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i-Learner Education Centre
Academic and Administrative Arrangement Manual

September 2023
Dear Parents,

In order to offer students top-quality education, and to provide you with highly efficient customer
services, we would like to draw your attention to this Academic and Administrative
Arrangements Manual, and to ask for your signature on the Admission Form to show your
agreement to the terms. All the information is available at www.i-learner.edu.hk. For enquiries,
please contact our staff.

This Manual includes:

1. Notes on Admission, Tuition Fees and Courses
Rules for Absences and Replacement Classes
Bad Weather Arrangements
Refund Policy and Procedures
Terms Revision Policy

ok owbn

To ensure that parents are kept up-to-date, we will inform you of the latest notes or revision of
terms through our App, WhatsApp, or email. Please write down your mobile number for
receiving WhatsApp messages, as well as your email address on the reply slip, and return it to
our Centre. If you wish not to receive any WhatsApp messages or emails from us, please inform
us on the reply slip and suggest other suitable ways for us to contact you about important
notices, for instance course schedules, centre holidays, and centre events.

Please read and keep this Manual carefully. Should you have any enquiries, please feel free to
contact us via WhatsApp: 9049 3014 (Tsim Sha Tsui) or 6468 8366 (Wan Chai), or call our
centres: 3113 8815 (Tsim Sha Tsui) or 3611 8400 (Wan Chai) for further information.

We wish you and your children a pleasant learning experience with us!

Yours faithfully,
i-Learner Education Centre
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1.

Notes on Admission. Tuition Fees and Courses

11.

Notes on Admission

1.1.1.

Students will be assessed before admission in order to be arranged into
the most suitable courses and groups.

Parents are required to fill in all information needed, sign the Admission
Form, and attach a student personal photo for registration purposes.

Parents should read this Manual carefully before the admission and pay
attention to new notices. After the submission of the Admission Form, all
terms in this Manual will take effect immediately. Parents should keep the
Manual properly and follow the rules in it.

The Centre will update parents with the latest course information and
other academic and administrative notices via WhatsApp 9049 3014
(Tsim Sha Tsui Centre) or 6468 8366 (Wan Chai Centre. Please take the
initiative to add our number to your contact list so as not to miss important
notices.
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Notes on Tuition Fees

1.2.1.

1.2.2.

1.2.3.

1.2.4.

1.2.5.

1.2.6.

1.2.7.

Course tuition fees are specified in the lesson notes. If extra textbooks or
other books are required, parents should make additional purchases.

The Centre will charge the tuition fees according to the number of lessons
in a month by using the Centre's academic calendar, and each tuition
payment should be charged by month. Parents can choose to pay the
tuition fee by cash, cheque, EPS or bank transfer on a monthly basis.

All courses in the Centre run continuously. Parents should pay next
month’s tuition fee at the reception desk of the Centre on or before the
first lesson of each month or the seventh day of the month. The Centre
will not issue a separate payment notice. If the tuition fee has still not
been settled by the first lesson of each month, the Centre will not be able
to reserve places for students in future courses. Furthermore, parents still
need to pay full fees for all lessons in the month of and before the official
notification of withdrawal. The Centre also reserves the right to charge
interest of the late payment and administrative fees.

Payments by crossed cheque shall be made payable to “Knowledge and
Love Education Company Limited” with the student’s full name, course
enrolled and contact number on the back of the cheque.

Payment by bank transfer shall be made through Knowledge and Love
Education Company Limited’s accounts shown below:

Bank of China: (012) 581-1-019693-8 or

HSBC: (004) 817-792 872-838

FPSEZ SR : 101452845

Wechat Pay #1531

Parents should write down the full name of the student, course enrolled
and contact number on the transfer note or record of online transfer and
send it via WhatsApp to 9049 3014 (Tsim Sha Tsui), 6468 8366 (Wan
Chai), fax it to 2394 9363, or email it to student@i-learner.com.hk.

Once the Centre has received the fees, a receipt will then be issued as
proof of payment (in printed version or e-version through the App). Please
check immediately if the information on the receipt is correct and attend
the courses according to the time and venue specified on the receipt.
Please keep the receipt until the end of the course.

Parents may log in to V-Learner to view payment records and receipts.
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Notes on Courses

1.3.1.

1.3.2.

1.3.3.

1.34.

1.3.5.

