
We look forward to welcoming you to West Dean 
College. On arrival, all students, residential and  
non-residential, need to report to Reception on the 
ground floor. If arriving by car, drive up to the main 
entrance; register, obtain your room key (if residential), 
unload and then take your car to the car park. If you 
have heavy items you may prefer to leave them at the 
workshop entrance (the large green door situated at 
the front of the College on your way back to the car 
park), open until 6.30pm. 

TIMETABLE FOR SHORT COURSES 
The timetable for your course is included in the 
‘course details’ sent with your booking confirmation, or 
downloadable from the website.

EVENING MEALS FOR NON-RESIDENT 
STUDENTS 
For residential students, all meals are included.  For 
non-residential students, dinner on the first evening 
is included along with lunch, tea/coffee.  To book 
dinner on any other evening please make your request 
at Reception on arrival. On some courses, including 
Building Conservation Masterclasses and Object and 
Materials Conservation, non-residential course fees 
include all dinners.

CATERING 
The Dining Room is a self-service restaurant which 
provides a vegetarian option at every service.  If you 
have specific dietary requirements due to a medical 
condition, these should have been provided at the 
time of booking, however, if this is not the case, please 
contact the Head Chef on 01243 818213.

ACCESSIBILITY 
Access in to the College for those in wheelchairs is 
made through the Workshops entrance, as the main 
entrance involves steps down to the Reception. If you 
have not already advised us that you are a wheelchair 
user please contact The Bookings Office on  
01243 818314 in advance of your visit. 

VISITORS 
You may invite guests to join you for meals during 
your stay at the College and these can be booked at 
Reception on arrival.  Bookings must be made before 
11.00am on the days meals are required.  Visitors will 
be asked to sign in and out of the College and must be 
accompanied at all times while they are in the building.

ROOM FACILITIES 
All rooms are provided with complimentary tea, coffee 
and toiletries as well as towels, hair dryer, clock radio, 
iron and ironing board.  Most rooms are ensuite or 
with adjacent private facilities. Ten rooms are located 
in the Vicarage, just behind the college and annexes 
in the grounds are used in the Easter and summer 
holidays. Please be aware that there are no telephones 
or televisions in the rooms.  Students with access 
concerns are asked to contact the Bookings Office on 
01243 818314 in advance to ensure a safe and enjoyable 
visit.  If you are deaf or hard of hearing we can supply 
a Deafgard vibrating pad to place under your pillow to 
alert you if the fire alarm is sounded.  If you require this 
facility and have not already advised us, please contact 
The Bookings Office on the number above. 

PORTABLE ELECTRICAL APPLIANCES 
You are responsible for ensuring that any portable 
electrical applicances brought with you for use at the 
College are safe and fit for purpose.

CASH AND PAYMENTS 
The College accepts payment by cheque and debit/
credit cards (VISA/MASTERCARD/AMEX).  If cash is 
required there is a LINK ATM machine located at the 
Gardens Shop (restricted opening hours).  Cashback 
is available at the Stewards Bar with a minimum 
transaction of £5 using a debit card. The nearest banks 
and building societies are in Chichester and Midhurst. 

ARRIVAL AND REGISTRATION
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If you require further information before your visit to West Dean College, please contact the Bookings Office: 
Tel: (0)1243 818314    Fax: 01243 818293  

Email: bookingsoffice@westdean.org.uk     
www.westdean.org.uk 

West Dean College, West Dean, Chichester, West Sussex PO18 0QZ  

ASSISTANCE DOGS & PETS 
It is regretted that pets, other than assistance dogs, 
cannot be accommodated in the house. Under no 
circumstances should animals be left in vehicles in the 
car park.

THE GARDENS 
During your stay you are welcome to explore the 
extensive grounds which include Victorian glasshouses, 
fruit and vegetable gardens, ornamental gardens, 
parkland and arboretum.  
 
SWIMMING POOL 
An outdoor heated swimming pool is situated in the 
Vicarage grounds. The pool is open from 1 May until 30 
September.

