Shelton College International Pte Ltd
Transfer/Withdrawal Policy

Course Withdrawal Policy

If a student decides to withdraw before or after course commencement, a written request of withdrawal
must be submitted to the Manager, Student Care at Shelton College International, 1 Telok Blangah Rise,
Singapore 098888. For students below the age of 18, parents / guardians approval letters must be
submitted as well. Student is liable to pay any outstanding fees. Such requests shall be subject to the
College’s Refund Policy.

An official letter from the College will be issued to the student to reject the application or to effect the
withdrawal within 4 weeks.

Once the application is approved, the College will inform the ICA, and the Student shall deliver to the College
within [3] working days, the passport and Student's Pass of the Student for cancellation of the Student's Pass.
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If a student is forced to withdraw from the school, an official letter will be given to the student. Such cases
shall be subject to the College’s Refund Policy.

The College will inform the ICA, and the Student shall deliver to the College within [3] working days, the
passport and Student's Pass of the Student for cancellation of the Student’s Pass.
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Transfer School Policy

If a student who has been accepted by the College decides to transfer to another school/institute before or
after course commencement, a written request of transfer must be submitted to the Manager,

Student Care at Shelton College International, 1 Telok Blangah Rise, Singapore 098888. For students
below the age of 18, parents / guardians approval letters must be submitted as well. Student is liable to
pay any outstanding fees. Such requests shall be subject to the College’s Refund Policy.

An official letter from the College will be issued to the student to reject the application or to effect the
transfer within 4 weeks.

Once the application is approved, the College will inform the ICA, and the Student shall deliver to the College
within [3] working days, the passport and Student's Pass of the Student for cancellation of the Student's Pass.

PRk - CRBe s I 24, e IFERAT /)5 R R, A A A AR 55 8 1] 1 4
AT . AR ANROR 18 %, AU EACRE/ I NIRRT, 2 AR ARG R S
I far 3%, %ISR BB ARG FRE 1B SREUH .

FRECRAE 4 NG oA A R Bt R . — BRI e, ARk L RTE
FIRBEIT ) ZRAAZRAE 3 R PR B K A AR IR AT 25 2 e BB 2 AR A

Document Name: Transfer/Withdrawal Policy Document ID;: B-REGDP-012  Version: 3.0 Date: 01-April-2013

Public Documents Page 1 of 2



Shelton College International Pte Ltd
Transfer/Withdrawal Policy

Transfer Course Policy

If a student who has been enrolled into the course with the College decides to transfer to another course
before or after course commencement, a written request of transfer must be submitted to the Manager,
Student Care at Shelton College International, 1 Telok Blangah Rise, Singapore 098888. For students
below the age of 18, parents / guardians approval letters must be submitted as well. Such requests shall
be subject to the College’s Refund Policy.

+ Admin charge of transfer of course: $500

An official letter from the College will be issued to the student to reject the application or to effect the
transfer within 4 weeks.

Once the application is approved, the College will inform the ICA and a fresh PEI-Student Contract shall be
executed between the College and the Student.

A student, who transfer from the course to another course with the PEI shall, for the purpose of this, be
deemed to have withdrawn from the course.

Therefore, the refund policy applies.

In view of this, the student needs to pay the course fee for the new course (unless otherwise agreed between
the PEI and student).
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