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Our Vision

Creating Learning Opportunties For Everyone.

Our Dream

We have a dream, that one day there will be noridigtation based on nationality, colour, race or
religion. We have yet to see a superior categopeople either by nationality, colour, race orgieln.

We dream that instead a truly superior categorpemafple will arise but not based on any of the above
false categories.

Instead there will be positive discrimination basmd those with ability against those without the
necessary ability. This ability will come throudtetacquisition of true knowledge.

We believe that knowledge is acquired by those ddwire this, and to this extent we would like teate
a desire for everyone to acquire knowledge irrepeof their backgrounds.

The acquisition of degrees, as a vision, repredbetslesire to develop this true knowledge witHiroga
us.

Our Mission

To enable everyone to acquire a degree that igaetend useful to their future.



About
SIC

SIC was founded in 1947 and was the first “busiheshool established in Singapore. Over the lafit ha

century, more than 30,000 aspiring individuals hapgraded their education and their career prospect
through the Business, Accounting and Law courstexd at SIC. Many of our current alumni are well

placed in managerial and senior executive positionSME’s and MNC's, as well as in the legal and

accounting professions.

SIC has established a number of campuses in Singapdetter meets the needs of its students. SIC i
considered as one of the largest private institiieSingapore and is widely regarded as one of the
leading business and law schools in Singaporeedent years as part of our mission, SIC has ineceas
the range of programmes on offer to include Infdroma Technology, Logistics and of Masters
programmes, including MBA, and MPA. Over the nexiay SIC will be further undergraduate and
postgraduate programmes.

SIC has a long history of offering the Universitpgrammes, and can trace its relationship baclog® 1
when it first offered the Law programmes. SIC i @f only a few institutions in the world that can
claim to have “permission to teach” from the acuked Universities.

Through our commitment to provide the very bedemms of facilities we have spent well in exces$of
million over the last few years up grading our liies. SIC can claim to have one of the best etiocal
environments in Singapore, with up to date equignaer labs, including wireless computer access,
extensive library facilities and on-line librarypport. To ensure that we provide the maximum suppor
both in and outside the classroom, we have a tdamgbly dedicated full-time faculty, supported by
small adjunct faculty who are acknowledged expiartheir field.

At SIC we pride ourselves in being able to meetibeds of a diverse range of students.

This handbook provides you with all the necessauyortant information and regulations that you nieed
know during your course of study with us. We hdgs will help you better settle in at minimum fuss.

Should you have any question, please contact 6333000.
We wish you every success in your studies.

Warm regards

Registrar



1.0 YOUR STUDY AT SIC
Discipline with respect to students is governedhby's regulations.

Regularity in attendance, earnest application tokvassigned, conformity to the regulations and good
conduct are required for all students.

1) No smoking, eating, drinking and listening tosialin the classrooms.

2) No littering in the classrooms or computer room.

3) No playing of computer games in the computenroo

4) Do not remove any equipment from the computenravithout authorisation.

5) Do not tamper with the equipment or computetesys. No Software is to be installed on

lab computers. Fines will be levied for abuse ompater. Please report any system
problem, virus attack or missing equipment immesdyat

6) Switch your pagers and/or mobile phones to silerode during all lessons and
examinations.

7 Students should observe appropriate clothingareasual is an acceptable dress code.
Ladies are discouraged from wearing revealing ov@cative clothing. Male students are
not allowed to wear flip-flops, slippers or singlet

8) No coloured hair.
9) All students must maintain proper conduct arfdaie from disruptive behaviour during
lectures.

10) The possession or use of alcohol, or unautiisugs, or possession of weapons, firearm
or articles deemed dangerous is prohibited and maswit in expulsion. Physical fighting
or vulgar language directed at another studengauter typically results in suspension or
expulsion.

11) Students are to be punctual for their classesthose who are late for more than 30
minutes will be considered absent.

12) Students are to remove any litter, clean theirounding area and push back their chairs
before leaving the class.

The School does not hold itself responsible foeées committed outside its jurisdiction, but cardu
detrimental to the reputation of the institution which hinders the advancement of the students is
sufficient cause for probation, suspension or disali We realise that every situation must be deat
individually and the School reserves the rightégide on appropriate disciplinary measures.