HOW TO FIND US 
West Dean College is situated in South East England, 
6 miles north of the historic city of Chichester and 12 
miles from the south coast. It is within reach of cross 
channel ferries at Portsmouth, Dover and Newhaven 
and of Eurotunnel connections.There is convenient 
road and rail access from London (65 miles) and from 
Gatwick, Southampton and Heathrow airports. The 
College is signposted off the A286. Pass through the 
large iron gates and the car park is on the left hand side 
just as the driveway turns to the right and round to the 
front of the house.

TRAVELLING BY BUS 
If you are travelling by bus, from either Chichester or 
Midhurst direction, please note the number 60 bus 
stops very close to the West Dean Gardens entrance 
which is about 200 yards from the separate West Dean 
College entrance. However the stop is not marked 
on the Stagecoach timetable or on their website. 
Therefore, if travelling from the Midhurst direction it 
is the stop after the West Dean Gardens entrance, 
and if travelling from Chichester direction it is the stop 
after The Dean pub and the College entrance. For an 
up-to-date timetable contact Stagecoach South East 
area on 0845 121 0190 or via the website on www.
stagecoachbus.com/south. 

 TRAVELLING BY TRAIN 
Direct train services to Chichester are available from 
London Victoria. Connecting buses (Stagecoach number 
60) are available from the bus station (opposite to 
the train station), alternatively a taxi rank is situated 
outside the station. It is a 10-15 minute journey to 
West Dean College and costs around £15. A faster rail 
service operates from London Waterloo to Haslemere, 
a 30-40 minute taxi journey away which costs around 
£40. For information about train timetables, tickets and 
‘real-time’ train running, please contact National Rail 
Enquiries on 08457 48 49 50 (calls charged at local rate) 
or visit the National Rail Enquiry Service website at 
www.nationalrail.co.uk

SATELLITE NAVIGATION 
For satellite navigation users key in PO18 0QZ to find 
West Dean College.
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WEST DEAN COLLEGE TERMS AND CONDITIONS

