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	Medway Council - Business Support Department

Medway Adult and Community Learning Service
Rochester Centre

Eastgate

ROCHESTER

Kent ME1 1EW

Telephone: 01634 33 84 00

Facsimile: 01634 33 84 03    

e-mail: mcladmin@medway.gov.uk 

Assistant Director: Tricia Palmer


Dear

I am sorry you have been unable to attend class recently, and hope to see you at the next session.  

If there is a problem preventing you from attending please let us know, as we may be able to help.

If you cannot attend the next class, or you no longer wish to continue with the course, please contact us using the details above, quoting the course number below as soon as possible.  After four consecutive absences you will be withdrawn from the course, please note refunds will only be given if a class is closed.

If your decision is to withdraw from the course we would appreciate it if you would complete the attached withdrawal form so that we can better meet the needs of our learners in the future.

Yours sincerely

Tutor

Course Number:

Course:

WITHDRAWAL FORM

Please complete and return to:

Data Processing 

Medway Adult and Community Learning Service

Rochester Centre

Eastgate

Rochester

ME1 1EW
Name: ………………………………………………………..

Course: ………………………………………………………

Course No: …………………………………..

Tutor: ……………………………………………………..

Reason for withdrawing from the course:
· I am no longer free to come                                       
(
· I am no longer interested in coming                           
(
· I am now working                                                       
(                            

· I would like to come and talk to you                           
(
· The course was not what I expected                         
(
· I have been unwell but hope to be back on ……………………………..

· Other, please specify ………………………………………………………

Signed:  …………………………………………….   Date: ………………………

Thank you for taking the time to complete this form.
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