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[International Language Center]
	Enrolment form

Spanish Courses in Madrid



	Student details

	Name: 
	Passport: 

	Nationality: 
	Gender: 
	Date of birth: 

	Address: 

	Address in Madrid: 

	Phone number: 
	E-mail: 

	Occupation: 

	Length of stay in Madrid: 

	I heard first time about Inhispania at:


	Course details
	Prices

	Course
	
	Course
	0,00 Euros

	Level
	
	One2One tuition
	0,00 Euros

	Classes per week
	
	Enrolment fee
	0,00 Euros

	Start date
	
	Additional comments
	

	Duration (weeks)
	
	Total price (only course)
	0,00 Euros


	Accommodation details

	First option
	

	Second option
	

	Third option
	

	Entry date
	
	Departure date
	

	Additional comments
	Accommodation price included in the package covers a stay from Sunday before the course start until Saturday after the course has finished. Additional nights can be booked on request at extra charge.



	Total price (accommodation)

(to be filled in by Inhispania)
	In the first option: 0,00 euros

In the second option: 0,00 euros

In the third option: 0,00 euros


	Additional services (e.g. airport pick-up)
	0.00 Euros


	Upfront payment
	0,00 Euros

	Credit card permission (if you prefer the option Bank Transfer, pls. let us know)

	Cardholders name 
	

	Card number (16 digits)
	
	Expiry date
	


	The student agrees to our cancellation and payment conditions.
__________________________________________________

Date and signature of the student or representative
	Herewith, I give my permission to Inhispania Intlance, S.L. CIF: B83744847, Madrid, c/ Montera 10-12, 1-1, to charge the above mentioned amount for a Spanish course from my credit card.
__________________________________________________

Date and signature of cardholder (if different from student)


Registration, payment and cancellation conditions

Registration

· Register by e-mail, phone, fax, conventional mail or at school.

· Enrolment form - complete and return to Inhispania.

· Level test - complete and return to Inhispania.
· With signing the registration form or paying the upfront payment, the student accepts the following terms and conditions.
Payments

· To book a course, an upfront payment of 100 euros has to be paid. If the program includes accommodation, this upfront payment will be of at least 150 euros. For special designed courses and one-to-one courses the upfront payment may be different. The upfront payment is a part of the total amount and will be reduced from the remaining price.

· The upfront payment may be paid in cash, by credit card (Visa or Mastercard) or by bank transfer (all bank charges paid by student).

· Outstanding payments are due on first day of the course.

· The student is registered when the upfront payment and the registration form has been received and approved by Inhispania.

· Inhispania reserves the right to deny registrations. This will be communicated to the student when applying for registration.

· Any payments sent without prior confirmation of enrolment will not be accepted.

· If student needs course confirmation in order to obtain grants/ financial helps from third parties (such as governments, universities, etc.) the total amount has to be paid as upfront payment. Only acceptable form of payment is bank transfer. 

· Accommodation prices have a supplement of + 5 % if paid by credit card. In packages that include accommodation, the 5% supplement will be charged for the part of accommodation of the total price if paid by credit card.

· Discount promotions and special offers are valid only for cash payments/ payments by bank transfer and only for the part of the payment paid in cash/by bank transfer. Student has to state type of discount he would like to get in moment of registering. Once a registration has been received by Inhispania student cannot apply for new /different discounts. 

Courses:

· Student has to send level test to Inhispania in the moment of registration or at least 14 days before course start. Inhispania will place student in appropriate group. Any changes of levels/timetable required by students need to be approved by the head teacher and are subject to availability.

· Inhispania informs student in the week before the course starts about the timetable. However, Inhispania reserves the right to change timetable of classes.

· Cases of violence, disrespect towards other students and employees of Inhispania (e.g. regarding religions, gender, sexual orientation) may cause expulsion of student from school.

· In order to receive a certificate at the end of the course, student needs to attend at least 80% of classes.