1 BOOKING A COURSE
1.1 Courses are open to anyone aged sixteen (16) and over.
1.2 To book a place please complete the Booking Form and return it to the 
Bookings Office with the appropriate Deposit, or book online at www.westdean.org.uk.
1.3 Your place on the Course will be subject to availability and will be confirmed 
once the College sends you the Course joining instructions.
1.4 If the College is unable to offer you a place on the Course of your choice, it 
will inform you and your name will be added to a Course waiting list. If no places 
become available, you will be entitled to a Refund in accordance with clause 9. 
2 THE COLLEGE’S RIGHTS AND OBLIGATIONS
2.1 The College makes every effort to run courses as advertised. However, the 
College reserves the right to make changes to any Course in accordance with clause 5.
2.2 The College reserves the right to cancel or suspend any Course in accordance 
with clause 6.  
2.3 The College will use personal information that you provide to it in relation to 
your application and Course in accordance with our Privacy Policy. 
3 YOUR RIGHTS AND OBLIGATIONS
3.1 Please bring your joining instructions with you at the start of the Course.
3.2 You must notify the College, in writing, if any of your registration details change 
including but not limited to your name, address, telephone number and/or e-mail 
address.
3.3 You agree to comply with all of the College’s policies and procedures applicable 
to you (including the Fitness to Study Policy available on the College’s website) and to 
act with courtesy, consideration and integrity at all times towards the College, its staff 
and other students at the College. The College reserves the right, acting reasonably, 
to terminate the contract with you and to remove you from the Course and/or to 
exclude you from the College in circumstances where your conduct is deemed by 
the College to be unfit or unsuitable or damaging to the College or its reputation. If 
you are removed from the Course in accordance with this clause, the College will not 
refund any sums paid by you to the College.
3.4 The College may take and use images of you and/or your work (including 
any videos or photographs or sound recordings) (“Images”). Wherever possible, 
permission from you will be requested at the time the Images are taken. If this is not 
possible, you permit us on a worldwide perpetual basis to use, modify and distribute 
those Images to promote the College and its activities in any media.  Images of your 
work may appear without a credit. You must notify the College in writing prior to the 
Course start date if you do not agree to any such Images being taken.
3.5 Any damage caused by you (other than fair wear and tear) to the College, its 
facilities, equipment or resources will be separately invoiced by the College and such 
amounts shall be payable by you on demand. 
3.6 The following are not permitted on the College’s premises (or in the courtyard 
eating area):
3.6.1 smoking; or
3.6.2 pets, other than assistance dogs (and such must not be left in vehicles in the 
College’s car park at any time).
3.7 The College will endeavour to cater for special diets required for medical  
reasons. You must provide details on your Booking Form if you have any special 
dietary requirements. If you wish to discuss your requirements in detail, please contact 
the Head Chef via the Reception telephone number available on our website.
3.8 Should you have any cause for complaint during your Course, please talk to 
your tutor in the first instance, or ask at Reception to speak with a Short Course 
organiser. If this does not resolve your complaint, please refer to clause 15.2.
4 PAYMENT AND CHARGES
4.1 You must pay the Deposit at the same time as you send the College the 
Booking Form. Payment of the Course Fee (less any Deposit paid) will be due six (6) 
weeks prior to the Course start date. If the Course Fee is less than or equal to the 
Deposit value stated in the Brochure, or if booking online or by telephone or booking 
less than six (6) weeks prior to the Course start date, you must pay the full Course 
Fee at the time of booking.
4.2 If you fail to pay the full Course Fee when it is due, the College reserves the 
right to cancel your place on the Course and to keep any Deposit that you may have 
paid.
4.3 The Course Fee and Accommodation Fee are as stated in the Brochure. The 
Course Fee includes use of the facilities and refreshments as further described in the 
full course description. 
4.4 You may pay (or part-pay) the Course Fee for short courses (including any 
Accommodation Fee) using gift vouchers (which are available from the College in the 
values of £5, £10, £25, £50 and £100). 
4.5 You must pay all charges in connection with any payments made by bank transfer. 
5 CHANGES TO THE COURSE
5.1 The College reserves the right to make material changes to the venue, time, 
date, accreditation or content of a Course up to twenty-eight (28) calendar days 
before the advertised start date of the Course. If you have already booked onto the 
Course at the time such changes are made, the College shall notify you in writing of 
any such changes. If you do not wish to participate on the Course because of these 
changes, there are a number of options available to you in clause 5.4.

