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	Enrolment Form

FORM CS4AF001, Revision No: 024, dated 8 July 2009
	Pastel Nr
	

	
	Database captured
	

	Surname
	

	Name
	

	ID Number or Date of Birth
	
	Copy of ID or Birth Certificate attached:
	

	Gender
	

	Postal Address
	

	Physical Address
	

	Tel (H)
	

	Tel (W)
	

	Cell
	

	e-mail address
	

	Place of Employment
	

	Where did you hear about us?
	

	Course and Formula
	
	Price
	

	Discount 

(i.e. Cash, Family etc)
	
	Consultant from Enquiry
	

	Deposit due (date)
	
	Consultant for Enrolment
	

	First instalment due (date)
	
	Starting date (expected)
	

	Payment in instalments requires two references

	Institution
	1
	2

	Contact number/s
	
	

	Acc Nr
	
	

	Credit Bureau Ref
	


I have read and understood the Enrolment and Withdrawal Policy and the Non Payment Policy as set out on the next page and I agree to abide by the terms and conditions as set out in the policy:
Name (or name of parent/guardian, in the case of a minor):


___


_____
Date:





Signature:





_____
(
Enrolment and Withdrawal Policy

· N.B. All policies and procedures are available for reading in the QMS file at all our Centres.
1. All details on the Enrolment Form CS4AF001 must be lled in and the form must be signed by the learner or parent.

2. A copy of the learner’s identication document must accompany this form.

3. cs4a reserves the right to reschedule the course when there are insufcient enrolments.

4. By enrolling for a course the learner or his/her parent is liable for the full amount of the course regardless if the learner has attended the classes or not.

5. The full course fees or a deposit must be paid before the rst lesson commences.

6. If a learner withdraws from a course before the rst lesson, the deposit is refundable. An administration fee off 20 % is withheld, but not more than R 100.

7. .If a learner wants to withdraw from or change to another course after the rst lesson, s/he must notify our ofce in writing. The learner will only be billed till the end of the month in which cs4a has received the written notice. The learner’s name will be taken off the register from the next month and added to the register of the other course if applicable. 

8. An administration fee of R 100.00 is withheld when the change of the course is initiated by the learner.

9. Fees are payable either by the full amount for the course before the rst lesson or by a deposit and monthly instalments at the beginning of each month. Please note that if depositing cash into our bank account, you will be required to pay the bank charges associated with this transaction. If payments are not made before the 1st of the month, the learner will not be allowed to attend class. See Non-Payment policy below.

10. Monthly statements are handed to learners during the course or posted to learners who are absent, during the last week of the month.

11. Learners will not be allowed to write exams if any amounts are outstanding on their account.

12. Learners can arrange for independent extra practice time with the ofce.

13. Extra classes may be arranged as Private Tuition.

14. Should no facilitator be available to teach a lesson, the date for that lesson will be changed and learners will be notied at least 24 hours in advance.

15. cs4a requires a 24-hour notice period before the lesson if a learner is unable to attend the regular class. This lesson will be made up at cs4a’s convenience; otherwise the lesson will be forfeited. If no notication is received, the learner will be responsible to catch up on his/her own.

16. When learners and/or their parents sign this form, they are accepting the rules of the Computer Centre with regards to correct conduct and behaviour required.

17. A learner may be terminated i.e. barred from class for disciplinary reasons. See Admissions and Rules CS4AP&P022.

18. cs4a will keep records of all that is concerned with a specic Course in a Course File – see Record Keeping policy CS4A P&P014.

19. Learners are referred to policy CS4AP&P035 regarding occupational health and safety procedures.

20. Learners are referred to policy CS4AP&P038 regarding the repetition of courses. Repeat attendance for classes at no or minimal charge may be arranged with management.

21. Should a customer have a comment, he/she is invited to ll this in the Customer Comment Book.

22. Should a customer have a complaint, he/she is invited to ll in a Customer Complaint Form CS4AF006.

23. Learners are expected to keep cs4a informed of any changes in their personal details.

24. Certicates will only be issued if a learner has complied with all the course requirements.

Debtors and Non-Payment Policy

1. Invoices and statements are handed out or posted on the 22nd of the month and are payable before the month end of the current month.

2. A non paying customer is a customer who failed to pay the monthly instalment by the last day of the month. Notication of when payments are due is part of the enrolment policy for individuals and the contract for institutions and is also printed on the monthly statement.

3. All customers will be charged interest on the account at a rate of 20% pa from the 1st of the next month.

4. The customer will be barred from attending classes from the 10th of the following month.

5. cs4a will not accept any responsibility for missed classes in this case.

6. Interest will reﬂect on the statement the next month end.

7. Customers with fees outstanding for more than 60 days will receive a nal notice using Final Notice Form CS4AF024 per registered post. An extra R 100 will be added to the amount owing to cover admin and postage costs.

8. The Customer can return to class only after the account has been settled.

9. If the Customer did not reply after 90 days of outstanding fees the account will be handed over to the lawyers for collection.

10. As from this date any outstanding fees must be paid at the lawyer’s ofce.

11. This Customer will not be allowed in class for the same or any other course unless fees have been paid up front.







Tel 087 808 6187


Fax 086 654 9430


Cell 082 331 4909
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