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INTRODUCTION TO ASIAN INTERNATIONAL COLLEGE 

 

 

OUR VISION 

 

Where the Best are Trained 

 

 

OUR MISSION 

 

We deliver innovative and quality continuing education training to champion lifelong learning, 

facilitated by accomplished faculty and technologies. 

 

 

CORE VALUES AND CULTURE 

 

Accountability 

We respect individuality and cultural diversity while advocating accountability towards 

developing organizational growth and prosperity. 

 

Care 

We care for the needs of our learners and stakeholders, placing their interest first in all our 

endeavours. 

 

Excellence 

We promote a culture of quality and innovation to achieve educational excellence.  

 

Service 

We take pride in providing utmost service standards without compromising professional ethics. 
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Welcome to Asian International College 

 
Greetings from AIC!  

 

Congratulations on your choice of studies and we trust that you will enrich your personal 

experience as well as enhance your professional development through AIC. We hope that 

your learning journey will be enjoyable and fruitful. 

 

This handbook contains information which will be useful to you during your studies at AIC. 

Please take time to familiarize yourself with the information. 

 

Furthermore, we appreciate your feedback during your studies with AIC as it will help us a 

long way to improve the quality of our delivery and service for our students. Please approach 

us with your concerns and should you require any clarification and information pertaining to 

your course. Please quote your name, class code and contact details in all correspondence 

with us. 

 

Contact us at telephone number 6601 9700 or email us at StudentSupport@aic.edu.sg.   

 

Your welfare and contentment is imperative to us.  We will endeavor to respond to your emails 

within 5 working days and will address your query or concern. If an issue cannot be resolved 

immediately, you will be informed and we will try to resolve it within twenty-one (21) days. 

 

Here’s wishing you all the best in your studies! 

 

 

 

 

 

 

 

 

  

mailto:StudentSupport@aic.edu.sg
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1. INTRODUCTION 

 

Welcome Message  

Since our inception in 1999, the Asian International College (AIC) has been delivering quality 

education in preschool education and management, providing opportunities and a diversity of 

content within our programmes. Through our applied programmes in early childhood care and 

education, students acquire practical knowledge and innovative skillsets to excel in an ever-

changing economic environment. 

Committed to delivering cutting-edge programmes, AIC's team of accomplished faculty utilises 
the latest pedagogies and educational technologies while always observing the highest quality 
and ethical standards. Our curriculum is designed to equip students with the relevant 
management skills to embrace the challenges of the corporate world. 

As Socrates once said, "Education is the kindling of a flame." AIC is where great minds meet, 
and we strive to provide our students with the relevant skills to succeed in their chosen careers 
and attain their desired goals. We believe in broadening horizons and guiding our students to 
reach their highest potential! 

 
CEO 
Asian International College 
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1.1 About Asian International College (AIC) 

Asian International College is made up of three schools:  School of Education, School of 

Management and the Centre of Professional Development.  

The School of Education is committed to enhancing the knowledge and competencies of early 

childhood professionals including Principals, Teachers and Childcare Administrators and 

offers Certificate, Diploma, Degree and Post Graduate Certificate programmes. 

The School of Management offers Post Graduate Certificate and Diploma programmes to 

students who are interested in pursuing studies in business management. 

The Centre for Professional Development offers Continuing Professional Development 

courses that meet the needs of time-poor executives that can be tailored to the specific 

requirements of a corporate client. 

The College is part of Busy Bees, a global education company, which comprises a network of 

around 4,000 educational institutions in the early childhood, primary and secondary as well as 

higher education sectors. The company globally employs over 40,000 academic and 

professional staff in these institutions and in its educational technology businesses. 

1.1.1 Accreditation  

 

 The College is registered under the mandatory Enhanced Registration Framework 

(CPE Reg. No. 199907030-H, Validity: 20.05.2018 – 19.05.2022) administered by 

CPE. 

 

 The College’s teacher education programmes are accredited the Early Childhood 

Development Agency (ECDA). 

 

 AIC is the SkillsFuture Singapore (SSG) Approved Training Organisation (ATO)  

 

 The College has attained the EduTrust certification (Cert No.: EDU-2-2106, 

31/08/2017 - 30/08/2021) for educational institutions having satisfied the stringent 

requirements of Committee for Private Education (CPE). 
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1.1.2 AIC Enriching Learning Experience 

 

 All programmes are delivered by a dedicated faculty team of full-time and adjunct 

appointments, all of whom possess excellent academic credentials and in-depth 

industry experience.  

 

 Our exclusive partnership with 5 of Singapore’s leading brands in early childhood 

education - Pat’s Schoolhouse, Odyssey the Global Preschool, Learning Vision, 

Brighton Montessori and Small Wonder, provides students with valuable exposure to 

industry best practices and leading edge pedagogy.  

 

1.1.3 Facilities 

 

 Asian International College is located within the Lifelong Learning Institute, the 

Continuing Education and Training (CET) Campus East. This building by the 

SkillsFuture Singapore (SSG) as a one-stop destination for skills training and career 

opportunities. Located at Paya Lebar Central (Eunos Road 8), the campus is 

conveniently accessible via Paya Lebar Interchange MRT station, public buses, major 

expressways (PIE and ECP) and roads (Sims Avenue, Paya Lebar Road and Changi 

Road). The connected campus environment is designed with learners in mind, and 

offers a conducive ambience for learning and interaction. Facilities such as computers 

at the Library and laptops for loan support the students' learning needs. 

 

 The library has a wide collection of books, journals and materials available for loan and 

reference. 

  

http://www.cetcampuses.edu.sg/content/cetcampuses/web/about_us/cet_campus_east.html
http://www.wda.gov.sg/


 

8 

© Asian International College (AIC) Student Handbook September 2018 

1.1.4 Management Team 

 

The College is managed by a team of dedicated full-time staff, employed in the following 

departments/offices: 

 Quality Assurance 

 College Administration 

 Admissions Office 

 Market Development Office 

 Registrar’s Office 

 Student Support Office 

 Exam & Assessment Office 

 Teaching Faculty 
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1.2 Purpose of this handbook 

 

The purpose of the Student Handbook is to describe the policed and procedures that 

contribute to an effective relationship between the College and Students. The main aim is to 

make explicit the expectations placed upon both parties. It is highly recommended you peruse 

the contents before commencing with your studies but, perhaps most importantly, that you 

keep a copy of the Handbook close to hand for more detailed consultation as particular issues 

arise. 

 

Most of the questions you have about the college’s practices will be answered within these 

pages, including information about the structure and content of the programmes and the 

learning support provided to all student at the College. It provides advice and suggestions on 

various aspects of student life like how to study effectively, being part of a learning community, 

as well as managing your time between studies and other commitments. 

1.3 Office Operating Hours 

 

Address: 11 Eunos Road 8 Lifelong Learning Institute 

#04-01/03 Singapore 406801 

Tel:  (65) 6601 9700 

Website: www.aic.edu.sg 

 

Office Hours: 9.30am to 6.30pm, Monday to Friday 

 

 

  

http://www.aic.edu.sg/
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2.  SCHOOL OF EDUCATION 

 

2.1 Early Childhood Courses  

The School of Education provides Teacher Education Training from the Certificate to the 

Degree level. The following Early Childhood programmes are offered by the School of 

Education: 

 

 
 Bachelor of Arts (Honours) Early Childhood Studies 

 
 WSQ Professional Diploma in Early Childhood Care and Education* 

 

 WSQ Adopt the Early Years Development Framework* 
 

 WSQ Advanced Certificate in Early Years* 
 

 WSQ Higher Certificate in Infant Care* 
 
 Fundamental Certificate in Early Childhood Care and Education* 

 

Programmes denoted with * are also offered in both English Language and 

Mandarin. 
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2.1.1     Practicum  

 

The practicum is an integral component of all early childhood courses offered at the College 

and is applicable to all Early Childhood Courses. 

 

A detailed Practicum Handbook will be issued to each student prior to the commencement of 

the practicum. A practicum briefing session for the students will be conducted two months 

before the start of their practicum attachment, where the student will be informed about the 

practicum procedures; as well as the expected requirements for students during the practicum 

attachment. 

 

All students must undergo their practicum at MSF-licensed child care centres or MOE-

Registered kindergartens only. This is to ensure that students will be able to work in any child 

care centre or kindergarten in Singapore after they have graduated. 

 

The students must fulfill the required number of practicum hours before the certificate is 

conferred.  

 

Practicum sessions must be rescheduled to achieve the required hours if a student 

goes medical or urgent leave. Sessions will also need to be rescheduled due to other 

reasons, such as centre closure or holidays. 

