Admission Procedure

Enquiries (walk-in, telephone, email, website, newsletter, newspaper)
Match their qualifications to check if they meet the pre-requisites of the course apply for

Course Co-Ordinator Public individuals Company-sponsored Course Co-Ordinator
will advise unsuccessful Not eligible Not eligible will advise companies
applicant other courses < Eligible Eligible P other courses that the

that they are eligible for. workers are eligible for.

To confirm registration, To confirm registration,
complete registration form, complete enrolment form and
furnish required documents and furnish required documents

pay $20 registration fee
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i ; : Payment Accounts Dept Payment not
in course registration ; e ! _ _
file received prepare invoice received No reservation will
to bill company be made until
. . payment received
$20 registration
v fee per head

Enough class size, ELITC will confirm classroom,
frequency, time, print notes and liaise with trainer
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Candidates will be informed by means of email or telephone
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Able to
attend the

Able to
attend the
class?

Postpone to next

class? available class

Payment
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not
not .
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before
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Public individuals pay \{ommencef  Workers

letter/email to the co.

) not
fees at EL_ITC s counter allowed to Refund/withdraw policy
and b_rlefed of the ) attend briefed to the co. To Issue a
refund/withdrawal policy class checklist to a/cs for

and the schedule date invoicing.

Payment received .
Payment received

Students admitted. Trainer & classroom

i X L X Students admitted. Trainer & classroom
assigned. Attendance file and training materials . d d fil d traini

are prepared for the course assigned. Attendance file and training
materials are prepared for the course
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