5.2 The College reserves the right to make material changes to the content or 
accreditation of a Course at any time on and after the twenty-eight (28) calendar days 
before its advertised start date where such changes are as set out in clause 5.3. If you 
have already booked onto the Course at the time such changes are made, the College 
shall notify you in writing of any such changes as soon as reasonably practicable. If 
you do not wish to participate on the Course because of these changes, there are a 
number of options available to you in clause 5.4.
5.3 Changes to the Course are normally made for one or more of the following 
reasons:
5.3.1 to ensure the course content is current, reflects best practice or incorporates 
new developments and techniques;
5.3.2 to improve and enhance your experience or incorporate changes introduced 
based upon feedback; and/or
5.3.3 to meet external, professional or accrediting body requirements or changes to 
accreditation of Courses.
5.4 If, as a result of a change made under clause 5.1 or 5.2, you no longer wish to 
participate in a Course on which you have a confirmed place, you must notify the 
Bookings Office as soon as possible by telephone using the number available on the 
College’s website and then confirm in writing within seven (7) days, quoting your 
reason for withdrawal and requesting either:
5.4.1 a Course transfer in accordance with clause 7; or
5.4.2 a Course cancellation in accordance with clause 8.
5.5 This clause 5.4 does not affect or alter any statutory cancellation rights you 
may have, as described in clause 8.3.
5.6 We do not guarantee the involvement of any particular members of staff or 
external tutors or lecturers with any Courses. 
5.7 We reserve the right to make minor changes to the Course content and 
administration arrangements at any time.
6 CANCELLATION OF THE COURSE BY THE COLLEGE
6.1 The College reserves the right to discontinue or suspend a Course up to 
twenty-eight (28) calendar days before the advertised start date of the Course if:
6.1.1 an insufficient number of bookings received for the Course means that the 
student experience cannot be guaranteed;
6.1.2 the College is concerned about the quality of the Course or the services being 
delivered;
6.1.3 appropriate numbers of sufficiently qualified staff are not available to deliver the 
Course;
6.1.4 for any reason the College does not or will not have the appropriate teaching 
and learning resources to deliver the Course; and/or
6.1.5 the Course is no longer viable for academic, regulatory, legal, market-related 
and/or financial reasons. 
6.2 If you have booked onto a Course which is cancelled by the College, the 
College shall notify you in writing of any such cancellation and you may request either:
6.2.1 a Course transfer in accordance with clause 7; or 
6.2.2 a full Refund in accordance with clause 9. 
6.3 The College reserves the right to cancel a Course and the contract with you if 
it is prevented from or delayed in the carrying on of its business due to circumstances 
beyond its reasonable control. In such circumstances, you will be entitled to receive a 
full Refund (including your Deposit).
7 COURSE TRANSFER
7.1 You may transfer your booking to an alternative published course, providing 
there is a place available on that course. Your request to transfer must be received at 
least six (6) weeks prior to the Course start date for the original Course, unless a 
shorter period applies under clause 5.4.1 or 6.2.1. Except where you request a 
transfer as a result of a change to a Course in accordance with clause 5 or a cancel-
lation by the College under 6, an administration fee of twenty-five pounds (£25) is 
payable in order to transfer Courses. 
7.2 Where the Course Fee for the alternative Course is more expensive than the 
original Course, you must pay any additional Course Fee immediately upon making the 
request to transfer. 
7.3 Where the Course Fee for the alternative course is less expensive than the 
original Course, the College will reimburse the difference in Course Fees to you (less 
the £25 administration fee where it is payable). 
8 COURSE CANCELLATION BY YOU
8.1 If you wish to cancel your booking, please inform the Bookings Office as soon 
as possible by telephone using the number available on the College’s website and then 
confirm by serving notice in writing. 
8.2 You may cancel your booking at any time, but a Refund will only be payable in 
accordance with clause 9.
8.3 Except where you are booking onto a Course as part of your trade, business, 
craft or profession, or you submit your Booking Form in person at the College, you 
have a statutory right to cancel your booking during the statutory cancellation period. 
This cancellation period will expire at the end of fourteen (14) calendar days after 
the day we confirm acceptance of your request to book onto a Course. In these 
circumstances, please inform the Bookings Office of your decision to cancel as soon 
as possible by telephone using the number available on the College’s website and 