 

2.1.2 College Term 

 

Holidays/ Academic term breaks may be scheduled during:  

 

 Public holidays in Singapore 

 College holidays, where applicable 

 

*Please refer to your Student Class Schedule for exact dates and details 
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2.2 Admission Criteria 

 

Admission to courses at the College is based on the entry requirements set for each course 

by ECDA as advertised in the news media and on our website. Applicants must meet all 

admission requirements prior to the commencement of the course.  

 

Late admissions will be handled on a case-to-case basis. All admission is specific to the 

course and course code as stipulated in the Standard PEI Student Contract.  

 

2.2.1 Admission Requirements 

 

These are explained in conjunction with each particular course and in relation to the 

requirements of the course regulator (e.g. ECDA). 

 

2.2.2 Student Induction Programme 

 

All new students are expected to attend the Student Induction.  

 

The induction is designed to introduce students to the course (content, learning areas, study 

requirements, regulations) and the facilities of the College.  

 

It is also an opportunity for clarifications of any other administrative requirements and 

regulations.  
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2.3 Assessment 

2.3.1 Assessment Policy 

 

Assessment Eligibility 

Students will not be eligible for any form of assessment should their attendance for 

each module fall below 75% without any valid reasons.  

In the event the student's attendance falls below 75%, the student will have to attend make up 

classes to fulfill the required attendance before proceeding with submission of assignments.   

Note: In the event your attendance falls between 50% - 75%, you are required to do a make-

up class to fulfil the attendance requirement before submission of assignment for grading.  

 

2.3.2 Submission of Assignment 

 

Assignments are to be submitted via Student Portal.  Assignments must be completed in 

MS Word document format.  On or before stipulated due date, the saved file must be uploaded 

via the Student Portal. 

Assignments are to be submitted in complete order. Any missing part(s) in an assignment 

will immediately warrant an “F” grade. Students who have obtained an “F” grade due to this 

reason will not be allowed to re-submit or submit any add-ons. In this case, a re-taking of the 

module will be mandatory. Re-taking of module charges will be applicable. (Refer to Table 2, 

under Miscellaneous Charges).  

 

All written assignments need to be submitted by the given deadline as be stipulated on 

the student portal.  There is no extension allowed unless otherwise approved by the Faculty. 

Under special circumstances, student must submit request for extension via email/Student 

Request Form accompanied with valid supporting documentation through Student Support 

Office.  

The penalty for late submission of assignment will be a drop in grade or kept at grade ‘Pass’, 

whichever higher after the penalty.   

 

For late submission beyond one week (unless approval obtained under special 

circumstances), a fail grade ‘F’ grade will be given and the student will be required to re-take 

the module. 

 

For none/nil submission, a fail grade ‘F’ will be given and student will need to retake the 

module. 
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For students who attend make-up lessons to meet attendance requirements, do note 

that: 

In the event a total of 1-3 make-up sessions are required to meet the 75% attendance, 

students are to follow the assignment question from their previous class and observe the 

original due date for submission.  

 

Although students are permitted to submit their assignment, the assignment will not be graded 

and results (if any) will be released until the make-up class is completed.  

 

Students who are required to fulfill more than 3 make-up sessions are to work on the new 

assignment question from the make-up class. They are also to submit the assignment 

according to the new deadline in the make-up class.  

 

2.3.3 Examinations 

 

Attendance at any written or oral examination is compulsory and absentees will be considered 

to have failed the examination unless a valid medical certificate is provided within 48 working 

hours of the conclusion of the examination or within 48 working hours after being discharged 

in the case of hospitalisation. 

 

A student who has been unable to attend an examination because of compassionate leave or 

because of compulsory government service attendance will need to provide appropriate 

documentation e.g., original or certified copy of government letter or legal summons which 

states duration of service or date of attendance.   

 

2.3.4 Re-submissions/ Re-sits 

 

Any student who fails any examination, oral or written assignment due to content, will be 

granted one re-sit/re-submission without charges. If the student fails the re-submission, or fails 

to hand in the re-submission by the stipulated deadline, he/she will be required to re-do the 

entire module. There will be a fee for re-taking of modules (Refer to Table 2 Miscellaneous 

Charges).  

 

There will be no extension of deadline for re-submissions of assignments and a student will 

not be able to achieve a grade higher than “Pass” in the case of a Re-submission or Re-sit.  

 

Students may not use the Resubmit or Re-sit procedure in order to obtain a higher grade for 

a unit or module that they have already passed.  
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2.3.5 Release of Results and Collection of Assignments 
 

3 weeks after the submission due date of assignments, students can login to the student portal 

to view the marked assignment in PDF format. 

 

Results will only be released to students on the notice board/email within 3 months after 

assessment period. 

 

Students will be notified when their results are released. 

 

2.3.6 Handling Appeal 

 

An appeal is a request for a review of a decision of an Examination Board.  A student may 
only request a review of the decision of an Examination Board on valid grounds, which 
include:  

 Grade not determined by assessment method specified 

 Work handed in on time and not marked 

 Alleged disadvantage through lack of feedback 

 Alleged bias affecting the assessment 

 Alleged incorrect advice from staff teaching the unit in question 

 Any other grounds accepted for appeal and review 
 

Invalid grounds for appeal include: 

 Objectives in the unit in question 

 Assessment methods approved for unit 

 Standard required to achieve particular grades 

 Personal or medical problems 

 Financial implications of not passing the unit 

 Grades received by student in other units 

 Amount of work done 

 Penalty imposed for plagiarism in accordance with College Guidelines 
 

There is no right of appeal against decisions of an Examination Board, which are matters of 
academic judgment.  
 
Disagreement with the academic judgment of an Examination Board in assessing any 
information relating to a student’s performance does not in itself constitute grounds for a 
request by a student for reconsideration.  
 
A student whose case is under consideration by the Examination Board shall have the right to 
continue with his / her course until such time as a decision is reached, to ensure that he / she 
is not academically disadvantaged. 
 

 

 



 

16 

© Asian International College (AIC) Student Handbook September 2018 

2.3.7 Method of Appeal 

 

Students can submit the “Student Request Form” within 7 days of the release of results to 

the Student Support Office. 

 

The EA Office will arrange for the faculty member responsible for the module to have a 

discussion with the student regarding his / her concerns. 

 

If the student is not satisfied after meeting the faculty member, the matter will be brought to 

the attention of the Head of Faculty/Associate Head.  

 

2.3.8 Appeal Procedure 

 

The EA Office will review the request and discuss the appeal with the Head of 

Faculty/Associate Head. The Head of Faculty will engage faculty and / or Subject Matter 

Expert (SME) to review the appeal. The Faculty/SME can also be an external marker from a 

partner university.   

 

For the purpose of considering the Appeal, the Examination Board shall consider where 

applicable the following: 

 the student’s statement of appeal 

 the student’s extraordinary circumstances statement 

 the student’s verbal presentation to the Board (where applicable) 

 examiners report 
 

The Faculty or SME will review the assignment.  The Faculty or SME will determine the final 

grade (where applicable), which may be higher, lower or the same as the original grade. 

 

The appeal grade will be reviewed and endorsed by the Examination Board. The final grade 

will be communicated to students within 8 weeks from the date of appeal. 

 

2.3.9  Completion of Course and Extension of Course Duration 

 

Students are required to complete the course within timeframe applied.  If they were to defer 

the course, re-take of module, re-sit exam, re-take of practicum, student have to sit into 

another class. 

 

Students are given additional time equivalent to the original course duration or 12 months 

whichever shorter to complete the whole course: e.g. if the course duration is 4 months, 

students will be given 4 additional months to complete the course. If the course duration is 30 

months, students will be given an additional 12 months to complete the course. Students will 

need to re-enroll to the course again if students are unable to complete within the timeframe 

set. 
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All extension of course duration subjected to approval.  Student with government 

funding will be subjected to relevant authority approval.  For company-sponsored 

students, request must be submitted along with company consent letter.   

For an International student on Student Pass: Approval needs to be sought from the 

Immigration and Checkpoints Authority (ICA) for extension or other arrangements.  

 

The above information can be retrieved from the website and Student Contract. Do note that 

such regulations are subjected to changes. 
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2.4 Assessment Modes 

 

Students can be assessed using different modes of assessments: 
 

 Group Assignments 

 Assignments working In Pairs 

 Quizzes (in-class test) 

 Presentations 

 Role Play 

 Case Study Analysis (Individual or Group) 

The list of assessment modes is not exhaustive. For more details, please refer to the 

Assignment Requirements for each module. 

