Enrolment Information

Registration and Payment Method
1. Please read the “Enrolment Information” carefully before filling in the enrolment form.
2. Course brochure or flyer has indicated the date and time of classes. Please select the classes appropriately when fill in the enrolment form.

3. Applicants should provide accurate full name in Chinese and English, postal address, contact telephone number and email, so that Spring Production and Art Studio (hereinafter referred to as “the Art Studio”) can contact the applicants when necessary.
4. Please ensure the consent detail is signed before submitting the enrolment form. The Art Studio reserves the right not to process those enrolments which fail to provide correct and complete information.
5. Final decision on admission is subjected to the authentication of course code written in the enrolment form.

6. Please submit in person the completed enrolment form together with registration fee, course fee, identification document and three (03) recent photos to the Art Studio.
7. Registration fee is charged RM30 per course.
8. If applicant is 12 years old and below, applicant must obtain the acknowledgement from parents or guardian. Parents or guardian must present to complete the application. Show of birth certificate of applicant is required.
9. The Art Studio reserves the right to retain the photocopy of applicant’s identity documents and photos.
10. All transactions are in cash term only. The Art Studio does not accept personal check, credit card or other payment method at the moment.
11. Applicants are advised to request for an official receipt for any payment made. Applicants hereby undertake to verify the correctness of receipt issued by the Art Studio. Only receipts with the Art Studio’s official stamp are valid. 
12. Should there be any difference in the amount calculated, the applicants should inform the Art Studio immediately and request for a new official receipt. No amendment shall be made after the registration day. 
13. Number of place available in each class is limited. Students are advised to register as early as possible. Admission is subjected to first come first served basis. Class will be closed for registration once the placement is filled.
14. Fees and places of course are not transferable. Only the student who registered for the course is allowed to attend the class.
Transferal of Courses
1. Students, if found unsatisfied, are allowed to have a free transfer to other course after attending the first registered class. Free transfer of course is permitted for once only. An administration fee of RM10 will be charged thereafter for each subsequent transfer of course. 
2. Students must submit the “Course Transferal Application Form” personally to the Art Studio for process.

3. Students are responsible for paying any additional fees incurred due to course transferal. 
4. The Art Studio will refund the accessed amount previously paid by students accordingly. Registration and administration fees are non-refundable.  
Points of Observe
1. All course fees must be paid by the first week of the calendar month.
2. Students are advised to select proper attire according to the requirement of the course or special instructions given by the instructors. Except Chinese calligraphy and Chinese painting classes, students are encouraged to wear leotard, casual wear or sports wear with proper dancing shoes. Jeans and leather shoes are not advisable. 
3. Course materials (eg: dancing shoes, belly dance costumes, calligraphic brushes and paint, etc) are available for sales in the Art Studio. Students may choose to purchase outside or from the Art Studio.
4. For personal hygiene purpose, students are encouraged to bring their own towel and extra clothing for change. The Art Studio does not provide any towel or clothes.
5. Students should bear their own risk and attend classes according to their own abilities. Pregnant women are not recommended to attend strenuous classes. The Art Studio is not liable for any injures or illness sustained during classes. If necessary, students are encouraged to purchase relevant insurance on their own.  
6. The Art Studio is not liable for any personal property theft, losses or damages.
7. Any consumption at the Art Café is at own expense.

8. Description for each course is for reference only. The course curriculums are not allowed to be copied or used for any commercial purpose.
9. The Art Studio will close for classes according to the gazetted public holidays. No replacement class and refund under this circumstance.
10. Please refer to the notice board in the Art Studio for class schedule.
11. Students should strictly follow the schedule to attend classes. No replacement class or refund will be arranged if the students are late, dismiss early, absent without reason, not attending practices, or not participating in any required syllabus or activities prepared by the instructors or the Art Studio.  
12. The Art Studio staff may require students to provide their identity document so as to verify students’ identities. The Art Studio reserves the right to stop those who failed to prove their identities from taking classes.
13. Students are not allowed to represent the Art Studio without prior permission from the Art Studio to participate in any activity outside the Art Studio.
14. The Art Studio reserves the right to cancel the classes if the number of application falls below the requisite minimum, or to change the course instructors and time of classes when deem necessary.
15. No refund will be made except in the event of a course being cancelled or full. The Art Studio will inform the students should there be any course being cancelled or full. All refunds will be issued within 2 weeks after the course commencement. Students must be present at the Art Studio for arrangement and collection of refunds. 
16. Any damage done accidentally or intentionally on facilities (eg: air-conditioners, mirrors, furniture, windows, glass doors, switches, sound system, decorations, etc) provided by the Art Studio or external activity organizers, the Art Studio will investigate the matter. Any consequence and charges incurred thereafter shall be bear by the concerned student.  
17. If due to severe weather condition, the Art Studio will assess the condition whether the classes shall be continued.
18. Under any circumstances, students should consider their own safety, weather, traffic and road conditions to decide whether the students are able to attend the classes at the Art Studio. No replacement class or refund for absence under these circumstances. 
19. No replacement class or refund will be arranged for classes cancelled due to acts of nature or social turmoil. 
20. A standard fee of RM5 will be imposed for the replacement for any lost identification document issued by the Art Studio.

21. The Art Studio reserves the right to append or remove any rules and regulations at any time.
22. The Chinese version of the above rules and regulations is available. Should there be any inconsistency in translation, the Chinese version shall prevail to the extent of such inconsistency.        
23. Pertaining to the above rules and regulations, any enquiries may contact the Art Studio at 04-656 6318 or 016-448 8318.
Art Studio Rules
1. Remove your shoes before enter the Art Studio. Place the shoes accordingly in the shoe racks. 
2. Maintain the hygiene and cleanliness of the Art Studio.
3. No food or drinks in the classrooms.
4. Smoking is prohibited inside the Art Studio.
5. Do not switch on, utilize, touch, disturb or damage the electrical appliances and other facilities in the Art Studio without permission.
6. No running, shouting, quarreling or messing up that could interrupt the progress of classes.
7. Always follow the instructions given by the Art Studio and instructors.
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