
Kaplan  
information sheet

How to complete this form:
Applicants should complete all sections of the application form and submit it with their supporting documentation. 

SECTION A: Supporting documentation 
In order for your application to be assessed you must include the documents detailed in Section 8: Supporting documents. 

If any of your documents are in a language other than English you must provide certified English translations.

Please note that failure to provide these documents may mean that your application cannot be processed.

Change of name
If your documents are in a previous name, please provide a certified copy of documentary evidence of your name change, such as a 
marriage certificate or deed poll. Failure to provide this information may delay the processing of your application.

SECTION B: The selection process
Kaplan will email you, acknowledging receipt of your application. Your application form will be forwarded to the program selection 
officer for assessment. RMIT will advise you in writing of the outcome of your application.

SECTION C: Lodging your application
Please complete one application for each program for which you are applying and submit your application as indicated below. 

A complete set of certified documents must be submitted with each application. No responsibility will be accepted for application 
forms submitted to other offices or for postal delays. 

Please note that missing information can delay or prevent the processing of your application.

Completed application forms and supporting documents can be lodged at Kaplan.



Please complete this form in BLOCK letters using blue or black ink.

Kaplan 
application form

Lodge this form as per the instructions on the information sheet under: 
Section C: Lodging your application

Address

City/town

Country

Home telephone              Mobile number/cellular (including country code)

  

Email address

Home address

SECTION 2: Address and contact information

SECTION 1: Personal information
Have you ever applied for or been enrolled in an RMIT program (e.g. Foundation Studies)? Yes No
If yes, please provide your RMIT student number (if known) 

Have you been excluded or expelled from any college or university including RMIT University?

Yes No If yes, please attach reasons

Family name/surname as it appears on your official documentation

Given name/s as it appears on your official documentation

Title (e.g. Ms, Mr, Mrs, Mx)   Date of birth (DD/MM/YY)    Your age as at 1 January this year   Gender identity

       

Postal address    Same as above

Address

City/town

Country

Male Female Other

+



SECTION 3: Citizenship
Country of birth (for example, Singapore)

Citizenship (for example, Singapore)

Passport number or ID number

SECTION 5: English language proficiency
English skill

Is English your first language? Yes No

Have you studied at secondary level with English as the language of teaching and assessment? Yes No

If yes, please provide evidence, such as a letter from your education provider stating your courses were taught and assessed in English. 
If you have answered ‘yes’ to either of these questions, please go to Section 6.

English test score

Have you taken an English test in the last two years? Yes If yes, please specify which test. No  Go to next question.

English test: CAE CPE IELTS Academic PTE(A) REW TOEFL ‘O’ level English Other

Do you plan to sit an English test in the near future? Yes If yes, please give details below. No  Go to Section 6.

Test date Test name

Test report form number Result  (If not known, please submit results as soon as they are available)

SECTION 4: Program information

Select (  √    ) the program for which you wish to be considered.

BH078 Bachelor of Engineering (Aerospace Engineering) (Honours)

BH070 Bachelor of Engineering (Mechanical Engineering) (Honours)

MC226 Master of Engineering (Management)

If you are currently enrolled in secondary school studies, please supply results to date.

SECTION 6: Educational background and qualifications
1.  Secondary school studies – list details of secondary studies you have completed

Year Country

Institution Name of qualification

Date on which your final year results will be available



SECTION 8: Supporting documents
The following supporting documents must be included when you submit your application.

Please attach two full sets of certified copies of the documents listed below. If any of your documents are in a language other than English you 
must provide certified English translations. 

For more information about certified copies, please go to www.rmit.edu.au/students/enrolment/certifiedcopy.

Certified academic transcripts

Certified copies of graduation certificates

Credit transfer checklist

SECTION 9: Privacy statement and applicant declaration
I understand and accept that:
Information I have provided on this form and during enrolment may be made available to the Australian Government, state agencies 
and other designated authorities under the ESOS Regulations 2001 and the National Code. Information about me will only be disclosed 
without my consent where authorised or required by law.