1.3.6.

1.3.7.

1.3.8.

Each academic year is divided into five terms by the Centre, namely
Stevenson Term, Burns Term, Austen Term, Russell Term, and Summer
Term.

All classes will be changed to online teaching if Tropical Cyclone Signal
No. 8 or above or/and the BLACK Rainstorm Warning Signal is/are
issued. For details, please refer to “3. Bad Weather Arrangement”.

After enrollment in courses, the tuition fee paid in the current month will
not be refunded for any reason. For details, please refer to "4. Refund
Policy and Procedures".

All tuition fees paid and places are not transferable.

The Centre has the right to include students' performance in lessons,
photos and videos taken during lessons, and homework in internal training
or external publicity. The Centre will undergo an internal review before the
use of such materials to ensure that students will not be adversely
affected under normal circumstances.

If the tutor asks for leave, the Centre will arrange another tutor to replace
the tutor on leave. The Centre will ensure that the substitute tutor
understands the course content and progress, and has sufficient ability to
teach the course.

At the end of each academic term, parents may view students’ term
reports by logging in to V-Learner.

The Centre will notify parents with the latest course information and other
academic and administrative notices via WhatsApp 9049 3014 (Tsim Sha
Tsui Centre), 6468 8366 (Wan Chai Centre), Facebook page (i-Learner
Education Centre), or website (www.i-learner.edu.hk).
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Rules for Absences and Replacement Classes

2.1.  Students shall attend lessons according to the time and venue specified on the
receipt. Students arriving late to lessons will not receive any time added nor
replacement lessons.

2.2. For absence due to attending academic examinations (examinations or tests
shown on their school calendar or from Cambridge, Trinity or other public exam
bodies), students or parents must notify the Centre at least two working days
before the lesson via email or WhatsApp. Proof such as the school calendar or
exam admission form should be provided within a week. In this case, there is no
limit to the number of replacement lessons that students can receive in a term.

2.3. For sick leave, students or parents must notify the Centre at least two hours
before the lesson via email or WhatsApp. If done through a phone call, please
also send an email or WhatsApp message afterwards within one working day as
record. Students or parents should also provide a medical certificate within one
week. In this case, there is no limit to the number of replacement lessons that
students can receive in a term.

2.4. For absence due to attending extracurricular activities, travelling or other reasons
and without any medical certificate, students or parents must notify the Centre at
least two working days before the lesson via email or WhatsApp; otherwise, no
replacement lessons will be allowed. In this situation, students can only apply for
replacement lessons twice in a term, with no refund for any other absences.

2.5. Application for Replacement Lessons

2.51. We allow students to attend a different session of the same course within
the same teaching week (Sunday to Saturday) to cover the same material.
If a class is missed beyond this teaching week, parents have the option to
choose a makeup class in another regular course, within three months.
Alternatively, students may attend special holiday courses or examination
preparation class as replacement.

11
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2.6.

Arrangement of Replacement lessons

2.6.1.

2.6.2.

2.6.3.

2.64.

2.6.5.

2.6.6.

2.6.7.

Parents or students should take the initiative to contact the Centre
regarding their absence and application for replacement lessons. To
ensure the smooth arrangement of replacement lessons, the Centre does
not accept self-rearrangement of lessons by students and parents, or
students attending other classes as replacement lessons without
permission.

In order to reduce the impact on students' learning progress, all
replacement lessons can only be arranged within three months of the day
of absence.

Students can choose to attend sessions of Exam Practice, holiday
workshops or other events offered by the Centre as replacement lessons.
For details, please contact our staff.

The Centre will only make one replacement lesson arrangement for each
absence. Parents or students cannot change the replacement date after
confirmation.

If a student fails to attend the replacement lesson, or fails to select a time
from the class schedule to attend the replacement lesson, it will be treated
as giving up the chance to have a replacement lesson and no other
replacement lesson will be given for that absence.

Regardless of the reasons for students' absence from the replacement
lesson, and the willingness to accept the replacement Ilesson
arrangement, the Centre will not accept any refund request. For details,
please refer to "4. Refund Policy and Procedures".

The Centre reserves the rights to make the final decision on all
applications for leave and replacement lesson arrangements.
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3. Bad Weather Arrangements

3.1.

3.2.

3.3.

3.4.