2.0 COMMUNICATION
2.1 Dalily class schedule

Class schedules and classroom allocation are aigitan the campuses plasma TV on a daily basis.
Students are encouraged to refer to the plasmaolthéir class schedule on a daily basis, as thmeng
be changes occasionally.

2.2  Notices

In certain instances we will use notices to conwefprmation. Please make sure you check the
noticeboards when you come to class.

2.3 Student Information System (SIS)

The SIS allows you to check your timetable, exatimmaschedule and examination marks.
Instructions

1)  Visit SIC website http//www.sic.edu.sg

2) Click on “Students Login”.

3) Login by typing your SIC Student Number as your idaene and Date of Birth (ddmmyyyy) as
Password.

2.4  Student Request Form

. Student request will be rejected if form is inqaete or if there are outstanding dues.

. The School will not entertain requests by phone.

. Repeat requests, urgent requests or returnecdegsed requests due to students not updating
address is chargeable additionally.

. If you do not receive a response within seven (@@rking days, please contact the School at
63378000.

2.5 Feedback & Grievances Procedures

Students may give their feedback and suggestiotiset&chool at any time. Our Management welcomes
feedback from all students. We believe that oudestls have been ‘our teachers’ in enabling our tirow
to be a caring organisation, and we can be comtaiteedback@sic.edu.sdhis email goes to a key
management staff and this allows us to deal witttarapromptly.




3.0 COURSE MATTERS
3.1 Academic Calendar

The School's annual academic calendar followsear8-modular system as follows:

. 1ST Academic Term - January

. 2ND Academic Term - March

. 3RD Academic Term — June

. 4TH Academic Term — September

An academic calendar is enclosed for your convesieRlease take note of your term breaks. According
to your timetable, for full-time students, classlwe from 11am — 1.00pm and 2.00pm — 5.30pm. As fo
part-time students, your class will be from 6.45p10.00pm. If any changes have to be made to tles d
to the availability of lecturers or feedback frotadents, we will inform you well in advance.

Attendance

International students must meet the minimum 90%ndeance requirement and 75% for local students.
We do advise students that they should maximise dttendance and that missing classes or comieg la
to classes will have an effect on their studies.

International students are reminded that they mestt the minimum attendance requirement, failing
which their student pass will be cancelled.

Consultation

Lecturers are available for consultation immediakedfore or after class and students are requésteek
them during this time. For consultation outsidemalr class hours or any other day, it is advisaléd t
students make appointments with the relevant lecgur

Leave Request

Students may be granted to take leave only duhagfficial school term break, which is reflectadhe
Academic Calendar subject to management’s appréealany leave request/application, student has to
submit the formal student request form togetheh wdcumentary proof to the Student Affairs Officg n
less than seven (07) working days.

3.2 Student Card

1) All students when admitted to the School areiédsan identification card, referred to as the
Student Card.

2) The Student Card must be used for attendanaegtakr identification at examinations, class-$est
and also when using the Library.

3) Students must report the loss of their Studerti@ the School. The cost of each replacement is
S$50 (subject to prevailing GST).

3.3  Course Payment Notification

Individual invoices will not be sent to studentsrasinders. Students are advised to refer to tleiice
of Admission (NOA) for fee payment.

3.4 Attendance Requirement

For students pass holders, the students are rdqtdardulfii 90% of attendance as required by the
Immigration and Checkpoint Authority (ICA) of Singare.

For all other students who do not require ICA’'dsiu pass, course attendance must be at least 75%.



3.5 Methods of Payment

Payments can be made by cash, NETS (with maximuB$a000 per Nets transaction), VISA, Master,
Telegraphic Transfer, or cheque.

Cheques must be crossed and made payable to “Sll€g€mf Business and Technology Pte Ltd”".

Student Name, Student No. and Course Name shouMtitien on the reverse of your cheque and put in
the cheque deposit envelope available. To ensatetieques presented for payment of fees are gyoper
drawn, students will have to pay an administrafiee of S$50 (subject to prevailing GST) for every
cheque that is dishonoured.

In the event that a student is not able to comendoevsonally to make payments, students can estret
a representative or send a cheque made payabRl@College of Business and Technology Pte Ltd”
and post it to 1192 Upper Serangoon Road Singdg&%#é87.