 

2.4.1 Grading System 

 
Students will be informed of the assessment requirements on the commencement of each 
module. The assignments and examinations will be graded using the following system:   

  
Distinction :  70% & above  
Credit :  60% - 69%  
Pass :   50% - 59% 
Fail :    49% & below 
Non-graded Pass :  Pass (e.g. Practicum)  
Non-graded Fail :  Fail (e.g. Practicum)  
Exempted :  Ex 

 

 

2.4.2 Student Surveys 

 
AIC will conduct a series of Student Surveys throughout the duration of an academic 
programme. 
 
These surveys will enable the College to better understand the needs and expectations of 
students.  
 
The student survey forms cover the following: 
 

 Pre-Admission and Induction to gather feedback on Pre-Admission counselling 
process and Student Induction programme process 

 End of Term/Course feedback on module content, Faculty and delivery strategy, library 
and learning resources, and overall school experience 
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3       STUDENT SUPPORT SERVICES 

 

3.1 Fee Protection Scheme (FPS) 

 

The College has put in place an insurance arrangement with Lonpac Insurance Bhd that 

ensures fees paid by students are insured. FPS is applicable to all students.   The insurance 

protection serves to protect the students' fees in the event that the College is unable to 

continue operations due to insolvency, and/or regulatory closure. 

 

A copy of the Master Insurance Agreement is available on the College’s website at 

www.aic.edu.sg. It is stated in the Master Insurance Agreement, among other terms, the 

events under which the insurance company shall indemnity the students for course fees paid 

to the College. 

3.2 Medical Insurance 

 

The College provides medical insurance coverage for all the students for hospitalisation and 

related medical treatment for the entire course duration. Students who are Singaporeans or 

Singapore Permanent Resident may choose to opt out for the medical insurance if they are 

already covered under medical insurance plans meeting CPE stipulated requirement. 

Students who wish to opt out will have to provide evidence of their medical insurance policy 

and must remain covered by medical insurance during their course of studies with the College. 

The minimum features/coverage for medical insurance are as follows: 

 Annual limit not less than S$ 20,000.00 per student 

 At least B2 ward (in government and restructured hospitals); and 

 24-hour coverage in Singapore and overseas (if student is involved in school-related 
activities overseas) 

 

3.3 Library and Information Services 

 

Students are encouraged to use the library services, resources and the other facilities that are 

available within the College.  The resources and books found in the library are available for 

students enrolled in courses offered by the College. The resources serve to help the students 

in their studies and assignments. To ensure that the books and other resources in the library 

are well-maintained and available to all, the following rules and regulations apply.  

 
Library Opening Hours: 
 
Monday - Friday 
9.30am – 6.30pm 
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3.3.1  Library Rules and Regulations 

 
Students shall be bound by the following rules and regulations:  
 
1 The loan period for books and other resources is 15 days. Students are allowed to borrow 

a maximum of 2 books or resource items at any one time. This will enable all students the 
opportunity to borrow high demand books/resources.  
 

2 Students will not be able to borrow reference materials or books. These can only be used 
within the library premises.  

 
3 All renewal of books/resources can be made personally at the library or via emails to the 

librarian. Students can bring the books/resources, as well as their student library card (or 
identity card) for renewal. Renewals are permitted if there are no reservations for the 
books/resources by other students. All renewals are limited to a period of 8 days.  

 
4 Students are requested to take care for all books and resources borrowed from the library. 

All students are responsible for any loss and/or damage of books and resources on loan. 
The replacement value for any lost or damaged item shall be based on the cost price of 
that item.  

 
5 Students can borrow books/resources available for loan  
 
6 A library card is issued free to each student. However, there will be an administrative fee 

of $10.00 (subject to prevailing GST) for replacement of a lost or damaged card.  
 
7 A fee of $0.50 per working day will be imposed for every book or resource that is overdue. 

Students will not be allowed to borrow any item if unpaid fines exceed $10.00.  
 
8 Printing and photocopying will be self-serviced at the Library and payment can only be 

made via Ez-Link card.  Students are not allowed to make copies from books and other 
resources that exceed the copying limits and infringe copyright laws.  

9 Computers are available in the library to assist students in their course work, projects and 
assignments.  
 

10 Students are not allowed to use the computers for private or commercial purposes. Any 
student found engaging in unauthorised use of computers may be barred from using library 
facilities. Please ensure compliance to the IT Policy (please see Appendix B). 

 
11 Students can loan a laptop from the librarian for group discussions, assignment research 

and self-study purposes within the college premise. 
 

12 Food and/or drinks are NOT to be brought into, or consumed in the library. 
 
13 Spouses and children are discouraged from staying in the library premises at any time. 
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3.4 Student Support 

3.4.1 Student Counselling 

 

The College aims to provide students with pastoral care and support to enable them gain 

balance in their academic and personal well-being. Our Student Support Office is able to 

provide basic counselling support for social, academic, family and adaptability issues, faced 

during the course of their studies. The College also aims to create a culture and climate of 

care, trust, friendliness and, sharing between the College’s employees and students. 

 

Students can also refer to the following for professional assistant: 

1. Care Corner Family Service Centre (Tampines) 

299B Tampines St 22 

S5222299 

Tel: 67866 225 

 

For latest & complete listing, visit 

http://app.msf.gov.sg/dfcs/familyservice/default.aspx 

2. Care Corner Counselling Centre 

62B Lorong 4 Toa Payoh #02-143 

S312062 

Tel: 6353 1180 

3. Samaritans of Singapore SOS Hotline 

Tel: 1800-221 44444 

4. Yayasan Mendaki 

51 Kee Sun Avenue 

S457056 

Tel: 62455 710 

5. SINDA 

1 Beatty Road 

S209943 

Tel: 62985911 

6. Chinese Development Assistance Council CDAC 

65 Tanjong Katong Road 

S436957 

Tel: 6841 4889 

 

3.4.2 Employment Referral Service 

 

The College provides a job referral service for its students and graduates.  Students seeking 

for job placement can refer to the “Career Placement” on the notice boards for job vacancies. 

 

Employers who want to put up the notice for job placement may contact 

studentsupport@aic.edu.sg 

 

http://app.msf.gov.sg/dfcs/familyservice/default.aspx
mailto:studentsupport@aic.edu.sg
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3.4.3 Booking of Classroom 

 

The College provides a classroom-booking service for its students, for purposes of self-study. 

Classrooms can be booked from 9.30am to 6.30pm on weekdays, subject to availability. 

Students can request for a vacant room from the library. 

4 CODE OF CONDUCT 

 

4.1 Attendance and Punctuality 

 

Class attendance is very important; students are expected to be punctual and regular in 

meeting the attendance requirements. Below are the detailed requirements of the attendance 

for International and Local students: 

 All students will need to fulfil the 75% (90% for Student Pass holder) attendance level 

for every module and for the whole course.  

 Student Pass (STP) holders are required to fulfil a minimum 90% in accordance to 
ICA’s requirements. STP holders who fail to meet a minimum of 90% monthly 
attendance requirement or absent for 3 consecutive days without any valid reasons, 
will be reported to ICA.   

 Students are expected to sign the attendance sheet. The student will be marked as 

“absent” if he/she arrives in class 30 minutes after the start of class. 

 The College will track the daily attendance and calculate the overall attendance for 

every international student on a monthly basis. 

 For Student Pass holder, the College only accepts valid medical certificates for cases 

of absenteeism. Any other documents will only be accepted on a case-by-case basis 

by ICA. 

 Students with less than 75% attendance for the module will need to attend make-up 

lessons even if they have a valid reason.  

 Should the attendance falls below 50% for the module, the student will have to re-take 

the module.  

 Fees will be charged for make-up lessons and re-take of modules. 

 The College will be proactive in notifying and counseling students who are at risk of 

failing to meet attendance requirements. 

 

Guidelines on actions to be taken by the College on absenteeism for fulltime 

students:  

 

Attendance Status 
 

Action taken 

 Less than 75% / 90% (for 
STP) per module; or  

 Less than 75% / 90% (for 
STP) for the month; or  

 Absent for 3 consecutive 
lesson days  
 

SS officer to: 

 Contact the student; and 

 Send Attendance Reminder Letter/email to the 
student 

 For students sponsored by company/age 18 and 
below, reminder letter will be sent to sponsored 



 

23 

© Asian International College (AIC) Student Handbook September 2018 

company/parents or guardians and copied to the 
student. 
 

