Terms & Conditions for Coaching and Consulting Services

provided by Michaela Kettner, Kettner Coaching & Consulting

If you have general questions about the Services or the information | collect about you and how | use
it, please contact me via info@michaela-kettner.coach.

1. Definitions

These Terms & Conditions (the “Terms”) apply to all contracts for coaching and consultancy services
(collectively “Services”) offered by Michaela Kettner (“I”, “me, “my”), operating through the company
Kettner Coaching & Consulting (Legal company form according to Finnish law: ‘Toiminimi’), to private
individuals and organisations. The Services include, but are not limited to, one-to-one coaching,
group coaching, online programmes and accompanying digital materials. These Terms govern the
relationship between the client or the coachee (“you”) and me for the duration under which the
Services are being used.

You must be at least 18 years old to use my Services.

These Terms are valid irrespective of your location. Finnish law applies exclusively. Mandatory
consumer protection rules of your country of residence remain unaffected. The contract language is
English or German, depending on our agreement. Any translations are for convenience only; the
English/German text prevails in case of differences. The Services are provided in English and German.

2. Formation of the Contract

a) Initial contact and consultation. You may contact me via social media, my website or by
email. Before any booking, we will hold minimum one free consultation via phone or video
call to determine whether my coaching programme can help you. Participation in the
programme is not guaranteed; | reserve the right to decline participation without giving
reasons.

b) Offer. If, after the consultation, we mutually agree that the programme is suitable for you, |
will send you a written offer detailing the Services, schedule, price (including Finnish VAT),
and these Terms. The offer is valid for 14 days, unless a different validity period is stated.

c) Acceptance. The contract becomes binding when you confirm acceptance of the offer in
writing (e.g. by email or messaging via Social Media). Upon acceptance | will issue an invoice
and send to you via email through the address you have provided. Payment is due 14 days
after the invoice date, unless another due date is stated. If you wish to pay by instalments,
we may agree on a payment plan; however, if any instalment is missed, the programme is
cancelled.

d) Commencement. Services begin only after your payment (or first instalment) is received. If
you want the Services to begin within the statutory 14-day withdrawal period, you must
explicitly waive your right of withdrawal (see section 6). If the programme is scheduled to
start more than 14 days after contract formation, you retain the right to withdraw during
that period.
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3. Description of the Services

a)

b)

d)

f)

Individual coaching. One-to-one coaching (“1:1”) sessions are delivered online via video call
(e.g. Zoom). The number of sessions and their duration are specified in the offer. Sessions are
scheduled individually; both parties agree on dates and times.

Group coaching. Group programmes may include live online sessions with multiple
participants and access to a community group. A minimum number of participants may be
required. | reserve the right to cancel a group programme if the minimum participant
number is not reached or if the maximum capacity is exceeded; in such cases | will offer an
alternative date or refund the fee.

Digital content. Programmes may include learning materials, videos and workbooks
delivered via my website or links from a shared secured space (Google Drive). Access to
videos will remain available for three months after the programme ends. Workbooks may be
downloaded for personal use only on up to three (3) devices and must not be shared or
forwarded.

Additional support. As agreed, you may receive supplementary support between sessions
via email. This support is for clarifying questions about the programme and does not
constitute therapy or emergency advice.

Tools and methods. | apply coaching methods based on psychology, communication
practices, neuro-linguistic programming, public-speaking techniques and my own experience.
| do not make any guarantee of specific results; the outcome depends largely on your
commitment, your active participation in the coaching and your willingness to implement
the methods. You are responsible for your own physical and mental well-being during and
after the coaching and should consult a doctor if you have a diagnosed mental illness.

No placement or recruiting services. | do not act as a recruiter, broker, or hiring manager for
any company. | do not maintain a database of open job positions and | do not provide
references about you to potential employers. My role is to empower and guide you to
identify suitable career opportunities yourself and to assist you to create good job
applications.

4. Prices and Payment

a)

b)

d)

Prices. All prices include Finnish value-added tax (VAT). Prices valid at the time of booking
apply. Any discounts or promotional offers are time-limited and may be withdrawn at my
discretion.

Invoicing. Invoices are issued electronically and sent to you by email via the email address
you have provided to me. You agree to receive invoices electronically. Payment must be
made by bank transfer or other method specified in the invoice; cash or cheques are not
accepted.

Instalments. Payment in instalments may be offered in individual cases. If we agree to
instalments, you must pay on the dates agreed.

Delayed payment. If you fail to pay on time, | may suspend access to the Services until the
payment is received. Non-payment is a material breach entitling me to cancel the contract
and terminate the coaching programme.



5. Scheduling, Rescheduling and Expiry of Sessions

a)

b)

d)

Scheduling. Sessions are scheduled by mutual agreement. It is your responsibility to attend
at the agreed time and ensure you have a stable internet connection.

Rescheduling by you. You may reschedule a one-to-one session without charge if you notify
me more than 12 hours before the scheduled start. If you cancel less than 12 hours before or
fail to attend, that session counts as completed and is non-refundable.

