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V.

VI

ENROLLMENT

Students are eligible to attend classes upon the completion of the course registration. It is
therefore considered complete when all of the necessary requirements and obligations are
settled.

ATTENDANCE, ABSENCES AND CLASS CANCELLATION

After getting the class schedule, students should attend classes at their assigned
classroom and teacher.

Students are allowed to apply for absences and class cancellations. However, only the
MHLLC Admin is authorized to approve the absence filed by the student. An advice can be
made by the student via official communication channels and/or an excuse form can be
secured to avoid forfeiture of hours.

In the event that the student cannot attend the class, he/she should inform the MHLLC
admin the day before or at least three (3) hours before the class time. Failure to do so will
result to a deduction of 30 minutes from the total class hours of those enrolled per
hour, and half (1/2) of the duration from the total sessions of those enrolled per
session.

EXPIRATION OF CLASS HOURS

e FOR MHLLC STUDENTS/NON-MHCS STUDENTS:
Eligible students are expected to finish the program/course enrolled within one (1) year
commencing from the start of the class attendance. Forfeiture of the remaining class
hours may apply upon the date of expiration.

e FOR MAKATI HOPE CHRISTIAN SCHOOL (MHCS) STUDENTS:
Enrolled class hours should be consumed within the current school year. Hence, the
request for extension of classes may be applied and is therefore, subject for approval by
the approving authority.

CHANGE OF SCHEDULE

Students are allowed to change the class schedule and teacher twice (2 times) within a 2
work day processing time. Approval from the MHLLC director is needed if the student
wishes to do so for the third time.

REFUNDS AND FEES

The following rules shall be applied for a student who would wish to refund his/her
payment. Refunds are applied based on the following schedule:

a. Within the first week of classes 90%
b. Within the second week of class 80%
c. Beyond two weeks None
Note: The student can only refund the percentage of the remaining hours.

SAFETY AND HEALTH PROTOCOL

Makati Hope Language and Learning Center strictly implements safety and health
protocols to prevent the spread of Covid-19. Students are required to wear face mask
upon entry and while inside the center/school premises. However, the management will not
be held liable for the virus's spread.
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The student will receive the following certificates at the end of his/her study given that the student has Special Study Permit (SSP):
YT R SIVERIE (SSP) |, SAAETES: S 4 RNIFSRAGLLFED -

CERTIFICATE OF ATTENDANCE - Issued to students who have completed at least 70% of the total attendance.

HUBDIETS - MU 4A SERLE R EED 70% 524,

CERTIFICATE OF ACHIEVEMENT - Issued to students who have completed the course program with a grade of C and above.

PREUIEFS - AR 4 CIeRFE RSN C R EL ERYSAE,

Date
A 1

Signature over printed name

WA T

*By signing this form, you agree to abide by all rules and regulations of MHLLC.

BB CHIE [ T 1B B v 2 52 T o Bl 6 R

Empowering People Through Language and Skills