After the first (1st) reminder has 

been sent: 

 Less than 75% / 90% (for 
STP) for subsequent module; 
or  

 Less than 75% / 90% (for 
STP) for the subsequent 
month; or  

 Absent for 3 consecutive 
lesson days  

 

SS officer to; 

 Contact student; and 

 Send 2nd Attendance Reminder Letter/email to 
the students 

 For students sponsored by company/age 18 and 
below, reminder letter will be sent to sponsored 
company/parents or guardians and copied to the 
student. 

 

After the second (2nd) reminder 

has been sent: 

 Less than 75% / 90% (for 
STP) for subsequent module; 
or  

 Less than 75% / 90% (for 
STP) for the subsequent 
month; or  

 Absent for 3 consecutive 
lesson days  

 

SS officer to; 

 Contact student;  

 Send 3rd and final attendance reminder letter to 
the student; 

 If student continue to be absent for subsequent 
classes, send termination/suspension letter to 
student; 

 For students sponsored by company/age 18 and 
below, termination/suspension will be sent to 
sponsored company/parents or guardians and 
copied to the student; 

 To cancel FPS; 
 

RO officer to  

 Cancel Student’s Pass (for STP student) within 3 
working days upon issuance of 
withdrawal/termination letter; 

 Update Student’s P-file, attendance record, SMS 
system. 

 

 

 

4.2 Attitude and Conduct 

 

The College expects all students to conduct themselves as professionals during their 

attendance at the College’s courses, when on College’s premises and in any situation where 

they are identified as the College’s students (e.g. in conducting Child Study interviews, on 

Practicum attachment, in course related visits, etc). This expectation requires students to 

display care, respect and concern for others and to conduct themselves accordingly. 

 

Punctuality is important not only from the point of view of learning but also because lateness 

is disruptive to others; it displays a personal disrespect to the Faculty and fellow students and 

does not indicate the presence or development of the professional attitudes and habits 

required. 
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4.3 Facilities and Environment 

 

Students are expected to act responsibly towards all property belonging to the College (e.g. 

hallways, waiting areas, washroom, etc) 

 All furniture, books and materials must be returned to their original location after use 

 Light snacks and refreshments may be consumed however the consumption of heavy 
meals is not permitted in the lecture and tutorial rooms 

 Smoking and consumption of alcohol are strictly prohibited in the premises of the College 

 Rubbish must be discarded in the bins provided 

 All cups must be emptied of liquid prior to disposal in the garbage containers 

 Partially filled cups must not be left in any part of the College premises 

 Do not leave personnel belongings in the premises of the College unattended 

 Proper use of toilet and classroom and help to maintain it is clean and neat at all times. 

 Be eco-friendly and use only whatever you need and recycle whatever materials that 
you can.  

 Help to save the earth by switching off those lights and equipment after used. 
 

4.4 Mobile Phones and other Electronic Devices 

 

All mobile phones and other electronic devices must be switched to silent mode during 

lectures. They can only be used with Faculty’s permission. 

 

In cases where calls need to be answered, students should leave the classroom to take the 

calls so as not to disrupt the class. 

 

Text (SMS) messages or instant messaging must not be sent or received during a lecture or 

class session. 

 

 

4.5 Dress Code (Applicable for On- Campus Students) 

 
Students should dress comfortably and appropriately when attending class and practicum 
attachment at the centres.  Therefore, no slippers, singlet, shorts and micro revealing clothes 
are allowed. 
 
An appropriate standard of dressing is required during Practicum Attachment or when 
engaged in other professional visits. Students should always check on the expectations of the 
dress code of the when preparing for a Practicum Attachment. 

4.6 Health Procedure (Applicable for On- Campus Students) 

 

Students are strongly encouraged to maintain high standards of personal health and hygiene 

to ensure their well-being and fitness for their studies. Students who are unwell should not 

attend class and seek medical attention immediately. Please submit your medical certificate 

to the faculty member upon your return to the College.  



 

25 

© Asian International College (AIC) Student Handbook September 2018 

The College reserves the right to monitor the temperature of the students; request for Health 

Declaration Forms etc. should the need arises (for e.g., during a H1N1 outbreak). 

Students who contract contagious diseases e.g. chicken pox during the course of studies are 

required to produce the medical certificate on their return to the College. The College reserves 

the right to bar the student from classes should he/she fail to produce the medical 

documentation. 

Students are required to go through and pass a medical checkup before they are allowed on 

practicum. They need to submit the original medical checkup results for the College’s 

verification.  

4.7 Plagiarism and Cheating 

 

Serious offences such as plagiarism involves copying the work of others without proper 

acknowledgement of the resources and cheating during the examinations are considered as 

serious offences. Students who are caught plagiarising and/ or cheating may 

 receive a verbal warning 

 suffer a deduction of grades in the exam paper or assignment; 

 be suspended temporarily from the course; 

 have a fail grade recorded against a particular module; 

 be excluded from the course or any combination of the above 

 

Cases will be considered by the Examination Board and a decision conveyed in writing to the 

student. A student may appeal in writing in accordance to the college appeal process.  Any 

such decision or action will also be recorded in the student’s official record. 
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5 POLICIES AND PROCESSES 

 

Definition 

a) “Transfer” means a student changes the programme of study but remains as a student 

of Asian International College (AIC). For an approved transfer request, the original student 

contract must be terminated and a new contract must be signed. 

 

b) “Withdrawal” means a student withdraw from the programme and his/her student 

contract is terminated and the student is no longer a student of AIC. 

 

c) “Deferment” means a student wishes to take an intermission/break in his/her studies and 

therefore the programme duration will be extended. For deferment of study, the original 

student contract will be terminated. The student is required to sign an addendum reflecting 

the new end of programme date. 

 

 
5.1 TRANSFER POLICY 

 

For students who wish to transfer from one programme to another programme, he/she will 

need to withdraw from current programme and enroll to the new programme and a new 

Standard Student-PEI Contract will be signed.  

Please refer to the below Withdrawal Policy on the details of the relevant withdrawal. 

 

 

5.2 TRANSFER PROCEDURE 

Please refer to the below for relevant withdrawal process and procedures. 

1. Students submit a formal request of transfer of programme to Student Support (SS) Office.  

2. Registrar and/or Head of Faculty will counsel student to understand and confirm the 
request of transfer. Students who are under 18 years old, the approval from 
parents/guardian is required prior to request for transfer. Students who are under 
company’s sponsorship, company’s approval need to be given in writing.  

3. Registrar Office (RO) and/or External Education Partner (EEP) will assess the student’s 
qualification and ensuring the student fulfils the approval conditions of transfer of 
programme. 

4. RO will issue Letter of Offer if the student meets the entry requirements of the new 
programme. 

5. For International Student on Student’s Pass, STP holders shall apply to ICA for the change 
of programme for a new Student’s Pass. Registrar’s Office will cancel the old Student 
Contract and issue a new Student Contract for student to sign.  

6. College Administration will cancel and re-purchase FPS under the new programme 
enrolled.  



 

27 

© Asian International College (AIC) Student Handbook September 2018 

7. RO will update the Student Registry, SMS and update Student’s P-File. 

8. The college will process the transfer request within 4 working weeks, subject to the 
approval from ICA and/or EEP, where applicable.  

Conditions for the approval of transfer of progrmmes 

Approval of the transfer of course may be granted on case-by-case basis and it is subject to 

management’s approval. 

Transfer of programme may be approved if students fulfil the following conditions: 

i. Meet the entry requirement of the programme (to be transferred to); 

ii. Meet the minimum attendance requirement of current programme; and 

Notwithstanding the above, the transfer of programme shall be rejected under the following 

circumstances: 

i. Insufficient number of students to commence the course (to be transferred to); 

ii. Termination of partnership agreement with External Education Partner; 

iii. Cessation of course (to be transferred to); 

iv. The Student’s Pass application is rejected by Immigration and Checkpoint Authority 
(ICA); 

v. The External Education Partner rejects the transfer; and  
vi. The student is assessed by the college as being unsuitable for the course to be 

transferred to. 
 

 

5.3 WITHDRAWAL POLICY 
 

5.3.1 Withdrawal Due to Non-Delivery of Course 

 

The College will notify the Student within three (3) working days upon knowledge of any of the 

following: 

i. It does not commence the Course on the Course Commencement Date; 

ii. It terminates the Course before the Course Commencement Date;   

iii. It does not complete the Course by the Course Completion Date;  

iv. It terminates the Course before the Course Completion Date; 

v. It has not ensured that the Student meets the course entry or matriculation 

requirement as set by the organisation stated in PEI-Student Contract within any 

stipulated timeline set by CPE; or 

vi. The Student’s Pass application is rejected by Immigration and Checkpoints 

Authority (ICA). 
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The Student should be informed in writing of alternative study arrangements (if any), and also 

be entitled to a refund of the entire Course Fees and Miscellaneous Fees already paid should 

the Student decide to withdraw, within seven (7) days of the above notice. 

