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匹茲堡中文學校 Pittsburgh Chinese School

www.pittsburgh-chinese-school.org

Dear PCS Current and Prospective Students/Parents,
The 2012 Spring semester registration has now started. Please note the following registration schedule for the current and prospective students.
Service Deposit: $20 per family:
The school board made a decision to ask each parent pay $20 service deposit up front, unless the parent already works for the school as a staff, a teacher, or a board member. If the parent already fulfilled the duty in the Fall 2011, the family does not need to pay this deposit in the new semester. Otherwise, you will need to pay $20 per family. At the end, the deposit will be refunded to you when you no longer have children enrolled in the school.
Existing Students:

Before 1/9/2011: $196.5 per student. Registration during this period enjoys a discounted rate. Current students must register by this deadline to keep their seats in class. If a current student fails to do so, he/she will be put on the Waiting List if class is full and admission is on a first-come-first-serve basis as a new student.

After 1/9/2011: $216.5 per student.

New Students: $196.5 per student. Registration for new students always enjoys the discounted rate.
Additional book cost:

There are book costs only for these classes: K2: $38;  1C, 2C, 3C, 4C, 5C: $50;  and 11, 12: $45.
To help you ease through the registration process, please follow the steps below:

1. Read the “Enrollment Policies” and “Registration Process”, especially sections regarding Refund and Parent Guards.
2. Read the “General Guidelines for PCS Parent Guards” and “Accident Liability Waiver”.
3. Fill out and sign the Registration Form.
4. All the forms and additional information are available on the web site.
To complete the registration process, you must submit the following to Registrar either in person at PCS or by mail to the registrar by the deadlines: 

1. Completed and signed Registration Form (only one form is needed for a family).

2. Tuition and Registration Fee. Send check or money order (Payable to PCSEFI).

If you have any questions regarding registration, please email Registration@Pittsburgh-Chinese-School.org; or contact Registrar Mr. Hao Gu (412-543-8108) or Principal Mr. Hongying Zhou (724-816-1073). Thank you for choosing PCS for your education in the Chinese language and culture! We look forward to seeing you in the coming semester!

The first class in the Spring semester will be on 1/8/2011.

Sincerely, 
PCS Administration
See next page for the enrollment policies.

Enrollment Policies
All students must register officially with the Registrar by following the PCS Registration Policies specified below.

· If a student is not officially enrolled in a course, no one will receive any permission to just "sit in" in the class except for the first-time new student in the first three weeks of a semester. 
· Fully executed and signed Registration form with agreements of other required documents such as the Accident Liability Waiver and the Parent Guard Service Commitment must be submitted with the tuition and registration fee in checks or money order. Registration fee for current students will be reduced if the registration occurs before or on the pre-announced effective discount date. Registration for new students enjoys the same discounted registration fee during the registration period open to the public. Postmarks will be referred to if registration packet is mailed.

· All courses last an entire school year, beginning in the Fall term and ending at the end of the Spring term.  However, students must register for each semester. Students can only change courses before the second class after the Fall term starts; per enrollment records and the Principal’s decision, students may switch to another Culture class at registration for the Spring semester on a first-come-first-serve basis.
· Registration is first open to the current students, followed by registration open to new students. New students for the Spring semester will be put on the Waiting List if the class is full and the admission will be on a first-come-first-serve basis. Should a current student miss the deadline for the priority registration, he or she will be put on the Waiting List and re-admission into the same courses will be on a first-come-first-serve basis like a new student.
· Registration may be closed per the Principal’s assessment and decision at any time after school opens.  For students entering Kindergarten I, the minimum age at registration for them should be already passing the 4th birthday.  For students entering Kindergarten II, the minimum age should be already passing the 5th birthday.

· Students should bring their Enrollment Cards to the classes registered and submit them separately to their Language class teacher or Culture class teacher.
· PCS reserves the right to cancel any courses per the Principal's assessment and decision.  In the case of course cancellation by the school for the specific semester, both the tuition and the registration fee will be fully refunded.
· Refund Policy

	Time
	PCS Tuition
	Registration Fee ($17.5)
	Adult Class

	Withdrawal no fewer than 5 business days before the 1st class
	100% refund
	No Refund
	100% refund

	Withdrawal before the 2nd class
	100% refund
	No Refund
	80% refund

	Withdrawal before & on the 3rd class day
	60% refund
	No refund
	60% refund

	Withdrawal after the 3rd class
	No refund
	No refund
	No refund


· Parent Guard service will be required for a 3-hour afternoon per family per semester. The service deposit will not be refunded if the required service is not fulfilled. Please refer to the General Guidelines for PCS Parent Guards for details.  

· To help PCS communicate promptly with the parents regarding our enrolled students and school related matters, a parent or guardian’s email address is required on the Registration Form. In absence of a working email address, it is the parent’s obligation to indicate as such on the Registration Form.  