Students should demand for a receipt for any paynemmde to the School. Students should keep all
receipts issued to them for future verification.

Other Fees (subject to prevailing GST)

1. Bounced Cheque S$50
2. Urgent Student Requests S$50
3. School’'s Student Card Replacement S$50
4. Letter for Loss of ICA Student Pass S$100
5. Replacement of Term Notes (per subject) S$50
6. School Transcript/Recommendation & Certificati6$50

7. Course Transfer Fee S$500
8. Subject Transfer Fee S$100
9. Appeal Fee S$100
10. Supplementary Examination Fee S$100
11. Remodule/Re-exam Fee As applicable

3.6 Deferment of Term/Course

Deferment of course is not allowed. However, @aral students, deferment may be processed on a case
to-case basis subject to submission of necessacynuEnt(s) and a payment of S$500 (subject to
prevailing GST).

Application for deferment of term/course must bbrsiited at least twenty-one (21) working days befor
commencement of the term/course unless otherwéedstStudents who do not attend class are still
considered as students and are liable to pay #s fe

Be conditional upon future performance or you mayirtvited to write to the School and show cause as
to why you should be allowed to continue with yetudies.

Students who wish to defer from a paid term/colmsire the class commences will not be allowed a
refund of the term/course fee. However, the terome® fee paid will be transferred to the next
commencement.

Students, who have requested for deferment fofallmving term but have not paid the current tees,f
will not be allowed for deferment application.

Students who have deferred their progression, (apiglicable to Diploma and Advanced Diploma
students) will be regarded as new students, andudaject to the appropriate fee structure as degiict
the course brochure for the enrolment term.

Students who have deferred their term/course dijecuo the appropriate fee structure as depictéiae
course brochure for the re-instatement term.



3.7 Withdrawal and Refund Policies

Students who wish to withdraw from their course tramnplete a prescribed Course Withdrawal Form.
The completed form should be submitted togethdr thie¢ SIC’s Student Card.

Students who have withdrawn from their term/cowasd wish to continue their course of study will be
regarded as new students and are subject to themjate fee structure as depicted on the course
brochure for the enrolment term.

Refund Policy

S/No. If Student's written notice of withdrawal is received % of the Tuition Fees

100% Tuition fee

1 Application for student pass rejected 50% of International student fee

2 Course cancelled prior to commencement of class 100% of Tuition fee
3 Course cancelled by school after commencementgtcl | 100% of Tuition fee

If written withdrawal notice is received more thbhdays

0 »
prior to the commencement of class 30% of Tuition fees

If written withdrawal notice received less thandgys prior

to the commencement of class No refund

If written withdrawal notice received after the
6 No refund
commencement of the class

7 Student Pass cancelled by ICA No refund

8 Student Pass transfer to another school No refund

9 Student suspended or expelled due to misconduct No refund
Note:

Refund for withdrawal must be in writing and wik lbased on the date the written withdrawal nosce i
received by the Registrar’s Office. Verbal requegtknot be entertained.

It will take approximately seven (07) working dagsprocess the refund of Course fee upon recetiviag
Student Request Form. For full time internationaldents, it takes about seven (07) working days to
process the refund of tuition fee upon receipiegéation letter from ICA.

3.8 Application for Credit Assessment

Students who wish to apply for subject exemptiorstvaubmit request form, together with following
information:

. Copies of detailed subject descriptions and @steucture including course outlines of previous
studies.

. Original or verified copies of academic record.

. A certified copy of your academic transcript(s).

. Evidence of course completion (if applicable).

. Assessment Criteria.

. Subject information from official publications bandouts as follows:

Full subject description(s) (content, method ofeasment, hours of contact, duration of subject,
credit point value).

Applications for course credit/exemptions receimdSIC will be forwarded to Student Registry for
consideration and assessment.

