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Greeruwich College Admissions & Administration Dept.

Equitable House, 10 Woolwich New Road
Woolwich, London, SE18 6AB

Tel: +44 (0) 20 8305 8508

Fax: +44 (0) 20 8819 5336
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APPLICATION FORM FOR OFFcEUSE O

NOTES FOR GUIDANCE

This form will be used in applying for full time courses at Maritime Greenwich College. Please approach the admissions
Office for any other part-time courses.

Before completing the form, please refer to the website http://greenwichcollege.co.uk for the course availability and their
respective start dates. For your application to be successful you must meet the eligibility criteria and the entry
requirements which can be found on the website.

Please complete the application form in “BLOCK LETTERS” with a blank pen, so that your details entered can be easily
read.

In completing the form, we need your full name in the same order as they appear on your official documents i.e. passport .
If your name has changed after you commence your studies, we would need an official certificate i.e. marriage certificate,
standing declaration.

Once you have completed the application form, you should send to us your supporting documents by post, by fax or you
can scan email to admissions@greenwichcollege.co.uk. Supporting documents should be in English, if not they have to be

officially translated in English language.

6. If your application is successful, you will be issued a conditional offer letter.
7. Details on accepting the offer will be stated in the conditional offer letter.

(To be filled in BLOCK LETTERS only)

1. PERSONAL DETAILS:

Title: Dr.d Mr.Od Mrs.Od Miss O Ms.[d Other™d

Surname:

Sex: Male O Female O

Other Name(s) in full:

Date of Birth (dd/mm/yy) e.g. 19/03/1982:

Passport No:

Nationality: Country of Birth:

Marital Status: Married [ Single [ Divorced [ Others [
Tel No: Mobile:

Fax No: Email:

Next of kin Name:

Address:

Tel No: Mobile:

Do you consider yourself as disabled Yes [ No [

If Yes, Please give details




Contact Address: Permanent Address:
(Correspondence will be sent to this address, unless otherwise | (If different from Contact Address)
instructed)

Country: Country:

2. COURSE DETAILS:

Course Title: Entry Level:

Mode: Full-Time O Part-Time [
(If you require a student visa to study in the UK, you must apply for a full-time course)

Course Commencement: Sept 200__ [ Jan 200__ [0 June 200__ [ Other O

Please state the reasons for choosing this course?

ENGLISH LANGUAGE REQUIREMENTS (0overseas Students Only)

Listening Writing Speaking Reading Total

IELTS

TOEFL

OTHERS
(Please Mention)

3. EVIDENCE OF YOUR QUALIFICATIONS (Overseas Students Only)

You must provide alongside this application evidence of your qualifications in the form of certified cop-
ies of your certificates or statements. Please do not send the original documents. The copies of your
qualifications can be sent to us by post, fax, or email. You will be asked to present the original copies
of your qualifications at the time of your final enrolment. (Certificates should be in English or trans-
lated by a genuine authority)
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4. IMMIGRATION DETAILS (Overseas Students Only)

Do you require a visa to study in the UK? Yes [ No [
(If you have selected YES, college will provide you CAS to apply for a visa)

Have you previously been refused visa or entry clearance to the UK? Yes [ No O
(If YES Please describe the circumstances)

Do you plan to bring your dependents to the UK with you?
If Yes how many?

How do you plan to fund your course fees and living cost in the UK?

Are you aware that if granted permission to come to the UK, you will be able to work for limited num-

ber of hours per week? Yes [ No [

Why have you chosen to study in the UK?
(you may write on a blank sheet if needed and attach it with this application form)

What do you see as the main benefits of studying at this college?
(you may write on a blank sheet if needed and attach it with this application form)

5. EDUCATION AND QUALIFICATIONS:

Please list below the names of institutions you have attended, subjects you have completed and
qualifications you have obtained, in chronological order. Please continue on a separate sheet if needed
and also attach a photocopy of each certificate.

