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Request for Course Deferment/RE-TAKE/RE-SIT/TRANSFER Form
Please complete this application form and email to support.ace@the-ascott.com
SECTION A: STUDENT TO COMPLETE

	Applicant Name (As in NRIC)
	

	NRIC/FIN Number 
	

	Contact No and Email Address
	

	Company Name (If Company-Sponsored)
	

	Name of Person to Contact
	

	Contact No & Email Address
	

	WSQ Programme/Module Title
	

	Programme/Module 
	Commencement Date: ______________ End Date: ______________


	Fee
	Retake/Deferment per Certificate Module   FORMCHECKBOX 
 S$50.00 + S$3.50 (GST) =  S$53.50
Retake/Deferment per Diploma Module   FORMCHECKBOX 
 S$200.00 + S$14.00 (GST) =  S$214.00
Resit of Certificate Module   FORMCHECKBOX 
 S$300.00 + S$21.00 (GST) =  S$321.00
Resit of Diploma Module   FORMCHECKBOX 
 S$575.00 + S$40.25(GST) =  S$615.25
Transfer fee  FORMCHECKBOX 
 S$100.00 + S$7.00 (GST) =  S$107.00

	Reasons
	 FORMCHECKBOX 
 Overseas Postings   FORMCHECKBOX 
 Medical Grounds   FORMCHECKBOX 
 Others   FORMCHECKBOX 
 Invalid Reasons
If Others or Invalid Reasons, Please specify:


	Supporting Documents for Deferment
	 FORMCHECKBOX 
 Employer’s Letter      FORMCHECKBOX 
 Medical Certificate      FORMCHECKBOX 
 Others

If Others or Invalid Reasons, Please specify:



	SECTION B: DEPARTMENTAL USE ONLY

	Payment Record & Calculation
	


I certify that all information provided in this application form is correct.
ACE reserves the right to reschedule the class if necessary to allow good learning dynamics to take place
      ___________________________




________________

Signature of Applicant






Date
STUDENT ATTENDANCE POLICY
Students are required to attend at least 75% of attendance for each module before he/she is allowed to sit for assessment. Absence for reasons covered by a medical certificate fall outside minimum attendance requirements.

Students who fail to achieve 75% attendance without valid reasons will have to re-take the module and join the next intake with a charge of:

· Per Certificate module S$50.00 + GST
· Per Diploma module S$200.00 + GST

Students with valid reasons will be given up to three (3) modules to defer. A charge of S$200.00 + GST per Diploma module or S$50.00 + GST per Certificate module will be charged from the 4th module onwards.

DEFERMENT POLICY
This refers to a student's request to delay his/her study of the course and to carry forward his/her paid fees to a later period. Deferment may arise due to factors such as the need to serve in national service, overseas postings, on medical grounds or for any other valid reason.

As a policy, deferment is generally not encouraged unless on official or compassionate grounds and approval is granted at the sole discretion of the School. All requests for deferment must be supported by official documentary evidence. Application for deferment is subjected to the availability of a subsequent intake of the course/module.

Student will be allowed two (2) complimentary re-modules following the original failure in that module without penalty thereafter the following re-module fees apply:

· Per Certificate module S$50.00 + GST
· Per Diploma module S$200.00 + GST

Deferment of course is allowed only up to a maximum period of SIX (6) MONTHS for Certificate course and up to a maximum period of THREE (3) YEARS for Diploma course, failing which student will be deemed as having withdrawn from the course.
RE-SIT MODULE POLICY
Re-sit administrative fees for each module at each level are:

· S$300.00 + GST per Certificate module 

· S$575.00 + GST per Diploma module
TRANSFER OF COURSE POLICY
1. Students who meet the entry criteria for alternative courses may transfer courses by completing the Request for Course Deferment/Re-sit/Transfer Form and submit it to our Student Services along with an administrative fee of S$100.00 + GST charges.

2. Upon approval, student will be deemed to have withdrawn from the course. The original signed Student Contract will be terminated and a new Contract will be issued for the new course.

3. Ascott Centre for Excellence shall assess and reply to any request for transfer within 7 working days and any refunds from withdrawn course shall be transferred to the new course.
PROCEDURES
1. Students must complete the Request for Course Deferment/Re-sit/Re-take Transfer Form and submit it to our Admin Office along with an official documentary evidence

2. Admin personnel will collect the fee indicated above and request form shall be forward to Manager, Administration for approval. Once approved, student will be informed on the re-schedule dates.
3. Students who are paying their course fees via instalments has to first settle the pro-rated course fee for the duration they have attended. They will continue with their instalment payments when they resume their course within the allowed one-year deferment period.