 

5.3.2 Withdrawal Due to Other Reasons 

Should a student (includes international students on student’s pass) decides to withdraw from 

a programme for whatsoever reason, i.e. financial difficulty, health issue or work commitment 

etc, he/she is required to complete and submit the Student Request Form for withdrawal 

notification to the College.  

The College shall, within seven (7) days upon receiving the student’s notice of withdrawal, 

assess and process the refund to student. 

 

 

5.3.3 Rejection of Student’s Pass Renewal for International Students  

In the event the student’s pass renewal application is rejected by Immigration and Checkpoint 

Authority (ICA) of Singapore, the student shall be informed in writing within three (3) working 

days providing information and details of the alternative arrangements (e.g. appeal/re-apply) 

to allow the student to make timely and appropriate decision.  

Those effected students will also be entitled to immediate withdrawal from the programme 
upon issuance of written notices by the College.  
 
 
5.3.4 Cooling Off Period 

All students (includes international students on student’s pass) are given a cooling-off period 

of seven (7) days after signing the Standard PEI-Student Contract regardless of whether the 

programme commencement date has passed.  

During this period, should a student decides to withdraw from the programme, he/she will 
need to inform the College to confirm withdrawal.  
 
 
5.4 WITHDRAWAL PROCEDURE 

5.4.1 Withdrawal Due to Non-Delivery of Course 
 

a) For circumstances under “Withdrawal due to non-delivery of course”, AIC shall notify 
the student or parents/guardian (if the student is under 18 years old) within 3 working 
days.  
 

b) AIC shall, within 7 days provide student with information and details of the alternative 
confirmed course arrangement to allow student to make timely and appropriate 
decision on the alternative arrangement. 
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c) If the student decides to withdraw, he/she should give a written notice to AIC of his/her 
intention to do so, and AIC shall refund fees in accordance with the Refund Policy as 
set out in the Standard Student Contract. 

 
d) AIC will issue a formal letter to the Student to effect the withdrawal. 

 
e) The refund procedure will take effect. 

 

5.4.2 Withdrawal Due to Other Reasons 
 

a. All requests on withdrawals and refunds are to be accompanied by a duly completed 

"Student Request Form", the school will process the request and refund to the student 

within 7 days after receiving the confirmation notice of withdrawal, according to the 

Refund Policy applicable to the course. The completed Student Request Form shall be 

submitted to the Student Support Office.  

 

 *For students under 18 years of age, the school will seek parental/guardian 

approval prior to processing the request for withdrawal. 

 

b. For new students - a “cooling-off” period of 7 days will be given upon the signing of the 

student contract. A student is able to withdraw from the programme with a submission 

of a written notice within these 7 days, notwithstanding if the course commencement 

date has passed. The student will be entitled to the highest refund amount stipulated 

in the Standard Student Contract. 

 

c. Head of Faculty or Registrar will counsel the student and/or parents/guardian if the 

student is under 18 years old. 

 

d. If the student decides to withdraw, AIC shall refund fees in accordance with the Refund 

Policy as set out in the Standard Student Contract. 

 

e. AIC will issue a formal letter to the Student to effect the withdrawal and the refund 

procedure will be effected if applicable.  

 

f. In the event of dispute over the refund amount, AIC shall activate the Dispute 
Resolution Policy. 

 
g. Registrar’s Office will inform ICA for cancellation of Student’s Pass for International 

Students and funding agencies, where applicable.  
 

h. College Administration will proceed to cancel FPS. 
  

i. AIC will terminate existing student contract. 
 

RO shall update the Student Registry database via the School Management System, and 
Student’s Docket. 
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5.5 DEFERMENT POLICY 

All students are required to complete their programme within the programme/course duration 

stipulated in the Student Contract. If the students wish to defer their studies, they are required 

to submit a duly completed “Student Request Form” and with supporting documents to Student 

Support Office (SS) for consideration.  

Deferment of a programme is subject to approval from the college’s management. Deferment 

application will only be considered provided valid reasons are given. Examples of valid 

reasons are medical reason, bereavement of immediate family members including parents, 

spouse and children etc.  Students with government funding will be subjected to relevant 

authority approval.  For company-sponsored students, request must be submitted along with 

company consent letter.  For an International student on Student’s Pass, approval needs to 

be sought from the Immigration and Checkpoints Authority (ICA) for extension or other 

arrangements. 

If the deferment request is approved, students are given additional time equivalent to the 

original programme duration or 12 months whichever shorter to complete the whole course: 

e.g. if the programme duration is 4 months, students will be given 4 additional months to 

complete the programme. If the programme duration is 30 months, students will be given an 

additional 12 months to complete the progamme.  

Failing to resume the programme after the deferment, the student will be deemed to have 
withdrawn from the programme enrolled and no refund will be made. 
 
 
 
5.6 DEFERMENT PROCEDURE 

a. Student to submit Student Request Form to Student Support (SS). 

b. RO to evaluate and approve the deferment request. For international students on 

Student Pass, approval needs to be sought from ICA for extension. 

c. SS to check on attendance and course fee status and obtain clearance where 

applicable. 

d. RO to issue addendum to reflect new course end date and schedule. 

e. SS to arrange signing of addendum with student. 

f. Course Administration will update FPS provider and records within 3 working days 

upon signing of addendum. 

g. RO to update records in the Student Registry database and Student’s docket. 
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5.7 REFUND POLICY 
 

5.7.1. Refund for Withdrawal Due to Non-Delivery of Course: 

The PEI will notify the Student within three (3) working days upon knowledge of any of the 

following: 

i. It does not commence the Course on the Course Commencement Date; 

ii. It terminates the Course before the Course Commencement Date;   

iii. It does not complete the Course by the Course Completion Date;  

iv. It terminates the Course before the Course Completion Date; 

v. It has not ensured that the Student meets the course entry or matriculation requirement 
as set by the organisation stated in the PEI-Student Contract within any stipulated 
timeline set by CPE; or 

vi. The Student’s Pass application is rejected by Immigration and Checkpoints Authority 
(ICA). 

  

The Student should be informed in writing of alternative study arrangements (if any), and also 

be entitled to a refund of the entire Course Fees and Miscellaneous Fees already paid should 

the Student decide to withdraw, within seven (7) days of the above notice. 

5.7.2 Refund for Withdrawal Due to Other Reasons:   

If the Student withdraws from the Course for any reason other than those stated in Clause 2.1, 

the PEI will, within seven (7) days of receiving the Student’s written notice of withdrawal, 

refund to the Student an amount based on the table in PEI-Student Contract. 

5.7.3. Refund During Cooling-Off Period: 

The PEI will provide the Student with a cooling-off period of seven (7) days after the date that 

the Contract has been signed by both parties. 

 

The Student will be refunded the highest percentage (stated in PEI-Student Contract) 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 course or not.  
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REFUND TABLE 

% of [the amount of fees paid under 

Schedules B and C] If Student’s written notice of withdrawal is received: 

[80%] 
more than [30] days before the Course 

Commencement Date 

[0%] 
before, but not more than [30] days before the Course 

Commencement Date 

[0%] 
after, but not more than [●] days after the Course 

Commencement Date 

[0%] 
more than [●] days after the Course Commencement 

Date 

 

 

5.7.4 Non-refundable fees: 

The following fees are non-refundable: 

a) Application Fee 

b) External Examination Fees (if applicable) 

c) Relevant bank charges paid by AIC 

d) Fees charged for administrative services (e.g. late payment charges, re-print of 

transcripts) 

e) Consumed miscellaneous fees (refer to Schedule C of the Student Contract) 

5.7.5 Rejection of Student’s Pass Renewal for International Students  

 

For withdrawals due to rejection of student’s pass renewal by Immigration and Checkpoint 

Authority, course fees and other miscellaneous fees paid will not be refundable. 

If refund is applicable, the college shall within seven (7) days inform and disburse the refund 

to the student. 

5.7.6 Termination of Programme 

 

For any student terminated by the college due to breach of codes of conduct or rules and 

regulations of the college, all course fees and miscellaneous fees paid will not be refunded.    