Institution Subjects Studied Qualification Grade | Completion
Obtained Date
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6. REQUEST FOR EXEMPTION

If you are applying for a course where exemptions from certain modules are possible, you MUST
supply the following:

8§  Evidence of your degree and professional qualifications (as above).
8§ A detailed breakdown of the syllabus of the course previously studied.
Please note that exemptions from examining bodies (e.g. ACCA, BCS, ABE, UoL etc.) must be

obtained by the students themselves before applying for a course. The contact details of these bodies
can be found on their websites.

7. EMPLOYMENT HISTORY (if any, starting with the most recent)

Employer’'s Name Position Held Start Date End Date

Give brief details of any practical experience you have obtained that is relevant to the course.
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8. REFERENCES

(Please give the name and address of two referees. Ideally these should include your current employer and an aca-
demic referee).

Reference 1 Reference 2

Personal Statements
(Please include any other information relevant to your application. You may write on a blank sheet of paper and at-
tach it with this form if needed.)

9. HOW DID YOU HEAR ABOUT US?

Advertisement in Newspaper/Magazine/Journal (Please specify):

Referral from an Internet site (Please specify, e.g. Google):

Referral from a friend (Please Specify):

10. DECLARATION:

I confirm that the information provided above is correct to the best of my knowledge and, I agree to
abide by the rules and regulations of the College. I have also read and agreed to the College’s terms
and conditions of registration. I also authorise the College to request information about my
immigration status from any other organisation such as UKBA (Overseas Student Only).

Applicant’s Signature:

Full Name:

Date:

Note: Please read the College’s terms and conditions of registration overleaf.

DATA PROTECTION STATEMENT
By signing this form you consent to Maritime Greenwich College using the information you have supplied in your
application. The information you provide would be used for the following purposes:
§ To enable the admissions office to screen your application and assist you through the admission process.
8§ To maintain the student records.
Your test results and progress are made accessible to the college by the awarding body and will be made available
to sponsor on request.
Your information will not be shared or published unless it is required by UKBA.
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Terms and Conditions of Registration

Payment Procedure

A student paying any part of their fees by cheque must allow at least
eight full working days for UK bank cheques and at least 28 full
working days for a foreign bank draft to clear. Before the cheque or
draft has cleared, the student is not eligible to claim any action from
the Admissions or Administration departments with regard to the
application for which the student has made the payment.

A £30 processing fee will be charged to the student for any cheque or
local draft which is returned and not honoured to the College when
deposited to its account. This fee is £100 in the case of overseas bank
drafts.

Students making payment by direct bank transfer or money transfer
will be liable to pay all necessary bank and/or transfer charges. The
College will not be liable to pay any such charges, nor any charges
arising from the receipt and refund of fee deposits by any other
method.

Please note that by making a fees deposit payment to the College,
students agree to pay the full amount of their tuition fees to the
College in due course. When applicable, the College will use legal
channels to recover the outstanding balance of tuition fees from
students refusing to fulfill their financial obligations to the College
within an appropriate time frame. In this event, the student will be
liable to cover any costs incurred to the College in recovering the
balance of their tuition fees, in addition to the fees themselves.

Tuition Fees

Tuition Fees are subject to change without prior notice. Overseas
students applying from abroad are advised to pay all of their first
year6s tuition fees prior to t
applying from the UK are normally allowed to pay in pre-approved
installments, in accordance with the installment plan offered to them

by the Admissions Department. The College offers regularly certain

fee exemption schemes whereby overseas students already residing in

the UK on a student visa or other form of permanent residency permit
may be considered for discounted tuition fees.

The College reserves the right to suspend or expel students from
College or prevent them from attending lectures without any advance
notice if their fees are in arrears.

Tuition Fees Refund Policy

The overseas students will not be eligible for a refund nor to transfer
any of the fees paid to the
Confirmation of Acceptance (i.e. CAS) to obtain a UK Student Visa or
other travel permit to study at Maritime Greenwich College.