Class Arrangements when Tropical Cyclones and Rainstorm Warning Signal

is/are issued:

Issued before class

Issued during class

e Tropical Cyclone
Warning Signal No. 1

e AMBER Rainstorm
Warning Signal

T

All classes operate as
usual.

All classes operate as
usual.

e Tropical Cyclone
Warning Signal No. 3

e Red Rainstorm
Warning Signal

Red #L

All  kindergarten classes
are suspended. Other
classes shall operate as
usual.

All  kindergarten classes
can operate as usual, but
parents can also ask
students to return home.
Other classes shall
operate as usual unless
extra time is required
during transition between
No.8 and No 3 warning
signals or Black Rainstorm
and Red Rainstorm
warning signals..

e Tropical Cyclone
Warning Signal No. 8
or above

e BLACK Rainstorm
Warning Signal

All classes are switched to
online teaching. Please log
in to V-Learner at
https://vl.i-learner.com.hk/

to print the lesson
materials and prepare for
the class.

All classes are switched to
online teaching wherever
practically possible though
not guaranteed. Please log
in to V-Learner at
https://vl.i-learner.com.hk/
to print the lesson
materials and prepare for
the class.

If the BLACK Rainstorm Warning Signal or the Tropical Cyclone Warning Signal
No. 8 or above is/are cancelled by 7 a.m., all classes will operate as usual. If the
above warnings or signals are cancelled after 7 a.m., all classes will resume in 2

hours.

If an on-going lesson is cancelled due to bad weather, students can leave the
Centre immediately under safe conditions or with the consent of their parents.

Parents and students are responsible for potential risks.

When the Tropical Cyclone and/or Rainstorm Warning Signal is issued, our staff
will keep the Centre open and look after those students waiting for their parents.

Parents should pick students up and leave the Centre as soon as possible.

15
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The Centre will not offer any replacement lessons or refund arrangements foru o
lessons affected by bad weather. If we are able to arrange some of the lessons to

be conducted online, we will inform parents. But it is not guaranteed and does not
affect our general policy stated above.
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Withdrawal and Refund Policy and Procedures

41.

4.2.

Withdrawal and Refund Policy

4.1.1.

4.1.3.

If parents or students propose to terminate the course before or during the
course for any reason, they should inform the Centre at least one month
in advance. The Centre will not return the paid course fees or stop
charging the relevant course fees, as the student’s place has already
been taken.

The Centre reserves the right to cancel or terminate the course before or
during the course, with proper advance notification. If the course cannot
start as shown on the tuition receipt due to insufficient number of students
or any other reasons, the Centre will refund the full course fee paid. If the
course has already started and is terminated due to insufficient number of
students or any other reasons, the Centre will give advance notice and
refund the fee for the remaining lessons.

If the Centre closes before the course starts, the paid course fee will be
refunded in full. If the Centre closes in the middle of the course, the fee for
the uncompleted lessons will be refunded according to the actual progress
of the course.

Refund Procedures

4.2.1.

4.2.2.

4.2.3.

4.2.4.

The Centre will call or write to inform students or parents about the refund
arrangements once the refund request has been confirmed and accepted.
For students aged under 18, the refund procedure can be undertaken by
their parents or guardians.

Students or parents/guardians have to sign a formal receipt to confirm the
refund. The Centre will not collect the receipt of course fees when
handling the refund, but parents should keep that for at least 12 months
and show it to our staff if requested.

The Centre will process the refund by cheque.

The refund procedure takes around 2 - 4 weeks.

Terms Revision Policy

5.1.

The Centre will change the terms in this Manual from time to time. For all revised
terms, policies or rules, we will publish the latest version of the Manual on our
webpage and i-Learner Studio App. All updates will take effect automatically and
immediately. In case of disputes, the Centre reserves the right of final decision.
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Go to www.i-learner.edu.hk. Click on Registration.

Visit www.i-learner.edu.hk fo download our registration form. Fill in the form email

it fo studio@i-learner.edu.hk, fax it fo 2384 9363 or WhatsApp to 9049 3014 (TST
Centre) or 6468 8366 ( Wan Chai Centre).

Call 3113 8815 (TST Centre) or 3611 8400(Wan Chai Centre).

i-Learner Education Centre works with the Society for Community Organisation
(SoCO) to provide a scholarship programme for students in need of financial
support. For details please call us at 3113 8815.
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