5.7.7 Others  

For refund of fees other than those stated above (i.e. inadvertent overcharge), the college 
shall within seven (7) days, process, inform and refund to students any amount due. 
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5.8 REFUND PROCEDURE 

1. Student Support (SS) acknowledges upon receipt of the student’s request for refund.  

 

Note: For withdrawal cases under withdrawal due to non-delivery of course and 

rejection of Student’s Pass, refund will be processed within 7 days upon receipt of 

the Withdrawal Confirmation Letter  

2. SS directs the Student Request form for refund to Registrar’s Office (RO) for assessment 

of the request. RO to evaluate for recommendation to management for approval.   

 

3. For cases where refund request is approved, College Administration (CA) will process 

refund in SMS and routing to Regional Director. 

4. SS to inform students to collect refund. 

5. CA will print refund slip for student’s acknowledgement. 

6. For those refund cases under category of withdrawal due to other reasons and rejection 

of Student’s Pass Renewal’, SS will inform the student about the refund outcome within 3 

working days from date of notice. Refund will be processed and disbursed within 7 days 

from receipt of withdrawal. 

 

7. If applicable, CA to update FPS provider and Records within 3 working days from the 

notice of refund (where applicable). 

 

Note: 

All refunds will need to be processed and disbursed within 7 days from receipt of 

refund/withdrawal application. 
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5.9 MISCELLANEOUS FEES 

 

The following administration charges have been set for programme-related requests. Student 

who would like to opt for the service should fill up the Student Request Form and submit to 

the Student Support Office.  Three working days of processing time is required.  

Purpose of Fee Amount (with GST, if any) 
(S$)  

Photocopy 
$0.10 per page 

Printing from PC  $0.10 per page (black & white) / 

$1.00 per page (color) 

Replacement of student card 
$10.07 per card 

Loss of library book 
Price of book purchased (in S$) 

Late return of library book 
$0.50 per day 

Letter of Certification (process within 5 working days) 
$21.40 per letter 

Urgent Student Request (less than 5 working days) 
$53.50 per letter 

Late payment $21.40 or 2% per month for each missed instalment, 

whichever is higher 

Make-up class 
$26.75 per hour 

Deferment of course 
$107.00 per request 

Re-assessment  

(for WSQ related programmes) 

$107.00 per face-to-face assessment session/paper 

Re-take examination 
$107.00 per paper 

Practicum supervision visit (additional) 
$171.20 per visit 

Practicum re-assessment (failed the 1st assessment) 
$171.20 per assessment 

Re-take practicum module (non-attendance previously) 
$ 171.20 per visit x number of visit 

Re-take module 
$26.75 per hour 

Appeal of result 
$107.00 per result 

Re-printing of transcript issued by the College/WDA 
$16.05 per copy 

Re-printing of certificate issued by the College/WDA 

(Re-printing of certificate requires submission of police 

report) 

$16.05 per copy 

Application of Student Pass/ ICA Letter of Consent 
$321.00 per application 

Renewal of Student Pass/ ICA Letter of Consent 
$214.00 per application 

Graduation  
$80.00 - $150.00 per pax 
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 Miscellaneous Fees refer to any non-compulsory fees which the students pay only when 

applicable. Such fees are normally collected by the PEI when the need arises 

5.10 PAYMENT OF FEES AND SUBSIDY 

 

This policy defines guides on how students shall make the course fee payment in a fair and 

acceptable manner. 

Methods of Payment 

Effective 31 October 2017, our College has adopted cashless payment policy.  All fees are 
payable by NETS, cheque, Internet Banking, bank transfer or via AXS. All official receipts will 
be issued immediately upon payment. 
 
The soft-copy of the receipt will be forwarded to those who send in their payment by mail or 
online. Please contact Student Support if your receipt is not received within 30 days of sending 
the payment. 
 
NETS 
NETS payment must be made in person at the AIC Office during the below office hours: 
Mondays - Fridays: 9.30 AM – 6.30 PM 
 
Cheque 
Cheques must be crossed and made payable to "Asian International College Pte Ltd". 
Students may send the cheques directly to the AIC Office or drop it at AIC's Cheque Dropbox. 
AIC shall not be responsible for any lost cheques via mail. 
 
Internet Banking / Bank Transfer 
Students may choose to transact payment online and our internet banking details are as 
follows: 
 
Beneficiary: Asian International College Pte Ltd 
Bank Name: DBS Bank Limited 
Bank Address: 6 Shenton Way DBS Building Singapore 068809 
Bank Account: 003-912131-8 
Swift Code: DBSSSGSG 
 
AXS 
Fee payments can be done through AXS stations (via NETS) located islandwide: 
 

 Please enter Student's identification number (eg. S1234567D) or Student ID (eg. 
AIC123456) 

 Enter your Contact Number 

 Amount Payable 
 
Please note that a minimum of $100 is required to be eligible for AXS payment. 

 

5.11 COURSE FEE PAYMENT TERMS 

 

All payments have to be made by the due date as specified in the Standard PEI-Student 

Contract. All payments are to be made in Singapore Dollars (S$) in cash, cheque, telegraphic 

http://www.aic.edu.sg/sites/aic.edu.sg/files/AIC%20-%20New%20Payment%20Platform%20%28AXS%29.pdf
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transfer or bank draft. In the case if the College accepts foreign currency, the exchange rate 

will be communicated to students. 

 

5.12 LATE PAYMENT 
 
For late payments, there is a late charge of $20 or 2% per month for every missed 
instalment (whichever is higher), subject to prevailing GST, will be levied for every missed 
installment.  
 

5.13 GOVERNMENT FUNDING 

 

For students under the following government funding schemes, in the event that the funding 

applications are rejected, or students fail to successfully complete the government funded 

courses, the students or companies are liable to pay the full course fee to the College. A 

revised payment plan will be provided. 

Declaration of accurate information is important in the application of funding. Should SSG 

indicate a lower funding amount, the students or companies are required to top up the 

difference in fees to the College. 

 

  

5.14 ISSUANCE OF LETTER, CERTIFICATE AND TRANSCRIPT 

 

The College reserves the right to issue any letter on course completion, certificate and 

transcript only after full payment of the course fee is made.  Please refer to the Miscellaneous 

Fee table. 

 
 
5.15 REMODULE POLICY 

 

 If a student fails a module on their first attempt, they are permitted to resubmit the major 

assessment item in the module. If, following this re-submission, the student secures a 

pass; their final grade will be capped at the minimum pass mark of 50%. 

 

 If a student fails a module on their first attempt, they subsequently resubmit the major 

assessment item in the module and, following this re-submission, they still fail to secure 

a passing grade, they are granted one opportunity to re-take the module. 

 

- Students who are granted an opportunity to re-take a module will not, on this 
occasion, be permitted to resubmit the major assessment item in the event of 
failure in the module for the second time. 

- A module that is re-taken will be considered afresh. In other words, the final grade 
will not be capped at the minimum pass mark of 50%, and the student will be 
awarded the grade in accordance to his/her efforts. 

 
 If a student fails a module on their first attempt, this failure will be documented on their 

academic transcript, along with any subsequent passing grade in the same module. 
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 A student who fails more than 50% of the programme in his/her first attempt, will not be 

allowed to complete his/her studies; viz. 

 

 For External Degree Programmes (e.g. Bachelor of Arts awarded by Birmingham City 

University), please refer to the respective external degree’s Student Handbook.  

 Students will be counselled on their academic progress after each failed module/ re-

take, and their case management will be recorded during the Exam Board meetings. 

Students who exhaust the number of approved re-takes will have the right to appeal to 

the Examination Board to re-take any module they fail thereafter.  The Exam Board will 

consider on a case to case basis. 

5.16 SUSPENSION FROM COURSE 

 

Students shall be suspended immediately from the course under the following circumstances. 

1. The student was found guilty of plagiarism for her assignment/examination.  
2. The student fails, for any reason, to pay the course fee due to school after receiving 

final warning. 
3. The student repeatedly fails to comply with the attendance requirements. 

 

Student’s pass holders are required to surrender their student pass at the Immigration and 

Checkpoints Authority (ICA) within three days upon suspension.  

5.17 COMMUNICATIONS 

5.17.1 Notification of Changes 

 

In the event of change, the College will inform students about it via mail, phone or electronic 

mail and monthly student’s update via attendance file and notice-board. 

 

In some cases, announcement of changes can also be made in the classrooms, such as 

revision of schedule.  Class representative will take the responsibility to update their 

classmates who is absent on any latest updates and assist to keep the notes for them.  In 

addition, a copy of revised schedule will be issued to every student for easy reference. 

