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General Guidelines

	(A)  Application & Entry Requirements

	 1
	Courses are open to individuals, age 18 or above who hold minimum academic qualifications as per the prerequisite of each course.



	 2
	Where special entry requirements are required, they will be clearly specified.



	 3
	Application will be processed on a first-come, first-served basis subject to the approval by WSPL.



	 4
	Application may be made in person, by mail or by fax, by completing the application form.  Photocopy of the form is acceptable.

Application can also be made through the website.

The website is : http//www.learnahead.com

	 5
	No applicant will be deemed to be an enrolled student until such time the application has been approved 

by WSPL.

	 6
	Seat confirmed cannot be transferred among applicants or students.



	 7
	WSPL will not issue seat reminder to enrolled students before the start date of the course.  The enrolled student must attend the course in accordance to the date, time and venue as scheduled.

	 8
	The closing date for applications to a course will be 12 working days prior to the start date of the course. 

Late application may be considered on a case-by-case basis.



	 9
	WSPL reserves the right to make changes relating to course contents, venue/time as deemed necessary.



	10
	WSPL reserves the right to cancel/postpone courses due to unforeseen circumstances, such as insufficient number of enrolment.

All enrolled students affected will be given notice of such changes 10 working days prior to the start date of the course.

	

	(B)  Reschedule, Transfer & Cancellation from Approved Courses

	 1
	Enrolled students may not reschedule/transfer an approved course to another course/class without the approval from WSPL.



	 2
	Request for reschedule, transfer, and cancellation from an approved course must be made to the WSPL in writing or through the website prior to the start date of the course.  An administration fee will be levied.



	 3
	WSPL will notify the student of the result of his/her request for reschedule, transfer and or cancellation from an approved course within 6 working days from the receipt of the written request.

	

	(C)  Course Fee Payment

	 1
	Full course fee must be paid by applicants in the form of cash, crossed cheque, credit card, EPS at the time of application.  



	 2
	Crossed cheque shall be marked payable to “Web Synergies (S) Pte Ltd”



	 3
	Applicant will not be deemed to be an enrolled student unless full course fees are received by WSPL and cleared by the bank if payment is other than cash. 



	 4
	Course fees can be made by equal monthly installment if the course fee is structured in instalments.

	

	(D)  Attendance and Certificate

	1
	Certificate of Attendance will be issued to eligible students who meet attendance requirement (80% attendance rate).



	2
	Certificate of Achievement will be issued to eligible students who meet both the attendance requirement and achieved a passing grade.
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