Applications for credit can be submitted at the saime as an application for entry into a course.
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3.9 De-registration

A student is liable to have his/her name removedhfthe Class Attendance List if his/her fees are no
paid. Students who do not pay their term feesiwithe stipulated date of the term commencement
(Friday of Week 4) will be liable for de-registrati from the term/course and will have to pay a re-
instatement fee of S$50 (subject to prevailing G®gether with late fee payment of S$50 (subject to
prevailing GST) to continue registration for theademic term. Students failing to re-instate their
registration will have to re-enrol as a new studerd will be required to pay the necessary applicdee

together with appropriate fee structure as depictethe course brochure to resume studying theseour

3.10 Collection of Course Materials

Course materials will only be available for collentupon payment of the academic term fee. Students
are to produce their receipt when collecting therse materials during the induction week for new
students or week one (01) of a new academic termexisting students. Course materials will not be
provided for all payments made after week four (04)

3.11 Subject Transfer

Request for subject transfer may be consideredesultp individual cases and available vacancies.
Applications must be made twenty-one (21) daysteeloe term commences. The student must continue
to attend the subject to which he/she has beemmalig allocated pending the result for the applma
Subject transfers are chargeable at S$100 (subjecevailing GST).

3.12 Change of Course

Request for change of course is subject to theagyls eligibility. These requests must be madnty-
one (21) working days prior to the commencemerdaonirse/term. Administration (including processing
and insurance) fees (subject to prevailing GST) aplply for approved application. All applications
must be made in writing to the School. The applicanst continue to attend the original course oégt
pending the result of the application. Coursedfenrs are chargeable at S$500 (subject to pregailin
GST).

3.13 Policies for Full Time International Students

Requirements for International Students

All international students holding to a valid Stnt®ass are required to obey all the rules andatgus
as set out by Immigration and Checkpoints Authofli§A) and the Singapore government. These rules
and regulations include:

. Maintaining at least 90% attendance.

. Not engaging in any form of work, paid or unpaid.

. To observe all the laws, rules and regulationSingapore.

. Student observes the conditions as stipulated te Student Pass card and
Disembarkation/Embarkation Card.

. Student is permitted to only attend the courgb@school as stated in the Student’s Pass.

. Student is required to surrender the Student Paisk and Disembarkation/Embarkation card for

cancellation within seven (07) days of terminatadrstudies. It is SIC’s responsibility to inform
ICA if an international student fails to attendsdas for a continuous period of seven (07) days or
more without valid reason; where attendance of estudalls below 90% in any month of the
course without valid reason; and if the student ¢@®pleted the course or wishes to terminate
his/her studies.

10



4.0 STUDENT PROTECTION
4.1 Fee Protection Scheme (FPS)
SIC is a Private Education Institution (PEI) thattipates in the Fee Protection Scheme (FPS).

The EduTrust for Education is mandatory for alvpte education providers with international student
Effective 21 December 2009. All fees collectioonfr students, both local and international will be
protected via an escrow bank account or insuragbense. SIC adopts the HSBC Insurance FPS
insurance scheme.

A copy of the master insurance agreement betweér B&ng Kong and Shanghai Banking Corporation
Insurance and Lonpac Insurance Bhd (the “Mastarramce Agreement”) and acceded to by SIC for the
purpose of insuring, among other things, the Studeravailable at www.sic.edu.sg. The Master
Insurance Agreement sets out, among other thimgsetvents under which Hong Kong and Shanghai
Banking Corporation Insurance shall indemnify tied8nt for Fees paid to SIC.

The FPS protects the international students' fedfsel event a PEI is unable to continue operatiesto
insolvency and/or regulatory closure. It also petdethe student if the PEI fails to pay penaltiegoo
return fees to students arising from judgments naggénst it by the Singapore Courts; or, in theea#s
death or permanent disability by accident.

All students are required to sign the Standard-BRldent Contract, applying for the FPS and
acknowledge the Form 12 of Private Education Aai.@d of 2009) to verify that they fully understand
the FPS - Regulation 25(5)(b).

Students can also check on their fees protecteinsvia the CPE website — www.cpe.gobggnputting
either their Singapore Identification Card numb¢R(C) or Foreign Identification Number (FIN).

Update FPS Service Provider

For the FPS insurance protection, insurance willpoechased within the same day via the HSBC
EduSphere portal when fee is collected and reoéipayment is issued. However, in the case ofestud
fee payment via telegraphic transfer or e-bankihg, insurance will be purchased within three (03)
working after the fee is credited to our bank act@nd issuance of payment receipt.

