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1. Before the start of the course complete your Enrolment Form (at the back of the Manual).  DO NOT remove this form from the Manual.  

2. When you arrive at the first session of the course, open your Manual to the Enrolment Form and hand the Manual to the Secretary.  The Secretary will stamp your Form and return the Manual to you.

3. DO NOT REMOVE the Enrolment Form from your Manual until instructed to do so by the Lecturer.

4. If you arrive late after the lecture has started, please DO NOT DISTURB the other students by joining the class.  Wait quietly and patiently in the ‘holding area’ until the Lecturer invites you to be seated.

5. During the lecture sessions, follow the notes in your Manual.  This is your Manual and you may write in it.  In fact, when you think something is important, underline or mark it in your Manual.  Whenever you get some special understanding, write this in your Manual as well.

6. Each week there are some ‘Daily Application Materials’ to be done at home. Set aside a few minutes each day to do this. You will be surprised how much God will reveal to you if you do this diligently.   

7. The completed homework will be discussed in Group Discussions each week.  After these discussions someone in your group will certify that you did your homework.  If for some reason you did not do your homework, your Manual will not be signed.  You will then have to show your homework to the Secretary on Sunday at the Layman’s counter.  Your homework will then be signed and recorded.

8. It is imperative to REMEMBER TO BRING YOUR MANUAL EVERY WEEK.
9. When you arrive on the second session of the course, open your Manual to the last page so that the Secretary can stamp the relevant attendance slip.  DO NOT tear the slip out of the Manual until the Lecturer advises you to. 

10. After the last lecture of the Course there will be some “Daily Application Materials”.  Once you have done these, you must present your Manual to the Secretary at the Layman’s Counter. Your homework will be checked and signed.  Only once your manual has been signed by the Laymans Secretary, may the Course Evaluation page be removed and handed in.

11. Forgotten Manual :  Inform the Secretary on the day of the course and she will give you an ‘I forgot my Manual’ slip to complete. You will have to share the notes with someone else on the course. The following Sunday, you will have to take your Manual to the Laymans Counter.  The Secretary will sign and tear out the applicable slips so that your record can be updated.

12. Lost Manual :  You may buy a duplicated Manual, for the same price as the original.  You will, however, have to show your Student Record card before you can do this.

13. If you have missed a session and you want to make it up on the next course you can use the same Manual.

PLEASE NOTE:  On the night of the course, Students who do not have their Manuals can only be attended to after all the other Students have been helped. 
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