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     Enrollment form for group  

STUDENT ENROLLMENT FORM 
Notes: (1) Please read terms and conditions and sign on other side of this form.(2)The more information you give, the more we can learn how to improve our service. Thank you!

 Student’s Particulars:

	Name in full
	Mr./Mrs./Ms.

	Nationality
	
	Date of birth
	M　　D 　　Y 

	Organization Name
	
	Occupation
	

	How did you find about Capital Mandarin?
	· Friend □Colleague □Business associate □Employer
· Embassy/Consulate □At a function □Press advertisement
· Magazine ad □Newsletter □Internet □Others


Contact Details:

	Telephone：
	Mobile:

	
	E-mail address:


Past training & Preferences:

	Studied Chinese before?
How many hours?______
	· Never □Yes a. By self  b. In schools
· Oral  □Written   □Learned pinyin

	Main  aims from this course
	· Oral  □Speak mainly &recognize simple characters
· Reading comprehension □Others (please specify)


Course Details □72 hours

	Level
	
	Start Day
	
	End Day
	
	Weekdays
	
	Schedule
	

	Level
	
	Start Day
	
	End Day
	
	Weekdays
	
	Schedule
	

	Level
	
	Start Day
	
	End Day
	
	Weekdays
	
	Schedule
	

	Payment
	□Self     □Own/Spouse’s employer   □Company


Special Requirements
	


PLEASE SEE OTHER SIDE FOR IMPORTANT INFORMATION AND SIGNING

Terms and conditions:

Enrollment Form For Group

1. Payment: Total tuition should be paid before attending class. It is non-refundable.

2. The student’s rules:
a. Once you decide on a group, you should participate fully in that class and must not interrupt the normal flow of the class.

b. There are two breaks during each class — one for 5 minutes and one for 15 minutes.

c. Throughout the term, we reserve the right to add students to a class. However, the class size will not exceed 8 students.

3. Teacher’s rules:

a. Other teachers may on occasion attend the class. This is in order to monitor the class and maintain a high standard. Also, teachers may listen to the class using a monitoring device.

b. The teacher can leave after 30 minutes if the student fails to appear without 24 hour prior notice, and the student has to pay for the missed class.

c. The Capital Mandarin School reserves the right to change the teacher in case of illness or any other pressing reason.

4. Missed classes-catch up: 

a. Make-ups will not be provided for students who miss one or two classes              (one class =2 hours/3 hours) in a row.

b. Students who miss three or more classes in a row will be allowed to make up 1/3 of the missed hours, at no additional charge as long as they have given 24 hours prior notice.

c. If the student misses at least two weeks in a row of class and gives the school 24 hours prior notice, there are two ways to catch up:

1. The school will arrange a tutor to make up 1/3 of the student’s missed hours at no additional charge.

2. The student can join another class of approximately the same level to complete the

 balance of the entitled hours at a later date. If there isn’t a class of exactly the same level, the student can employ a private tutor to catch up at the regular private tutoring price.
Note: The make-up classes may be provided by a different teacher and may be held at a different date and time than the regular classes. 
 
5. Holidays: 

No classes are held during official Chinese public holidays (International Labor Day, National Day, Spring Festival) and Christmas.
I, the undersigned, confirm I have read and do accept the above terms and conditions. I have decided to register and pay for the course.

Name in full: _________________

Signature: ___________________
Date: ________________________