Please note that there will be no refund if the student visa is refused on
the ground of maintenance fund. The pre-paid tuition fee is refundable
(less £1000 administration charges) in the event of application with-
drawal from the student prior to allocation of a CAS, a CAS with-
drawal from the College before the course commencement date or
student visa refusal on CAS ground not securing required 30 points. If
the student does not use the CAS for his/her visa applications before
the course commencement date or withdraws application from the
College after a CAS is issued, then administrative fees of £1000 will
be non-refundable from the tuition fees deposit. However, where there
are clear evidences to the college that the student produced fraudulent
documents and therefore visa was refused, then the College will have a
right to forfeit the deposit paid by the student as this may cause serious
financial or reputational loss to the college. However, an extra care
will be taken not to penalise the student unfairly.

If students have appealed against the visa refusal, refunds will not be
processed until the appeal or administrative review is heard. There will
also be no refund if the outcome of appeal is in the student favour.

All refund requests must be made by overseas students within three
months of their visa refusals or no refund of tuition fees will be made
under any circumstances. The original letter of refusal from the British
High Commission/Embassy or the Home Office, the original CAS and
the original receipt of payment issued by the College must be attached
to the refund request.

UK residents with no visa restrictions may claim a refund of tuition
fees paid, less administrative charges of £500, if the Admissions
Office receives a written request from the student for cancellation of
admission at least six weeks prior to the commencement of course. In
the event that the Admissions Office does not receive this notice
within the specified timeframe, no refund will be made.

Refunds will not be made to a third party unless we have received
explicit authorisation from the applicant to do so. This should be in the
form of a signed hard-copy letter from the applicant specifically
authorising us to refund their fees to a named third party. This condi-
tion applies regardless of the source of the original fee payment.

The College aims to process every refund request as quickly and
securely as possible. In order to verify that refund requests are genuine
and to eliminate the possibility of fraudulent or inappropriate refund
requests being approved, the College reserves the right to make
various security checks on any refund request we receive, including
enquiry or consultation with the local British High Commission or
British Embassy. While the College reserves the right to take as long
to process a refund request as is necessary to complete the aforemen-
tioned security checks, students should normally expect their refund
requests to be approved within eight weeks from the date of the receipt
of all required documentation. Failure to provide all of the required
documents to the College may make it impossible for the College to
approve a refund request or may lead to further delays in processing
the request.

While we recognise that delays in processing a refund request may not
always be convenient, the security checks made on refund requests are
designed to ensure the safety of your money. The College will not be
liable for any damages, financial or otherwise, related to the length of
time required to process a refund request.

In the event that a student requests a refund of their tuition fees deposit
by bank draft, an appropriate courier charge will be deducted from the
refundable amount to cover the cost of dispatching the draft by
courier, in addition to any other deductions for bank charges or
processing fees. If the student requests a refund of their tuition fees
deposit by bank draft, the College will not be in any way responsible
for the draft after its dispatch from the College premises and will not

Col

issue a replacement draft if it is lost or misplaced after its receipt at the
mailing address provided by the student.

No interest or profit is claimable on any refund payments.

No refund will be paid to the students because the college has been
suspended or because the
revoked. The College reserves the right to change or amend any or all
of these refund procedures at its discretion and without any prior
notice.

Attendance

A record of attendance is kept for each student. All students are
expected to attend lectures in accordance with their timetable and
required number of hours for their course. The College reserves the
right to bar a student from examinations and withdraw them from their
course if the studentods
fewer than 80% of their scheduled lectures. The College may expel
students, without any liability whatsoever to the College when the
student has missed 10 consecutive contacts of a course without being
in touch with the College.

In the event of unforeseen circumstances that prevent the student from
attending their lectures, the College must be informed immediately to
seek advice on how best to handle their situation and getting their
absences authorized. In the case of an illness that prevents the student
from attending their lectures for six attendance days or more, the
student are advised to present a Medical Certificate to the College to
avoid being marked absent for the lectures they have missed.
Non-arrival Students

Overseas students who do not arrive at College to complete their
enrolment and commence their lectures in time for the start of their
course once they have been granted a UK Student visa must inform the
Callegedndvance ¢ tejr gituation andiaggudre aagproprite e .
extension on the start of their course. Late students who fail to repon
the College within 5 working days after their final joining date of their
course will be deemed to have absented themselves from their course
and will be expelled from the College, in accordance with the Col-

| egeds r e g wairialtStudemssexpeted in thisomanner will
not be eligible for any refund of their paid tuition fees.