All update on changes to student status will bafiadtto HSBC Insurance via EduSphere portal. Emai
notification from EduSphere will also go to studedirectly.

11



4.2 Medical Insurance

SIC undertakes to provide medical insurance coeerfag all its students as required by CPE under
EduTrust certification scheme. This medical insgeascheme shall minimally provide for an annual
coverage limit of not less than S$20,000 per stycenleast B2 ward in government and restructured
hospitals and 24 hours coverage in Singapore amgdseas (if student is involved in school-related
activities) throughout the course duration, andShe&dent is encouraged to seek advice on whethez mo

comprehensive insurance cover is required or disire

SIC appointed medical insurance provider: HSBC Haisce

All students enrolled with SIC will be covered byetGroup Medical Insurance. The Group Medical

Insurance’s benefit details are as follows:

Benefit schedule:

Plan

la) Daily room & board

1b) Intensive Care Unit
(Subject to overall maximum limit of 90 days)

2)  Hospital miscellaneous services

3)  Surgical benefit
(Subject to schedule of surgical fees)

4)  In-hospital doctor’s visit per day limit
(Max 90 days)
5)  Pre-hospitalisation specialist consultation
6) Pre-hospitalisation diagnostic X-ray & laborgtor
7)  Supplemental accident expense

8)  Post-hospitalisation follow-up treatment
(within 90 days)

As charged in B1 wards in
Singapore Government/
Singapore Government
Restructured Hospitals up
to the overall maximum
limit per policy period

9) Co-insurance will apply if insured student isrded in a higher 10%
ward ion Singapore Govt/Restructured Hospitalqrivate
hospitals in Singapore or in hospitals outside Siage
Overall Maximum Limit Per Policy Period (S$) (Item 1 to 8) 20,000
Additional Benefit
10) Death benefit 5,000

12




5.0 STUDENT PASS
5.1 Student Pass

All international students are required to hold aids Student Pass in order to study in Singapore.
Students who have never studied in any institutioSingapore prior to joining SIC are categorised a
New Application for Student Pass. New applicationsst be submitted at least two months and not more
than six (06) months from the course commencematet dThe international student is not requiredeo
present in Singapore while their application isnigeprocessed. If the international student is in
Singapore, the student must ensure that he/she Wal&d visa to stay in Singapore while the appima

is being processed.

5.2  Renewing Your Student Pass

This section applies to international students wiibbe continuing their studies in SIC. RENEWALE o
Student Pass is required when the student's cuBteidient Pass is expiring and the student intemds t
continue with their studies in SIC. Internation&ddents are required to submit their Application fo
Renewal of Student Pass at least one (01) montivd#ie expiry date of the current Student Pass.

Please note that students who submit applicatimnsehewal at short notice may experience difficirit
getting their pass renewed on time.

Renewal of Student Pass applies to students whose:
. Student Pass expires before the end of theiranogie with SIC.

. Students who will be continuing their studieshw8IC and have fulfilled the requirements of
Continuing Enrolment.

5.3 Cancelling Your Student Pass
Student pass will be cancelled if:
. Student has finished his/her course.

. Student decides to discontinue his/her studi€@tand return to his/her home country or transfer
to another school overseas.

. Student has violated the rules and regulatiapsisted by ICA for Student Pass.
. Student has been expelled from SIC.
All students will have to go through an exit intew with the Registrar or any of the authorisedfsta

For international students who are returning tairtt®me country are required to surrender their
Student’s Pass for cancellation within seven (0&)sdfrom the date of cessation or termination efrth
study. With effect from 3 Nov 2008, student/schoah now submit an application of Student’'s Pass
cancellation online via a new e-service, namely aggellation (the module can be accessed via
SOLAR+). For those who are unable to submit cdatieh online may submit the following documents
to the Student’s Pass Unit, with a queue ticketiobble at the Self Service Kiosk 1 at Visitor Gend"
storey of ICA Building, from Monday to Friday (8ar¥.30pm), Saturday (8am — 12.30pm):

¢ A duly completed cancellation form;

* Student’s valid travel document;

* The Student’s Pass Card;

* Student’s Visit Pass and Deembarkation/Embarkdaiard; and

¢ A duly completed Disembarkation/Embarkation CatdM Form 27A), where applicable (will
be provided at ICA counter).