· In case of unforeseen reasons classes might be postponed and held during a different timetable

· It is not possible to change course type once student has completed registration.

Cancellation

· If the cancellation is received at least 21 days before the booked course start date, 50 % of the upfront payment (minus the enrolment fee and possible administration costs) will be refunded. 

· If the cancellation is received in less than 21 days before the booked course start date there will be no refund.

· Accommodation: In case of cancellation of accommodation only, the notice period is 14 days. For cancellations/changes with less notice student has to pay for the complete amount of the booked accommodation unless Inhispania can place another student instead.

· If the cancellation is for a course which included a course confirmation in order to obtain grants/ financial helps from third parties (such as governments, universities etc.) official refusal papers from the granting body have to be presented in order to obtain the refund of the upfront payment, minus a 100 euros fee and possible administration costs. 

· Costs for courses or parts of a course missed due to illness, early departure, delayed arrival, etc. will not be refunded. 

Public holidays

· The school will be closed during the official public holidays in Madrid which are published in the school calendar. Inhispania will not refund any money for the missed classes but may offer instead alternative programs during these days. One to One classes will be held on other days.

Liability

· Inhispania is not responsible or liable for accidents occurring outside the school premises (e.g. at accommodation or excursions)
· Inhispania is not liable for theft or illnesses in or outside the school. 

Services

Accommodation:

· Student has to communicate expected arrival time in Madrid at least one week prior to course start

· Rules of the landlord/ apartment have to be accepted. If the student does not follow these rules, student can be expelled from accommodation.

· Inhispania reserves the right to change accommodation type before student arrives into an equal or superior type without prior notice to the student at no extra cost for the student

· If student requires a change of accommodation a fee of 30 euros will be charged. After request, changes are only possible if places are available. If additional costs occur student will be informed and has to agree to pay these costs before changing.

Airport-pickup:

· The price of the airport pick-up service applies always for one way from/to the airport to/from accommodation or school per person. 

· Student has to communicate flight number, departure place and arrival time at least one week before arrival. Any changes need to be communicated to Inhispania. If changes occur outside of Inhispania office hours student needs to contact arrival manager by phone. The phone number will be provided by Inhispania beforehand.

· Arrival manager will wait a maximum of 60 minutes after expected arrival time for the student. If student does not show up/ does not contact the arrival manager the airport-pickup service is expired but student still needs to pay for the service. If student contacts arrival manager with a change of arrival time while arrival manager is already at airport a supplement will be charged of 10 euros for each 30 minutes additional waiting time.

Visa

· European Union citizens do not need any visa to attend one of courses.

· Non-European Union citizens should get information at a Spanish embassy or consulate about requirements to study in Spain.

· If the student needs a confirmation letter from the school in order to apply for a visa, at least 50% of the total amount of the program has to be paid as upfront payment. Only acceptable form of payment is bank transfer. 

· Inhispania will only issue confirmation letters for courses of at least 20 classes / week.

· Once Inhispania has received the upfront payment, the letter will be sent to the address given by the student. If the student requires to get the confirmation letter sent by a courier (such as UPS), student will have to pay for these costs in advance.

· Student is responsible for the whole visa application process.

· Inhispania recommends the student to allow enough time for visa application process

· Inhispania cannot be made responsible if visa is rejected.

· If student cannot attend the course due to visa refusal, the student or representative has to present the official document of denial which clearly states the name of the student, passport number and requested visa (with date signed and stamped), issued by the embassy or consulate.

· In order to obtain a refund of the upfront payment, the cancellation (with the denial document) has to be received in writing by Inhispania at least 21 days before the planned course start. Inhispania will refund the upfront payment minus 150 euros and possible administration costs (bank charges, faxes, phone calls, etc.). If the cancellation is received in less than 21 days before the course start, there will be no refund.

· Discount promotions are special offers are not applicable for courses requiring the above mentioned confirmation letter.
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