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Refund Procedures

Parent / Guardian fill up the Transfer
or Withdrawal Form and return it to
the school.

v

School staff checks whether
withdrawal date is within the 7

working days of the Cooling Off period.

Check whether withdrawal is due to
non-delivery of course or other
reasons within 3 working days from
date of application.
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Refund fees according to Refund Policy
in the Student Contract.
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School staff prepares cheque for
refund.

!

School staff informs
student/parent/guardian of the
application outcome within 3 working
days from the date of application.

School informs student / parent /
guardian, within 7 working days from
the date of application, to collect the

cheque.
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Parent/guardian receives cheque and
signs Acknowledgement Form.
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Refer to Withdrawal Procedures '
regarding the processing of student !
pass cancellations (C4.4.1) !
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