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Application Form for Class Adjustment
(Please Follow the Following STEPS to Complete ALL the Procedures)
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To complete procedures, please Have BOTH the Original Teacher and the New Teacher Sign in the following
blanks and submit this form back to the CLD Office by deadline.
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Class Adjustment

Period : Starting from the second day of class, ending by 17:00, Friday in the first week of each term

® First day of class is not opened for class adjustment/auditing in other classes, please stay in original
class.
® The class adjustment is only opened from the second day of class.

Steps :

i. Get “Class Adjustment Form” from the office.

ii. Obtain the approval and signature from the instructors of the original class and of the class you’re
going to sit in. You can only sit in classes of less than 8 students (which shall subject to the class

announcement posted in front of CLD office, NOT how many students really sitting in the classroom), and

you can sit in ONE single class for ONE hour only.

iii.  Whether you can change classes is decided by the instructors of both the original and the new classes;
once your request of class changing is granted, please have both teachers sign again in the form. Please
note that the number of students in that class shall be less than 8, or you are not allowed to change into
that class.

iv. Return the form to the office before deadline.

¢ The priority is completely decided by the teacher of the new class when there are more applicants than
available vacancies.

¢ The application is completed only when the application form is completed (including the signatures from
both teachers) and returned to the CLD Office Room 222 by 17:00 before deadline. No class-changing is
permitted after the first week of the term.

s¢You can only change your class once. Once you submit the form back to the office, you cannot change again.
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| have completely read all the information indicated above, and agree that | will follow the class adjustment
regulations without transgression.
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