English Language Comprehension

Overseas students applying for courses QCF Level 6 or above must be
able to demonstrate at least B2 on the CEFR and also a minimum of
CEFR B2 equivalent level across reading, writing, speaking and
listening. Those students applying for courses below QCF Level 6
must be able to demonstrate at least B1 on the CEFR and also a
@iginum gf CEFR Blrequialpnt leved qeress reading, writipgh e
speaking and listening. Applicants from a majority English-speaking
country are excluded from this requirement.

The College, however, reserves the right to test the level of fluency in
English of incoming international students if it is suspected that their
low level of understanding of the English Language may be detrimen-
tal to their studies.

Students who fail such a test may be required to attend English
Language classes. In this event, the student will be required to meet
any additional costs arising from the provision of lectures.

Academic Progress

The College reserves the right to expel or transfer students who fail to
complete and submit requested coursework, assignments and/or
dissertations to the appropriate lecturers or who fail to satisfactorily
progress their understanding of the subject matter taught on their
chosen course, without any liability to the College.

Students who make exceptional progress in their studies and who are
subsequently able to cover their course syllabus and pass all associated
examinations prior to the scheduled end date of their course will not be
able to maintain their student status beyond the date of completion of
their examinations without re-enrolling on a new course of study
representing a clear academic progression from their previous aca-
demic endeavours.

Students wishing to continue studying at Maritime Greenwich College
after their previous studies have ended in either of the above circum-
stances must re-enrol on a new course of study. New enrolments in
either of these cases will

Study Hours

Full-time students are normally expected to attend daytime lectures for
minimum of 15 hours per week, depending upon their curricula.
Students of Information Technology-related courses may be required
to spend additional time at College outside of their lectures given the
nature of these courses.

Books and Stationery

The College may assist students in acquiring recommended textbooks
and relevant materials at reasonable cost. Some reference material is
available in the Learning Resource Centre for consultation. Students
should arrange to acquire and read the required textbooks and course
study materials prior to the relevant lecture. Students should also
arrange to purchase such stationary as may be needed for their studies.

Examination Entry

Only those students who complete their attendance requirements, do
not have any pending financial dues, are normally allowed to take
periodic examinations for their course, provided their Coordinator has
recommended that they take such exams.

Where applicable, the student must seek and obtain a certificate of
eligibility from the appropriate examining body, before applying to
Maritime Greenwich College, and pay any relevant registration and/or
examination fees to the respective body directly. Students must
understand that gaining admission into the College does not necessar-
ily guarantee their registration with such bodies directly. In the event
that the examining body
examinations for their chosen course of study, the student must either
register for an alternative course or for a course that will qualify them
for their chosen course of study. In the event of such a refusal and a
subsequent transfer to a new course of study, students may be required
to pay the standard tuition fees for their new course of study.

The College will not be liable for any damages, financial or otherwise,
resulting from the refusal of an examining body to accept a student
onto a particular course of study or onto a particular academic level of
a course of study.

Equitable House, 10 Woolwich New Road, Woolwich, London SE18 6AB
Tel: +44 (0) 208 305 8508 e Fax: +44 (0) 208 819 5336
admissions@greenwichcollege.co.uk ® www.greenwichcollege.co.uk

refuses

When requested, the College will inform, counsel and assist students in
negotiating different external examination entry procedures. However,
it is the responsibility of the students to keep themselves informed and
prepared for such examinations as recommended by the College and to
register with these authorities as Student Members well in time.

ship fees. The College does not charge any fee for helping students in
this regard.

Personal Conduct

The College imposes a strict code of conduct on its students. Maritime
Greenwich College expects its students to behave as responsible and
mature individuals and to act within the moral and legal norms of
society, whether they are on College premises or otherwise.

at t enda nThease of eaeational drigshatcohal or toblaceotprodticts &eyprotiba v e

ited on College premises.

