
Word Branch Education Tutoring Policy
Guidelines for a Seamless Learning Experience
Word Branch Education is committed to fostering academic growth through personalized online tutoring. To ensure transparency, consistency, and mutual respect, we have established the following tutoring policy. This document details the expectations regarding payments, technical requirements (including Zoom usage), and cancellations, so that both tutors and clients can enjoy a productive and harmonious partnership.
1. Payments
1.1 Tuition Fees
· All session rates are communicated clearly before scheduling. Our tutoring fees vary depending on the subject and session duration. Clients are advised to review the latest fee structure on our website or request a quote directly from Word Branch Education.
1.2 Payment Methods
· We accept payments via major credit cards, PayPal or Zelle. Cash payments and checks are not accepted for remote sessions.
· Invoices are sent before each session, or at the beginning of a billing cycle for recurring sessions.
· Payment is due within seven (7) days of the invoice date. Late payments may incur a fee of $15 per invoice per week overdue.
1.3 Refunds and Credits
· Refunds are available only under specific circumstances, such as technical interruptions initiated by Word Branch Education or cancellations per our cancellation policy (see Section 3).
· Clients may request a credit toward future sessions if they encounter an unsatisfactory experience, subject to review and approval.
· All requests for refunds or credits must be submitted in writing via email within ten (10) days of the session in question.
1.4 Package Deals and Discounts
· Word Branch Education offers package deals for multiple sessions booked in advance, as well as seasonal discounts. These offers are subject to change and availability; details can be found on our website or by contacting us directly.
· Package payments are due in full before the first session commences.
1.5 Payment Security
· All payment information is processed through secure, encrypted channels. Word Branch Education does not store client financial information on premises or share it with third parties.
2. Technical Requirements
2.1 Platform
· All online tutoring sessions are conducted via Zoom. Clients are responsible for creating a free Zoom account and installing the software on a compatible device prior to the first session.
· Occasionally, alternative platforms such as Google Meet or Microsoft Teams may be used, but only by prior arrangement and mutual agreement.
2.2 Hardware and Internet
· Clients must have access to a reliable computer, laptop, tablet, or smartphone equipped with a working microphone and camera.
· A stable internet connection (minimum recommended speed: 5 Mbps upload/download) is required for uninterrupted video and audio quality.
· We recommend a quiet, well-lit space for sessions to minimize distractions and enhance focus.
2.3 Software and Materials
· Clients should ensure that their device’s operating system and Zoom application are up to date to avoid compatibility issues.
· Any digital materials, such as worksheets, readings, or assignments, may be sent to clients in advance. Clients are expected to download and review these materials before the session.
2.4 Technical Support
· Should clients encounter technical difficulties, Word Branch Education offers basic troubleshooting support via email or scheduled phone call.
· Sessions interrupted due to verified technical issues on our end will be rescheduled at no additional cost.
· If technical issues arise on the client’s side, the tutor will attempt to resolve the problem within the session time. If unresolved, the session may be rescheduled with partial credit, at the discretion of Word Branch Education.
3. Cancellations and Rescheduling
3.1 Client-Initiated Cancellations
· Clients may cancel or reschedule a session by providing at least twenty-four (24) hours’ notice via email or our scheduling platform.
· Sessions canceled with at least 24 hours notice will not incur any fee, and payments previously made may be credited or refunded per client preference.
· Sessions canceled with less than 24 hours notice are subject to a cancellation fee equal to 50% of the session cost, unless due to emergency circumstances (subject to review).
· Missed sessions with no prior notice (“no-show”) will be charged at full session rate.
3.2 Tutor-Initiated Cancellations
· If a tutor must cancel or reschedule, clients will be notified immediately and offered alternative session times or a full refund/credit for the missed session.
· Word Branch Education strives to maintain consistency, but in rare cases may substitute an alternate qualified tutor if agreed upon by the client.
3.3 Emergency Situations
· In cases of serious illness, power failure, or other emergencies, both clients and tutors are expected to communicate as soon as possible.
· Word Branch Education will work with the affected party to reschedule sessions promptly and fairly.
3.4 Recurring Sessions
· For weekly or recurring sessions, clients may cancel or adjust the schedule by providing at least forty-eight (48) hours’ notice before the next scheduled session.
· Failure to provide sufficient notice may result in a charge for the upcoming session.
3.5 Refunds for Canceled Sessions
· Refunds or credits for canceled sessions will be processed within five (5) business days of the cancellation request, provided the cancellation complies with the terms outlined above.
4. Additional Guidelines
4.1 Code of Conduct
· Word Branch Education expects all participants to behave respectfully and professionally during sessions. Disruptive, offensive, or inappropriate behavior may result in session termination and forfeiture of payment.
4.2 Confidentiality
· Tutors and clients are expected to respect each other's privacy. Word Branch Education does not share personal information with third parties without consent, except as required by law.
4.3 Feedback and Quality Assurance
· Clients are encouraged to provide feedback after sessions to help us improve our services. Feedback can be submitted through our website or by email.
· Word Branch Education routinely reviews session records and client feedback to maintain high standards of tutoring quality.
4.4 Policy Updates
· This policy is subject to periodic review and revision. Clients will be notified in advance of any significant changes affecting their rights or obligations.
We appreciate your partnership with Word Branch Education and look forward to helping you reach your academic goals. If you have any questions about this policy or require clarification, please contact our support team.
Together, let us grow knowledge and inspire success—one branch, one word, one lesson at a time.