Rescheduling by me. | may reschedule sessions due to iliness or other serious reasons. In
such cases | will offer alternative dates. If no suitable alternative can be agreed, fees for
unused sessions will be refunded.

Expiry of sessions. Unless otherwise agreed, one-to-one coaching sessions must be used
within the duration of the programme. Unused sessions expire at the end of the programme
and are not refundable.

6. Right of Withdrawal and Cancellation

a)

b)

d)

Withdrawal right (consumers). If you are a consumer (a natural person acting for private
purposes) and the programme is scheduled to start more than 14 days after contract
formation, you have the right to withdraw from the contract within 14 days without giving
any reason. To exercise your right, you must notify me in written (via email) within the
withdrawal period. | will reimburse all payments received within 14 days of your notice, using
the same payment method.

Waiver for early start. If the programme is due to start within the 14-day withdrawal period
and you request immediate performance, you waive your right to withdraw. Once the
programme starts, you lose the withdrawal right.

Cancellation after start. Once the programme has commenced and the withdrawal period (if
any) has expired, the contract cannot be cancelled by you. Fees for missed sessions are not
refunded. You may stop participating at any time, but you remain liable for the full fee,
unless otherwise individually agreed.

Cancellation by me. | may cancel the programme with immediate effect if you violate these
Terms (e.g. unpaid invoices, repeated misconduct, breach of confidentiality, transfer of
access to Services to a third person). In such cases no refund is due for services already
performed.

7. Access Rights and Intellectual Property

a)

b)

Non-transferable access. Access to the Services and digital content is personal and
non-transferable. You may not share your login credentials or allow others to use your
access. If there is evidence of unauthorised use, | may suspend or terminate access.
Intellectual property. All content provided through the programme (videos, workbooks,
templates and other materials) is protected by copyright. You may download workbooks for
your personal use only on up to three (3) devices. You may not reproduce, distribute,
publish, teach or sell any materials or content without my prior written consent.



c)

Community guidelines. In group programmes you must treat other participants respectfully
and maintain confidentiality. Unauthorised recording of sessions or sharing of other
participants’ information is prohibited.

8. Confidentiality

a)

b)

My confidentiality obligation. | undertake to keep all information you share with me
confidential during and after the programme. | will not disclose your identity as a client
without your consent before, during and after the programme.

Your confidentiality obligation. You must treat all information about my methods, materials
and business as confidential. Information about other participants in group programmes is
also confidential. These obligations continue after any programme ends.

9. Data Protection

a)

b)

Data collected. | collect only the following personal data: your name, email address, postal
address (for invoicing) and phone number (for initial consultation and agreed support). Data
is stored and processed via the platform Holvi.com, which operates in compliance with the
EU General Data Protection Regulation (GDPR). | do not sell or share your data with third
parties except as required by law.

Use of data. Your data are used solely for contract formation, invoicing, delivering the
Services and communicating with you. You have the right to access, rectify or request
deletion of your data. For more details on data protection, refer to the privacy policy on my
website.

10. Limitation of Liability

a)

b)

No guarantee of results. The Services are intended to support and guide you in your career
development, but the outcome depends on your own commitment. | make no warranty
regarding specific results or success.

Health disclaimer. Coaching is not therapy or medical treatment. You are responsible for
your physical and mental health at all times. If you have a diagnosed mental illness, consult
your doctor before participating.

Liability. | am liable only for wilful intent and gross negligence. In cases of simple negligence,
my liability is limited to breaches of essential contractual obligations, and then only for
foreseeable damages typical of the contract. Liability for injury to life, body or health is
unlimited. | am not liable for internet connectivity issues beyond my control or for indirect
damages such as lost profits.



11. Force Majeure

Neither party is liable for non-performance caused by events beyond their reasonable control (e.g.
natural disasters, war, epidemics, official restrictions). In such cases, performance of the contract is
suspended for the duration of the event. If the force-majeure event continues for more than six
months, either party may terminate the contract; payments for services already provided remain
due.

12. Changes to the Terms

I may modify these Terms for valid reasons (e.g. changes in law, adaptation of services). Material
changes will be communicated to you in writing, if the changes become effective during the time you
are actively using my Services (e.g. by participating in a coaching programme). If you do not object
within 14 days, the new Terms will apply.

13. Final Provisions

a) Severability. If any provision of these Terms is or becomes invalid or unenforceable, the
remaining provisions remain unaffected. The invalid provision shall be replaced by a valid
one that comes closest to the original intent.

b) Governing law and jurisdiction. These Terms are governed by Finnish law. Any disputes
arising out of or in connection with this contract shall be subject to the exclusive jurisdiction
of the courts of Finland. Mandatory consumer law provisions remain unaffected.

c) Entire agreement. These Terms, together with the offer and invoice, form the entire
agreement between you and me and supersede any prior agreements. No agency,
partnership or employment relationship is created by this contract.
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Michaela Kettner
Kettner Coaching & Consulting
Niemenmaentie 5 C 32

FI-00350 Helsinki