 

For changes in policies and procedures that are essential and critical student information, 

these must be communicated to students within three (3) working days from the date of 

implementation. The updates will be made available through one of the following avenues: 

a) Notice Board 
b) Student Handbook 
c) Periodic Student Update 
d) Website 
e) Emails 
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5.17.2 Feedback and Complaints Management Process 

 

A feedback channel is available for students to communicate concerns to the College.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

 

Student Support Office to 
acknowledge feedback/complaint  
within 5 working days and forward  

to relevant Department Head 

College to carry out investigation.  
and offer solution to student / 

external parties within 21 days 

No 

Student Support to inform student and refer the 
case to external mediation body, Singapore 
Mediation Centre (SMC) via Committee for 

Private Education (CPE) student services center  

Student Support Officer receive 
feedback and complaints from 

students/ public via  
College Email and/or Student 

Request Form 
 

Solution accepted 
by student / 

external parties?  
 

All feedbacks and complaints will be 

recorded and filed for internal review 

purpose. 

 

 

QA Team to conduct quarterly review on 
customer feedback and complaints: 

• Trend analysis on number of 
complaints received; feedback 
resolution time 

• Corrective and preventive actions 
will be tabled to prevent recurrence 

 

Yes 

For appeals relating to examinations 
or assessments, 
suspension/expulsion and misconduct  

Inform student/ external parties 
giving the feedback/ complaint of 

the action(s) taken where feasible. 

For 
Feedback 

For 
Complaints 
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Feedback Procedures 

AIC aims to provide a high standard and quality of service in respect of its programmes of 

study, services and facilities. As part of its commitment to enhancing the student experience, 

this procedure has been established to deal with complaints from students AIC recognizes 

that complaints may provide useful feedback from students, where appropriate, will be used 

to improve services and facilities. 

 

1. Students who have any feedback or complaint should raise it as soon as possible. 

2. AIC will not consider complaints that are made more than 28 days after the events 

complained about, unless there is good reason for the delay.  

3. Feedback/ compliment and complaints can be provided via the following methods;  

• StudentSupport@aic.edu.sg; or  

• Complete and submit the Student Request Form; or 

• speaking to any of our student support officers. 

4. All feedbacks and complaints will be dealt with in confidence  

5. Where a complaint is shown to be frivolous, vexatious or motivated by malice, it will 

be dismissed and disciplinary action may be taken against the student.  

 

Acknowledgement and Response  

6. The Student Support Office will provide a written or verbal acknowledgement within 

five (5) working days of receipt of the feedback or complaint. 

7. The College will respond with :  

(a) Specific action to resolve the matter;  

(b) Dismissal of the complaint in which case reasons will be given to the student in 

writing.  

8. The student / external parties should be notified by the relevant department of the 

decision and full response of the outcome of the complaint within twenty (21) working 

days. 

Note: action(s) taken may be publicized where appropriate and applicable, especially 

if the action(s) are of public interest 

9. Students may be referred to external mediation body, (SMC) via (CPE) for further 

mediation if they are not yet satisfied with the solution. 

10. All feedbacks and complaints will be recorded and filed for internal review purpose. 

 

mailto:StudentSupport@aic.edu.sg
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Referring a case to external mediation body (for Students) 

1. Students may wish to initiate a case to external mediating body if they are not 

satisfied with the outcome /actions taken. 

2. Student may visit the CPE Student Support Centre 

3. Student will be required to fill up an application form, stating the nature of your 

dispute.  

4. The application form will then be sent to SMC, who will contact you and the school 

within 7 working days for an appropriate date to hold the mediation session.  

5. Before the day of mediation, the parties involved will exchange through the SMC a 

concise summary of the case, as well as copies of relevant documents referred to in 

the summary that the parties wish to rely on during mediation. 

6. At the end of Day 1 of mediation, if the parties are able to arrive at an agreement, the 

mediator will draw up a settlement agreement and close the case.  

7. However if there is no settlement, you can decide if you wish to proceed to the 

arbitration stage, which is a paper-based review of the dispute.  

8. The arbitrator may call for a hearing if he deems it to be necessary.  

9. You will be required to submit a request to SIArb to commence arbitration, and within 

14 working days of receiving the request, the PEI will submit to SIArb their defence.  

10. You have another 14 working days to submit your reply to SIArb upon receiving the 

PEI’s defence. For a documents-only arbitration, the arbitrator will publish his arbitral 

award within 60 days from the commencement of the arbitration, while if a hearing 

was held, the arbitrator will publish his award within 90 days from the 

commencement of the arbitration. 

 

Description 

Mediation is a means of dispute resolution in which the parties to a dispute engage the 

assistance of an impartial third party (called the Mediator) to facilitate negotiations between 

them with a view to resolving their dispute privately and in an amicable manner. The focus is 

not on who is right or wrong, nor on who has a stronger or weaker case. Rather it is on how 

the parties can move forward and put the dispute behind them. The Mediator helps the 
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parties to adopt a problem-solving approach, move away from their respective positions and 

focus on their interests, needs and concerns. 

Arbitration is a process by which the parties of a dispute submit their differences to one or 

more impartial parties for a final and binding decision. Being an orderly proceeding, arbitration 

is substantially less formal than court proceedings. Arbitration under the CPE Mediation – 

Arbitration Scheme is a paper-based proceeding under which each party submits his 

representation to the Arbitrator for consideration. Confidentiality is ensured and the disputes 

are resolved in a cost-effective and expeditious manner. It is an alternative to dispute 

resolution by litigation in a court of law. 
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5.18 INFORMATION TECHNOLOGY (IT) 

The College expects students to comply with the College’s IT policy. A copy of the IT Policy 

can be found in Appendix B. 

6.0 OTHER INFORMATION 
 

Student’s Pass Matters 

 For Student Pass collection from ICA, the student has to bring his/her IPA letter, 
passport, passport-sized photograph, medical report, printout of E-forms 16 and V36. 

 

 Student pass granted strictly forbids students from working, whether for a payment or 
without payment. All international students are required to abide by this regulation. You 
are not allowed to seek any form of employment, paid or unpaid, or be involved in any 
business, profession or occupation. You are not to take part in any activity which is 
detrimental to the security, reputation and well-being of Singapore. 

 

 Prior to the student’s pass or immigration status in Singapore, do seek advice from the 
Admissions Office as soon as possible. Also, according to immigration law, some 
international students are required to pay a certain amount of Security Deposit to ICA. 
This information is available on ICA’s official website at http://www.ica.gov.sg. 
 

 For student pass renewal, students must inform PEI to renew their student passes one 
month before the expiry date. There will be no renewal of student passes after the 
expiry date. 

 

 Upon the completion, withdrawal or termination of your course with our school, your 
Student’s Pass must be cancelled. 

 

 Upon the cancellation of your student’s pass card, ICA will approve your stay in 
Singapore on social visit status for a short period. Please adhere to the validity period 
of the social visit status granted to you by ICA. Students must return their student 
passes to ICA within 7 days after the end of their courses. No foreign student may stay 
in Singapore after his/her pass expires. 

Advice on Accommodation and Cost of Living in Singapore 

• Accommodation:  

– Room, Dual-shared –S$600 per pax per month*  

– Room, Tri-shared –S$500 per pax per month*  

– Room, Quad shared –S$450 per pax per month*    

• Typical cost of meal: S$3-5 per pax per meal* 

*the rates may vary according to the market situation 
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General Healthcare Services in Singapore 

• For further information about healthcare services in Singapore, please refer to 

www.singhealth.com.sg 

Relevant Singapore Laws 

• Immigration requirements 

• Laws on driving 

• Drugs and alcohol abuse 

• Employment 

• Smoking 

• Traffic 

• Littering 

• Any others deemed necessary 

All students are obliged to behave in an orderly manner according to the above relevant laws 

in Singapore. 

7         REFERENCE TO CPE 

 

Committee for Private Education 

1 Marina Boulevard 

#18-01 One Marina Boulevard 

Singapore 018989 

Tel: +65 6512 1140 

Email: CPE_Contact@cpe.gov.sg 

 

  

Opening Hours 

Mon – Fri 9am – 5pm 

Sat, Sun and PH - Closed 

http://www.singhealth.com.sg/
mailto:CPE_Contact@cpe.gov.sg
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APPENDICES 

Appendix A: Frequently Asked Questions 

 
The purpose of this section is to equip you with information regarding your completion of the 
course. Below is a compilation of the Frequently Asked Questions from the previous 
graduating students. 
 

 

1. When will the results be release? 

Results will be released within 3 months from the end of assessment period. 

