitute staff will not be allowed to take the course. 
· If a participant needs any special accommodations, please notify Butte 4-C’s prior to the course.   
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