SECTION 6: Educational background and qualifications (continued)
2.  Post-secondary (tertiary) studies – list details of studies you have commenced or completed

Date on which your results will be available

Will you complete your current studies prior to the commencement of your proposed RMIT program? Yes No

If you are currently enrolled in any of the above programs:

Do you intend to apply for credit (exemptions) on the basis of any of these studies? Yes No

If yes, please provide a certified copy of an official program guide (syllabus) including detailed subject guides, with this application. If 
any of your documents are in a language other than English you must provide certified English translations.

For further information on credit transfer go to www.rmit.edu.au/students/enrolment/credit.

Year Country/Province Currently enrolled? Yes No

Institution Name of qualification

Year Country/Province Currently enrolled? Yes No

Institution Name of qualification

SECTION 7: Employment history
Company name Position title Duration Description of role undertaken

Evidence of English proficiency

Certified English translations (if applicable)



Checklist:

Please ensure you have done the following:

Completed all sections of this application form.

Signed and dated the form (if over 18 years of age). If under age 18, parent or guardian must sign.

Attached the supporting documentation listed in Section 8 of this form:
• certified academic transcript
• certified copies of graduation certificate/s
• evidence of English proficiency
• certified English translations (if applicable)
• credit transfer checklist.

Attached proof of English language proficiency as outlined in Section 5 of this form.

I acknowledge that:
• the information supplied regarding my application is correct and complete 
• the submission of incorrect or incomplete information may result in the withdrawal of any offer and/or cancellation of enrolment at 

any stage
• it is my responsibility to provide all relevant and required documentary evidence of my qualifications.  

I authorise RMIT University to:
• obtain further information with respect to my application from other organisations
• provide information to government, educational, health and other relevant institutions, in the processing of, or in conjunction with 

my application.

Signature                      Date

 
                        
Note: This form must be signed by a parent or guardian of any person under 18 years of age.

RMIT may also:
• access student data for conducting duly authorised research. In such instances the identity of individuals will not be disclosed in 

any resulting report or publication unless specifically authorised by the individual concerned
• release data to authorised external agencies to conduct mailouts and debt collection activities. These organisations are required to 

provide the same privacy safeguards as RMIT.

Applicant certification
Please read and sign the following applicant certification. This application is not valid unless signed and dated. 
If you are signing this application on behalf of the applicant, a certified copy of your authority to act on their behalf must be attached.
I agree that:
• I have read the above statement and understand and accept its conditions
• I will be bound by the statutes, regulations, standards of conduct and policies of the University as amended from time to time
• I consent to receiving information electronically from the University.

RMIT University needs this information so it can:
• fully and properly assess your application for study and administer any subsequent enrolment in accordance with its policies and 

procedures
• collect and report enrolment details to Australian Government agencies. 

Privacy statement
RMIT University is providing you with this statement because RMIT University and the Department of Education and the Department of 
Industry are seeking personal information about you in this application form.

RMIT University collects, uses and destroys my information in accordance with the University’s Privacy policy (refer to  
www.rmit.edu.au/privacy). 
I declare that, to the best of my knowledge, the information supplied on this application form and all supporting documentation is 
correct and complete and that any folio, personal statement or additional requirements supplied are my own work.
I acknowledge that the withholding of information or provision of incorrect or fraudulent documentation relating to my application may 
result in the cancellation of any offer or enrolment by RMIT University, and the University may inform others, including government 
agencies, of this information.
I have completed all sections of the application form.
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                       KHEI Pre-Course Counselling Checklist (for Domestic Direct Uni Applns) – 7 July 2017  

 

 

PRE-COURSE COUNSELLING FORM 

* Please Tick () or indicate NA if not applicable: 
 

SECTION B: PROGRAMME & SCHOOL INFORMATION  

Student has been briefed on the following: 

  
School Information - Kaplan Higher Education Institute location, campus facilities and infrastructure and 
accreditation 

  
Programme Information - Name of award, Awarding Body, Programme Structure, Intake, Programme Duration, 
Outlines 

  Entry Requirements 

  Counselling and Student Support services available 

    

SECTION C: FEES PAYABLE AND PAYMENT METHODS 

Student has been briefed on the following: 

  The tuition fees, non-tuition fees and any other relevant fees payable to Kaplan Higher Education Institute. 

