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Introduction 

Please follow the instructions below to book a place on one of our Primary Individual 
Delegate courses or webinars. 

If you are interested in receiving Paid-for private training at your school or college, please 
vist the Pearson Professional Development Academy for further information.  

If you have any queries or concerns about your desired event, please complete our 
customer query form. 

Registering for an event 

Step 1: Selecting the event you would like to attend 

You can browse our upcoming online live Individual Delegate Course and webinar events via 
the Pearson Professional Development Academy.  

• You can browse our events calendar  by searching by Subject (Literacy or Mathematics) 
and setting the  Learning Method as Live Online. 
  

 
 

• Once you have found the event you would like to attend, click on the event title. This will 
allow you to view further details about the event itself, such as the event description, 
outline and number of CPD hours. 
 

https://pdacademy.pearson.com/courses.html?tpd_uk_prod%5BrefinementList%5D%5Bcoursetype%5D%5B0%5D=Online%20By%20Request&tpd_uk_prod%5BrefinementList%5D%5Bcoursetype%5D%5B1%5D=Face-to-Face&tpd_uk_prod%5BrefinementList%5D%5Bcoursetype%5D%5B2%5D=Face-to-Face%20or%20Online%20By%20Request&tpd_uk_prod%5BrefinementList%5D%5Bcoursetype%5D%5B3%5D=Live%20Online&tpd_uk_prod%5BrefinementList%5D%5Bmotivation%5D%5B0%5D=primary_uk
https://support.pearson.com/uk/s/qualification-contactus
https://pdacademy.pearson.com/courses.html?tpd_uk_prod%5BrefinementList%5D%5Bcoursetype%5D%5B0%5D=Online%20By%20Request&tpd_uk_prod%5BrefinementList%5D%5Bcoursetype%5D%5B1%5D=Face-to-Face&tpd_uk_prod%5BrefinementList%5D%5Bcoursetype%5D%5B2%5D=Face-to-Face%20or%20Online%20By%20Request&tpd_uk_prod%5BrefinementList%5D%5Bcoursetype%5D%5B3%5D=Live%20Online&tpd_uk_prod%5BrefinementList%5D%5Bmotivation%5D%5B0%5D=primary_uk
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• Now click on Register / Sign-in on the bold blue button: 
 

 
 

• This will take you to the event page with specific dates. Click the Register button next to 
the relevant date: 
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Step 2: Checkout  

2a. Checkout for Free Events 

You will then be directed through the checkout pages.  

 
Personal information 

• During the booking process, you will be required to complete your name, email address, 
centre name and number and work address. Please note that the email address you use 
to register for the training event will be the address that we send your event details to 
before the event, and your e-certificate after you have attended the event. 
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Additional information  

For certain courses, there may be some questions to answer: 

 

Please answer these as the extra information is useful for context.  

 
Accessibility requirements 

• You will be given the option to provide us with any additional accessibility requirements 
you may have. Please indicate if you have any accessibility requirements. If you select 
Yes, please let us know further details in the text box: 
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Opting out of emails 

• If you would prefer to opt out of emails regarding our range of products and services, 
please tick the box: 

 

 
Finalising your booking 

• Once you are ready to finalise your booking, please ensure that you have read and agree 
to our Terms and Conditions before ticking the I confirm that I have read and 
understood the Privacy Policy box and clicking Next. 
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Registration confirmation 

• You will be taken through to the registration confirmation page: 

 

 

• You will also be sent a confirmation email with all of this information. 

 
2b. Checkout for Paid Events 

If you are booking an event with a fee you will need to provide payment information to 
confirm your booking. 

• Guest/non-Account Online customers will have to pay by credit card for some events: 
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or you will have the option to pay on account:  

 

• Once you have provided your payment information and you are ready to finalise your 
booking, click Submit. 
 

• You will then be taken through to the registration confirmation page as shown at the end 
of step 2a. Checkout for Free Events. 
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Step 3: Adding other delegates to your booking (All 
Customers – Optional) 

3a. During the booking process 

• To add other delegates to your booking, click the Add Group Member button: 
 

 
 

• You will then be prompted to enter the details of the delegate. This is important as we will 
need their details so that the joining link and confirmation email can be sent to them after 
registration and the e-certificate can be sent after they attend the event:  
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Once you have entered the details of the delegate, click Next to see the Registration 
Summary  page with your details and the details of the delegate who has been added: 
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Please note: you can add more than one delegate to your booking by clicking the Add 
Group Member button.) 

• If this is a Free Event, you can then click Submit and you will be taken to the confirmation 
page as shown at the end of Step 2a. 

• If this is a Paid Event, you will be taken to the order summary page where you can choose 
a payment option as shown in Step 2b. 

• If you have booked multiple individuals on to an event but do not wish to attend the 
event yourself, please proceed to cancel your own registration by following the 
instructions found in the Modifying or cancelling your booking section. The colleagues 
you have booked on as part of your group booking will not be affected by your 
cancellation and will still be registered as attending the event. 

3b. After completing registration 

From the registration confirmation page 
 
• On the registration confirmation page, under Registration Summary (as shown in the 

second image), you can click the Add Another Registrant button: 
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• You will then be required to complete the form with the details of the delegate, as 
explained in the 3a. During the booking process section. 
 

From the registration email 
 
• You can add another registrant later on from your event registration confirmation email. 

Please click the Amend My Booking button: 
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• You will then be directed to the registration confirmation page, and you can follow the 
steps in the  3b. After completing registration section. 
 

Modifying or cancelling your booking 

• Firstly, click on the Amend My Booking button on your confirmation email: 
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• You can then click on one of the buttons below to either modify or cancel your booking: 

 

Refunds 

• If you wish to cancel a booking for a Paid Event, you will be entitled to a full refund if the 
cancellation is made within 7 calendar days of the event date. 
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