 

2. When can I collect back my assignment? 

With effect from Term 2/2018 (May 2018), all submission of assignments are made 
easy with e-Assignment Dropbox. 3 weeks after the submission due date, students 
can login to the student portal to view the marked assignment in PDF format. 

 
3. What should I do if I fail a module? 

If a student fail the assignment, his/her assignment will be mark by a second marker. If the 

student obtained a FAIL grade after the second mark, the student will be given an 

opportunity to re-submit the assignment within 2 weeks from the confirmation date of 

second marking. A new submission due date will be given to the student. If a student 

obtained a FAIL grade after the re-submission of assignment, he/she need to re-take the 

module. If a student pass the resubmitted assignment. His/her passing mark will be capped 

at the minimum pass mark at 50%.  

 

Students who fail their practicum supervision are to make arrangements with their 

Practicum Supervisor for a re-assessment. The student will need to pay a re-assessment 

fee of $171.20. Only 1 re-assessment is allowed. If the students unable to pass the 

practicum assessment, they are required to retake the entire practicum. 

 

4. What if I submit my assignment late? 

For unapproved late submission of assignment up to one week, it will be considered as 

‘late submission’. The penalty for late submission of assignment will be a drop in grade or 

kept at a ‘Pass’ grade, whichever higher after the penalty. For example, if a student 

obtained a grade ‘Credit’ and he/she submitted the assignment late without approval, 

he/she will be awarded a ‘Pass’ grade after the penalty.  

 

For late submission without approval beyond one week, a fail grade ‘F’ grade will be given 

and the student will be required to re-take the module. 

 

For none/nil submission, a fail grade ‘F’ will be given and student will need to retake the 

module. 

 

5. What happens if my attendance falls below 75%? 

In the event the student's attendance falls between 50% - 74%, the student will have to 

attend make up classes to fulfill the required attendance before proceeding with 

submission of assignments at a stipulated date. Students’ assignments will not be 

marked/results will not be release until they fulfilled the attendance requirement. This is to 
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ensure students acquire the necessary skills and knowledge before they attempt to 

complete their assignments.  

9. How do I request for general letters from the College?  For example, Certification as 

Students, Attendance Certification, etc. 

 You can submit your request by completing a Student Request Form at the Student Support 

Office.  We will require five working days to process and please call for confirmation before 

proceeding to collect the letter. 

  

10. What happens if I am an International Student and my attendance is falls below 90%? 

 For International Students, a minimum class attendance of 90% is required by Immigration 

& Checkpoint Authority (ICA).  Failure to achieve the required class attendance may result 

in expulsion and non-renewal of subsequent renewal of Student Pass. 

 

11. Who should I contact about payment or school fees related issues? 

 You can contact the Student Support for payment or school fees related issues.  Please 

note that the students are required to clear all outstanding payments before the due dates 

previously agreed upon. 

 

 
Update of Particulars 
It is very important for you to update your particulars by informing Student Support 
Office, as all updates on changes and policy will be done via emails. You can update 
your particulars in person at the Student Support’s Office or through via email 
(studentsupport@aic.edu.sg). 
 
Contact Personnel 
Please contact our student support officer if you have further queries. 
  

mailto:studentsupport@aic.edu.sg
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Appendix B: Information Technology (IT) Policy 

 

Overview 

This document sets forth the policy of The College with regards to the use of, access to, and 
disclosure of various electronic communications, including those sent or received by company 
employees or students. 
 
Information systems, including but not limited to computer equipment, software, operating 
systems, storage media, network accounts providing electronic mail are the property of the 
College. These systems are to be used for business purposes in serving the interests of the 
company, and of our clients and customers in the course of normal operations.  
 
Effective security is never complete by deploying the latest security systems; effective security 
is a team effort involving the participation and support of every employee, student and affiliate 
who deals with information and/or information systems. It is the responsibility of every 
computer user to know these rules, and to conduct their activities accordingly. 
 
Purpose 

The purpose of this policy is to outline the acceptable use of computer equipment so as to 
specify users’ responsibility, set expectations and promote good security practices at the 
College. These intentions are not to impose restrictions that are contrary to the College’s 
established culture of openness, trust and integrity, but to protect employees, partners, 
students and the company from illegal or damaging actions by individuals, either knowingly or 
unknowingly.  
 
The risk of not having safe information security practices and rules could include virus attacks, 
compromise of network systems and services, and legal issues.  
 
Scope 
 
This policy applies to employees, students, contractors, consultants, temporaries, and 
other workers at the College, including all personnel affiliated with third parties. This 
policy applies to all equipment that is owned or leased by the College.  
 
1 Policy  

 
1.1 User Login Responsibility  

 
1. Each user is responsible for keeping their passwords and accounts information secure. 

If you suspect someone else knows your password, you must change it immediately 
and report it to your supervisor.  

 
2. Passwords must not be shared or written down and should be changed at least 

quarterly. If there is a requirement to grant access to an outside user, that user must 
follow appropriate procedures to apply for access. 

 
3. Users must ensure that their laptop or PC is secured with a password-protected 

screensaver that will activate in 10 minutes when left unattended. 
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1.2 Use of Systems and Network 

1. Users must not install or distribute “pirated” or other software products that are not 
appropriately licensed for use by the College. 

 
2. All users are reminded that the organizational information is proprietary and may not 

be shared with any outsider. You can copy this information as necessary to complete 
your task. You may share this information only with appropriate personnel.  

 
3. Unauthorised copying of copyrighted material including, but not limited to, digitization 

and distribution of photographs from magazines, books or other copyrighted sources 
and copyrighted music for which the College or the end user does not have an active 
license is strictly prohibited. 

 
4. Users must not attempt to breach or cause disruption to the College’s networks and 

system. Security breaches include, but are not limited to, accessing data of which the 
employee or student is not an intended recipient or logging into a server or account 
that the employee is not expressly authorised to access. Disruption includes, but not 
limited to, network sniffing, ping floods, packet spoofing, denial of service attacks and 
network vulnerability scanning. 

 
5. User must not disable the anti-virus software on any system or network. 

 
 
1.3 Use of Email  
 

1. Users must not send or distribute any harassing, disruptive or offensive messages, 
including offensive comments about race, gender, disabilities, age, sexual orientation, 
pornography, religious beliefs and practice, political beliefs, or national origin. 
Employees who receive any emails with this content from any employee should report 
the matter to their supervisor immediately. 

 
2. Users must not send any information that discloses the intellectual property or 

business intelligence of the organization.  
 

3. User must not send any privileged information without proper authorization. 
 

4. Users must not send any information that maybe damaging to the organisation 
including unsolicited mass email (spam). 

 
5. User must use extreme caution when opening email attachment received from 

unknown senders as it may contain viruses, malwares or Trojan codes that could 
compromise the security of the users system. 

 
 
1.4 Internet Usage 
 

1. The organisation’s connectivity to the Internet is to be treated as a business resource. 
 

2. Users may access sites for personal reasons, but this usage must be kept to a 
minimum. Of these sites, users should not access sites that promote illegal, sexual or 
other information that would be inconsistent with these and other organizational 
policies.  
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3. Users must not install or use P2P software (e.g. bitorrent, eMule, etc.) to download 
copyrighted material including, but not limited to, ebooks, music, video or games. 

 
 
1.5 Right to Monitor 
  

1. While the College’s IT support team desires to provide a reasonable level of privacy, 
users should be aware that the data they create on the corporate systems remains the 
property of Busy Bees Asia.  

 
2. For security and network maintenance purposes, individuals within the College’s IT 

support team may be authorized by management to monitor equipment, systems and 
network traffic at any time.  

 
3. The College reserves the right to examine data stored on all computer and network 

systems through both physical examination and electronic monitoring. If the 
information collected reveals violations to the information security policies or the law, 
the organization may use its discoveries for disciplinary actions or provide them to local 
law enforcement agency. 

 
 
1.6 Enforcement 
 
Any user found to have violated this policy may be subjected to disciplinary action, up to and 
including termination of studies. 
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Appendix C: Lonpac Insurance (Fee Protection Scheme) 
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Appendix D: Medical Insurance Coverage 
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The College reserves the right to change any guidelines, regulations or policies at any time as 
it deems fit without prior notice. In the case of any inconsistency between these terms and any 
amended guidelines, regulations or policies, the latter shall prevail. 
 
All rights reserved. No part of this publication may be reproduced or transmitted in any form 
or by any means, electronic or mechanical, including photocopy, or any information storage 
and retrieval system, without permission from The College. 
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