  
The payment modes and methods acceptable by Kaplan Higher Education Institute, including available  
instalment schemes where applicable, and that all payments must be made to Kaplan Higher Education Institute 
only. 

  Advisory Note and Student Contract has to be signed and dated before payment can be made. 

 

 
SECTION D: SKILLSFUTURE CREDIT (SFC) AND SKILLS DEVELOPMENT FUND (SDF), IF APPLICABLE 

Student has been briefed on the following: 

  The eligibility and the claim procedures of SFC. More details can be found on www.skillsfuture.sg/credit 

 The eligibility and the claim procedures of SDF. More details can be found on www.skillsconnect.gov.sg 

 
It is the sole responsibility of the student to apply for the SFC approval. The student has 60 days before the start  
of the programme up till the day of programme commencement to do so. More details can be found on 
www.skillsfuture.sg/credit.   

 

It is the sole responsibility of the student to update SSG should the student have the intention to withdraw, 
transfer, or defer the study of selected programme before start of the programme for SFC.  
 
Once the programme has commenced, the student will not be allowed to cancel his submission of SFC. 

 
The student needs to comply with Kaplan’s policies e.g. refund and withdrawal policy upon programme 
commencement. Any refund of the SFC portion will be credited back to the student’s SFC account with SSG as 
required by SSG. 

 

SECTION A: STUDENT'S PARTICULARS 

Name of Student (as in NRIC / Passport) NRIC / Passport No. 

Highest Qualification  Name of Institution 

Programme Applied for     
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PRE-COURSE COUNSELLING FORM 

SECTION E: FEE PROTECTION SCHEME AND STUDENT CONTRACT 

Student has been briefed on the following: 

  The Fee Protection Scheme (FPS) that Kaplan Higher Education Institute has in place for students. 

  

Both local and international students enrolled into Kaplan are covered under Lonpac Insurance. The scheme 
covers programme fees excluding GST. A copy of Certificate of Insurance (COI) will be given to students. It 
contains information such as ID/FIN Number, programme title and duration, premium paid, amount insured and 
period of coverage. 

  The Terms & Conditions stated in the Student Contract have been explained and fully understood by the student. 

  

SECTION F: COMMITTEE FOR PRIVATE EDUCATION (CPE) 

Student has been briefed on the following: 

  

 
Established under the Private Education Act, CPE is a statutory board empowered with the legislative power to 
regulate the private education sector. In addition to its role as the sectoral regulator of private education 
institutions, the Committee facilitates capability development efforts to uplift standards in the local private 
education industry. 
 
For more information, please visit the CPE website at www.cpe.gov.sg  
 

  

SECTION G: WITHDRAWAL/REFUND/TRANSFER POLICY AND PROCEDURE 

Student has been briefed on the following: 

  Kaplan Higher Education Institute Refund Policy and Procedures 

  Kaplan Higher Education Institute Transfer/Withdrawal Policy and Procedures 

Kaplan Higher Education Institute Refund Policy  

% of the aggregate 
amount of the fees paid 

If Student’s written notice of withdrawal is received 

100% More than [60] days before the programme commencement date 

70% Before, but not more than [60] days before the programme commencement date 

30% Before, but not more than [30] days before the programme commencement date 

10% Before, but not more than [7] days before the programme commencement date 

0% On or after the programme commencement date 

 

 

 

 

 

 

 

 

Refund for Withdrawal Due to Non-Delivery of Programme: 
The PEI will notify the Student within three (3) working days upon knowledge of any of the following: 
i. It does not commence the Programme on the Programme Commencement Date; 
ii. It terminates the Programme before the Programme Commencement Date;  
iii. It does not complete the Programme by the Programme Completion Date; 
iv. It terminates the Programme before the Programme Completion Date; 
v. It has not ensured that the Student meets the Programme entry or matriculation requirement as set by the 
organisation stated in Schedule A within any stipulated timeline set by CPE. 
 