preferably then confirm in writing. You are not required to provide a reason for your 
cancellation.
8.4 If the Course has already begun or is due to begin before the end of the 
statutory cancellation period referred to in clause 8.3, then you are expressly agreeing 
that the College’s service to you should begin within the statutory cancellation period. 
In these circumstances, if you decide to cancel, then you may be liable to pay a 
proportion of the Course Fee (and, where applicable, the Deposit) to cover the 
period from the start of the College’s service to you until the date of cancellation.
8.5 The statutory cancellation right does not apply for bookings for 
accommodation.  
9 REFUND POLICY 
9.1 Refunds shall be made within fourteen (14) days beginning with the date on 
which notice of cancellation was received by the College, notice of cancellation was 
issued by the College, or the College informed you that it was unable to confirm a 
place on a Course. Refunds will be made using the same method of payment as you 
used for the initial transaction.
9.2 If you cancel your booking within the statutory cancellation period in 
accordance with clause 8.3, subject to clause 8.4, you will be entitled to a full Refund 
(including your Deposit). 
9.3 Provided cancellation by you is not as a result of changes to a Course under 
clause 5, and except where the provisions of clause 9.2 apply, where you cancel your 
booking no later than six (6) weeks prior to the Course start date, the College will 
refund all sums paid except the Deposit. 
9.4 Provided cancellation by you is not as a result of changes to a Course under 
clause 5, and except where the provisions of clause 9.2 apply, the College will refund 
neither the Course Fee nor your Deposit if you: 
9.4.1 cancel your booking within six (6) weeks of the Course start date; or 
9.4.2 fail to attend all or any part of the Course for any reason including (without 
limitation) ill health. 
9.5 Except where a Course is cancelled by the College under clause 6, or you 
cancel your booking under the provisions of clauses 5.4 or 8.3, the College will be 
under no obligation to refund your Deposit.
9.6 You will not be entitled to a Refund of any Course Fee (or other fees) if the 
College terminates this contract due to your breach of any of these Terms.
10 ACCOMMODATION
10.1 Accommodation is allocated on a first-come, first-served basis. If the College 
cannot offer you your preferred choice, then the College will use reasonable 
endeavours to allocate you alternative accommodation and your Accommodation Fee 
will be adjusted accordingly; if you do not wish to take up the option of the alternative 
accommodation you may cancel your accommodation booking and receive a refund of 
any Accommodation Fees already paid.
10.2 The College will use reasonable endeavours to ensure that your room is 
available from 4.00pm on the day you are due to arrive and you must vacate rooms by 
10.00am (both times GMT/BST) on the last day of your Course.
10.3 Please ensure that the accommodation, its furnishings and effects are kept as 
clean and tidy as is consistent with their proper use and are in no worse a condition 
(fair wear and tear excepted) upon the end of your stay.
10.4 You must notify the College immediately of any damage to the accommodation, its 
furnishings or effects (whether caused by you or otherwise) on vacating your room. 
You are not permitted to share your room with anyone else, unless this is arranged in 
advance with the College and any additional fees have been paid.
11 ACCESSIBILITY
11.1 The College’s premises comprise a large historic building with several changes 
in floor level. The College has made adaptations to its premises in an attempt to 
enable those with disabilities to attend Courses. You must indicate any concerns you 
may have in relation to access (or any other concerns) on your Booking Form. You can 
give specific details on a separate, confidential, sheet of paper. You will then be contacted 
by a member of the College’s staff who will discuss your individual requirements.
12 MATERIALS AND EQUIPMENT
12.1 Prior to the start of your Course you will be given a detailed list of materials 
and/or equipment needed for the Course. The cost of materials and/or equipment is 
not included in the Course Fee (unless stated otherwise in the Brochure), thus you 
may have to pay for such materials and/or equipment in addition to the Course Fee.
13 LIABILITY
13.1 This clause 13 sets out the entire liability of the College in respect of any 
breach of these Terms or otherwise arising under or in connection with these Terms.
13.2 Notwithstanding any other provision in these Terms, neither party’s liability 
to the other for death or personal injury resulting from its own negligence shall be 
limited.
13.3 The College is responsible to you for foreseeable loss and damage caused 
by us. If we fail to comply with these Terms, we are responsible for loss or damage 
you suffer that is a foreseeable result of us breaking this contract or failing to use 
reasonable care and skill, but we are not responsible for any loss or damage that is 
not foreseeable. Loss or damage is foreseeable if either it is obvious that it will happen 
or if, at the time the contract was made, both we and you knew it might happen, for 
example, if you discussed it with us during the booking process.
13.4 The College is not liable for business losses. We have no liability to you for any 
loss of profit, loss of business, business interruption, or loss of business opportunity.

