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Enrollment Criteria
1. Enrollment is open to individuals legally resided or stayed in Macao, whose age is 14 or above (unless otherwise stated).
2. Applicants must meet the pre-requisites of individual courses.
3. CPTTM reserves the right to cancel a student's enrollment or the award of certificates if the information provided by the
applicant is inaccurate.

How to enroll:

1. Walk-in Enrollment — Please complete the Course Enroliment Form and submit it together with identity card and other
documents required by the course to one of the CPTTM offices.

2. Enrollment by Fax — Applicants must pay via credit card; please download and complete the Course Enroliment Form from
CPTTM training website, fax it together with the identity card, as well as other documents required by the course to CPTTM.

3. Unless otherwise stated, all fees are to be paid immediately upon submission of Course Enroliment Form. Enroliment can only
be confirmed after the fees have been paid. CPTTM will not process incomplete forms and forms received without payment.

4. Once enrolled, students should attend the course according to the schedule stated in the Course Pamphlet; there will not be
any further notice from CPTTM. In case of changes in the schedule, CPTTM will notify the students by phone.

Deadline for Application
Unless otherwise stated in the Course Pamphlet, enroliment is accepted on a first-come-first-served basis.

Payment Methods
Fees can be paid by cash, cheque or credit card. Please note:
1. For cheque, please make it payable to “CPTTM.”
2. Enrollment is confirmed only after the cheque has been cleared by the bank or credit card transaction approved by the card
center.
3. Incases of refund/reimbursement:
® if paymentis by cash, CPTTM can only arrange refund/reimbursement by cheque, made payable to the student.
® If payment is by cheque, CPTTM can only arrange refund/reimbursement by cheque, made payable to the original cheque
issuer.
® |f payment is by credit card, CPTTM can only arrange refund/reimbursement by a direct credit to the Cardholder's credit
card account.

Course Fees/Receipt

For walk-in enrollment, receipt will be issued immediately upon payment; for enroliment by fax, the applicant will collect the receipt on
the first day of class. All fees paid are non-refundable and non-transferable to other courses, unless the course is canceled or
rescheduled by CPTTM prior to the start of the course. Please bring along the receipt when collecting the refund.

Transferring Enroliment to Another Applicant

Prior to the start of the course, due to work-related (proven by letter from the employer) or health reasons (proven by medical certificate
from a registered doctor), a student can apply to transfer his/her enrollment to another applicant. CPTTM reserves the right to approve
or reject this transfer.

Class Venue
Classes will be held as specified in the Course Pamphlets. Please refer to the classroom directory at the CPTTM Registry before
attending class.
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Course Re-arrangement
CPTTM reserves the right to cancel its courses, or to change the schedules, instructors, venue, content and any other course
arrangements without prior notice.

Class Arrangement in Times of Typhoons
Class suspension in cases of typhoons will be stated in the Memo to Students distributed on the first day of class. Students can also
pay attention to CPTTM's public announcement over radio or television. CPTTM will inform students by phone about make-up classes.

Class Attendance

Students are expected to attend classes punctually and attendance of students will be taken in the classroom by the instructor. If a
student is late for over 15 minutes or leaves before the end of class session without justifiable reason, this will be counted as absence.
Taking attendance for another student is not allowed. If found, CPTTM has the right to terminate their studies and the fees paid will not
be refunded. CPTTM has the right to ask the students to present their identity cards for verification purpose. Attendance requirement is
stated in the Course Pamphlets as well as in the Memo to Students distributed on the first day of class.

If a student cannot attend a class due to work or medical reasons, the student needs to submit to CPTTM a written notice from his/her
employer or registered doctor within 5 days after the absence. CPTTM reserves the right to accept or not the situation as justified
absence. In any circumstance, justified absence cannot exceed 20% of the required level of attendance.

Notification of Certificate Collection

Unless otherwise stated, students will be notified by mail to collect their certificates (and course fee reimbursement if applicable) within
three months after completion of the course / exam. CPTTM will not be responsible for the loss of notification sent by mail; please
contact CPTTM if you do not receive the notification after this three-month period.

Students should collect their certificates within three months from the date of notification. CPTTM will dispose of certificates that have
not been collected beyond this period. Since certificates cannot be re-issued, students can apply for a Record of Performance from
CPTTM.

Fees
All course-related fees quoted are subject to change without further notice.

Classroom Discipline

1. No eating or drinking is allowed in all classrooms.

2. Smoking is prohibited in all areas of CPTTM.

3. Prior approval should be granted by CPTTM Training Officers for audio/video recording in the class.

4. CPTTM Training Officers have the authority to terminate the studies of any student who violates the CPTTM rules, and the fees
paid will not be refunded.

Reimbursable Courses under “Training Scheme for Human Resources Upgrading”
Reimbursement specifics are stated in the individual Course Pamphlets.

Course Pamphlets
The newest Course Pamphlets are available on CPTTM website.
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