The Student should be informed in writing of alternative study arrangements (if any), and also be entitled to a refund 
of the entire Programme Fees and Miscellaneous Fees already paid should the Student decide to withdraw, within 
seven (7) working days of the above notice. 
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Refund for Withdrawal Due to Other Reasons:  
If the Student withdraws from the programme for any reason other than those stated in (i) to (vi), the PEI will, within 
seven (7) working days of receiving the Student’s written notice of withdrawal, refund to the Student an amount based 
on the refund table. 
 
Refund During Cooling-Off Period: 
The PEI will provide the Student with a cooling-off period of seven (7) working days after the date that the Contract 
has been signed by both parties. The Student will be refunded the highest percentage (stated in the refund table) of 
the fees already paid if the Student submits a written notice of withdrawal to the PEI within the cooling-off period, 
regardless of whether the Student has started the programme or not. 
 
In the event that a student wishes to withdraw from the programme, the application fee and the administrative fee are 
not refundable. Students are liable to pay (where applicable) fees that are imposed by the government authorities or 
other external partners. For more information on Fee Protection Scheme and refund policy, please refer to 
www.cpe.gov.sg . 
 

SECTION H: DECLARATION 

Staff/Agent: I hereby confirm that the above have been explained to student. 

 
 

____________________________________ ____________________________________ 
Name of Staff/Agent  Signature of Staff/Agent and Date 

Student: I understand fully what has been communicated to me and I hereby acknowledge that I have been briefed on 
the above. 

 
____________________________________ ____________________________________ 

Full Name of Student  Signature of Student and Date 

SECTION I: UPDATES FROM KAPLAN 

 

I agree to receive marketing and promotional updates from Kaplan via: 
 

 SMS                                 Phone                             Email 

  
 

 
 

http://www.cpe.gov.sg/


 KHEI upgrade/referral form  – 13 September 2017  

  

 
 

 

 

 

 

 

 

Programme Name and Awarding University/Institution:  

 

Intake No.  

 

Full Name (as appears in Passport/Identity Card): 

 

NRIC/Passport/FIN No.  

 

Contact Number:  

 

 

Fill in the following if you are:  

 

 An existing Kaplan Student 

Programme and Awarding University/Institution: 

__________________________________________________________________________________ 

Intake number 

__________________________________________________________________________________ 

 

 Referred by a Kaplan Official Student Recruitment Agent 
 

Name of Agency: 

__________________________________________________________________________________ 

Specific Agent Email Contact: 

___________________________________________________________________________________  

(For receipt of document on behalf of students) 

 

 Referred by a Kaplan Existing Student or Alumni 

Full Name of Student: 

__________________________________________________________________________________ 

Contact Number: 

___________________________________________________________________________________ 

Programme and Awarding University/Institution of Existing Student or Alumni: 

___________________________________________________________________________________ 

Intake number: 

___________________________________________________________________________________ 

  

BRN: 198600044N 

STUDENT INFORMATION/UPGRADER/REFERRAL FORM 

Please provide the following details:                        

 



 KHEI upgrade/referral form  – 13 September 2017  

 

 I am a new student and was not referred to Kaplan by an existing student or recruitment agent. 

 

 

Declaration: 

I hereby declare that the information I have provided on this form is true and factual. I also authorise Kaplan to seek 

the necessary verification from the awarding institutions with regards to my qualifications. 

 
 

 

_______________________                                                  ________________________ 

 Applicant’s Signature       Date  

 

 

For Enrolment Office Use 

 
Remarks: ______________________________________________________________________________ 
 

Name of verifying personnel: ______________________________________________________________ 

 

Designation: ____________________________________________________________________________ 

 

 

 

 

____________________________                                                                      ________________________ 

    Signature        Date 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Registered with Committee for Private Education (CPE), part of SkillsFuture Singapore (SSG). 

UEN: 198600044N Validity: 17.08.2014 - 16.08.2018 