13.5 Subject to clause 13.2, except where you are booking onto a Course as a 
consumer, the total aggregate liability of the College arising out of, or in 
connection with these Terms or the contract between the College and you, whether 
for negligence or breach of contract or any case whatsoever, shall be capped at the 
total amount of sums paid to the College by you.
14 NOTICES
14.1 Any notice or other communication required to be given by you to the College 
under these Terms shall be in writing and shall be delivered personally, or sent by 
pre-paid first-class post or recorded delivery or by courier or by email, to the Group 
Head of Finance at the address set out on the back cover of this Brochure (unless 
otherwise specified in these Terms) or as otherwise specified by the College in writing 
to you.
15 GENERAL
15.1 West Dean College is a part of The Edward James Foundation Limited (charity 
number 1126084 and company number 6689362) with registered office at Estate 
Office, West Dean, Chichester, West Sussex, PO18 0QZ. Our VAT number is 
927421133. Our contact details can be found on our website. We are subject to 
regulation by the Quality Assurance Agency for Higher Education and the University 
of Sussex.
15.2 If you have any queries, concerns or complaints relating to your booking, please 
contact the Head of Creative Enterprise. A copy of our current Student Complaints 
and Appeals Policy is available on our website or on request from the College. You 
may also be able to submit your complaint to an independent alternative dispute 
resolution provider such as The Consumer Ombudsman at 
www.consumer-ombudsman.org/home, although the College does not currently 
intend to submit to alternative dispute resolution. Alternatively, you may be able to 
use the European Commission’s Online Dispute Resolution platform, which is available 
at https://ec.europa.eu/consumers/odr/.
15.3 These Terms represent a contract between you and the College. These Terms, 
any procedures or policies referred to in them, and the most recently published 
Brochure as at the date we confirm your place on a Course, form the contract made 
between you and us. In the event that the provisions of these Terms conflict with the 
provisions of any other documents, you and the College shall comply with the 
provisions of these Terms.
15.4 The College uses all reasonable steps to ensure that these Terms and any 
documents referred to in them set out the entire contract between you and the 
College and that all information given to you on any visits to the College e.g. open 
days or interviews or in any correspondence does not contradict these Terms. If you 
have been told something specific about the College and/or a Course upon which 
you are basing your decision to apply for a Course, but this information does not 
appear in the Terms or the documents referred to in them, please notify us before you 
request to book on a Course in order that we can confirm whether or not what you 
have been told is accurate.
15.5 No failure or delay by us or you to exercise any right or remedy provided 
under the Terms or by law shall constitute a waiver of that or any other right or 
remedy, nor shall it preclude or restrict the further exercise of that or any other right 
or remedy.
15.6 These Terms shall not be enforceable by any party who is not a party to the 
contract between you and the College.
15.7 If a Court finds part of these Terms illegal, the rest will continue in force.
15.8 These Terms, the contract between you and the College, and any dispute or 
claim arising out of or in connection with them (including non-contractual claims) 
shall be governed by and construed in accordance with the law of England and Wales 
and subject to the non-exclusive jurisdiction of the courts of England and Wales.
16 DEFINITIONS
16.1 In these Terms the following words shall have the following meanings:
16.1.1 “Accommodation Fee” means the fee to be paid by you or on your behalf to 
the College for accommodation under clause 10.
16.1.2 “Brochure” means the current Course brochure in which the Course was 
advertised;
16.1.3 “Booking Form” means the form contained within the Brochure or online at 
www.westdean.org.uk;
16.1.4 “Bookings Office” means Bookings Office, West Dean College, West Dean, 
Chichester, West Sussex PO18 0QZ;
16.1.5 “College” or “we” means West Dean College, part of The Edward James 
Foundation Ltd (charity number 1126084, company number 6689362);
16.1.6 “Course” means the course of study run by the College;
16.1.7 “Course Fee” means all the fees in relation to a Course to be paid by you or 
on your behalf to the College under these Terms, as stipulated in the Brochure;
16.1.8 “Deposit” means the deposit to be paid to the College (as set out in the 
Brochure)  to reserve your place on the Course and to cover our reasonable 
administrative costs;
16.1.9 “Privacy Policy” means the policy available from our website.
16.1.10 “Refund” means a refund of the Course Fee (and where applicable the 
Deposit and the Accommodation Fee) following cancellation by the College under 
clause 6, or cancellation by you under clause 7 of these Terms, or where the College is 
unable to offer you a place on a course; and
16.1.11 “Terms” means these standard terms and conditions.