Students are required to attend all lectures and tests and to submit
written work as required by lecturers and tutors.

Changes and Amendments

The College reserves the right to amend advertised course content,
tuition fees and start dates for its courses at its discretion and without
any prior notice. The College reserves the right to run its courses in any
of the College premises, including temporarily hired or rented rooms
within the UK. We may allocate your teaching centre or transfer your
enrolment to our partner institutions. The College reserves the right to
amend or alter its prospectus at its discretion and without any prior
notice.

The College reserves the right to amend or alter any or all of these

st uRyles and Regulations at its discretion and without any prior notice.

Students are reminded to visit www.greenwichcollege.co.uk/
rules_regulation.htm for the details of up-to-date Terms and Condi-
tions.

Cancellation or Rescheduling of Course(s)

It is strongly recommended that interested students take time in making
the decision to apply to Maritime Greenwich College. You have a
cooling-off period of 7 working days during which you have an
unconditional right to withdraw your application after we have re-
ceived full or part-payment of your fees. Otherwise a £500 administra-
tive fee will be deducted from your refund once we issued CAS,
although you have not applied a UK Student Visa or other UK travel
permit to study at Maritime Greenwich College. Please note that

col | ogege@s(gtlgients will not be eligible for a refund nor to transfer any of

h'e fees paid to the College
obtaln a UK Student Visa or other travel permit to study at Maritime
Greenwich College.

The College reserves the right to cancel or reschedule any advertised
courses at the College without liability for reasons including, but not
limited to, insufficient admissions or enrolments. The College authori-
ties may cancel or reschedule affected lectures, courses or pro-
grammes, due to very low attendance making it impossible to continue
teaching a given lecture. In such event, the College reserves the right to
transfer the student for an alternative course or for a course that will
qualify the student for the chosen course of study.

Students will be eligible for a tuition fee refund, less administrative
charges of £250, if their chosen course is discontinued before its
commencement and the College is unable to arrange a suitable alterna-
tive course of study. The College will not be liable for any refund of
paid tuition fees if courses are discontinued, amended or cancelled due
to reasons pertaining to the external examining body or the UK Border
agency.

Deferral of Start Dates

Students are not allowed to defer a course if their UK Student Visa is
already granted. In such cases
will cease to be valid and the student should leave the UK. When the
student is ready to resume their studies they will need to make a fresh
visa application.

If the students has deferred their commencement dates more than once
before issuing the CAS from the College and submitting their success-
ful Student Visa application, the College reserves the right to deduct

n c u rfrom theie fee€Cdepbsit eseparate admisistratian chargesaf £50®fer r s e

each session, or students may be asked to pay extra administration
charges of £1000 once the CAS is issued from the College.

Transfer between Courses

The College has strict regulations regarding requests from students to
transfer from one course of study to another once the student has
accepted an offer for their original choice of course by submitting a
tuition fees deposit to the College. The College reserves the right to
refuse any such transfer request for any reason and with no liability to
the College.

In the event that an alternative course is authorised by the College
authorities due to unanticipated circumstances, no fees will be refund-
able in the case of a student who is transferred from one course to
another with lower course fees. Students who wish to be transferred
their studies to a course with higher tuition fees that their original
course of study must pay the difference of these tuition fees before the
transfer will be approved.

Disclaimer

It is the student's responsibility to provide valid and up-to-date contact
information for themselves and, when appropriate, their agent. This
contact information should also include a working e-mail address and
contact number. The College reserves the right to suspend or expel
students from College without any liability who do not comply with
this. The College will assume that any method of communication for
which the student has provided contact information, including e-mail,
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otherwise, resulting from the release of the student's personal informa-
tion to a third party as a result of communication with an invalid or
insecure contact point or the interception of communication with said
contact point, be it a postal or e-mail address, a telephone or fax
number or an SMS.
This form, together with evidence of your qualifications, should be
returned to:
The Admissions Department
Maritime Greenwich College
Equitable House, 10 Woolwich New Road, Woolwich
London, SE18 6AB
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