Staying in Singapore without a valid Social Visit Bss is an immigration offence

13



6.0 TRANSFER PROCEDURE & POLICY

International students who are transferring to Ila@ot school must first confirm their
enrolment/admissions with the other school. Theet is required to submit the Student RequesnFor
for transfer to the Student Affairs.

For ICA procedure for school transfer, please refevww.ica.gov.sg.

All students will have to go through an exit intew. The Attendance Record and Progress Repdrt wil
only be released if the student does not have atsfamding fees with the School.

SIC reserves the right to fulfil a request for s if the student has failed to comply with teenis and
conditions of their enrolment at SIC or ICA.

14



7.0 ASSIGNMENT SUBMISSION
7.1 Absence from In-Course Assessment

A student who is absent from any in-course assessammponent (coursework or class -test) shall be
deemed to have sat and failed that component alicbeviawarded a 'F' grade unless the School is
satisfied that there is a valid and acceptableorga} for the absence. All documentary evidence in
support of the student's failure to take the inrseuassessment components must be submitted to the
School either prior to the deadline of the assessmemponents, or immediately (within two (02)
working days) after the assessment component kes tdace.

7.2 Late Assignments Submission

Any request for extension of submission date fosiggsnents must be forwarded in writing with
appropriate reasons on the prescribed form fivé @king days prior to the due date. Extensionas
automatically granted.

In the absence of an approved extension date fonission, a Late Submission will be stamped orr thei
scripts if assignments are handed in late. As amelvapplicable, a penalty of 5% of the total mavks

be deducted for each day the assignment is latis. aplies for a maximum of three (03) days, after
which the assignment will not be accepted.

7.3  Submission of Assignments/Project

Students are required to submit their assignmewojsfis together with the Assignment
Acknowledgement Slip that can be obtained at Coédministration counter located at the library.
Submission times are Monday to Friday from 9:30a800pm and Saturdays from 10am — 1pm.

Assignments that are submitted cannot be retrieved.
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8.0 EXAMINATION MATTERS
8.1 Examination Notifications

The examinations are conducted around January/&shriviay/June and August/September of each
academic year.

Notice of examination dates will be published on aotice board and website two (02) weeks prichto
examination date. It is important for all studetdsrefer to the notice board and/or website fairth
respective examination dates.

8.2  Eligibility for Examinations

A student is allowed to sit for the examinationsyided he/she:
1) Completes all assignments.

2) Shows satisfactory progress in assignmentsassdest.
3) Has a record of good conduct.

4) Has cleared all his/her outstanding fees.

Failing which he/she will be barred from the exaations.

8.3 Deferment from Examination

Any request for deferment from examination mustdse/arded in writing with documentary proof on the
prescribed form at least five (05) working day®ptd the examination date.

Approval is not automatically granted. Requests deferment will only be considered based on the
following four (04) reasons:

Reasons Supporting Documents
Reservist In-camp training SAF 100A

Outstationed Flight tickets and Passport
Medical Medical Certificate*

Compassionate ground (e.g. death pDeath certificate, hospitalization
next-of-kin, emergency cases, etc) documents, etc.

Students will be notified of deferred examinaticaied In the absence of such approval, student must
attempt the examination in accordance to the sdbddiate.

* Qubmission of Medical Certificates

If you are unable to attend an examination dudineds, you must produce a valid medical certificat
within two (02) working days, failing which the medl certificate will not be considered.

In hospitalisation cases, the medical certificatgsitbe submitted within two (02) working days after
being discharged from the hospital.

8.4 Absence from Examination

A student, who has enrolled for any examinatiomsaequired to resit in-course assessment/exaroimati
and is absent, shall be deemed to have sat amdi flie examination/in-course assessment unless the
School is satisfied that there is valid and acddpteeason(s) for the absence. All documentargesnge

in support of the student's failure to take thengiration/in-course assessment must be submittéichd-a
which, the student will be awarded “F' grade.

If absence is due to any emergency or other unabtedcircumstances, you must set out all the rakeva
circumstances, which prevented your attendancef@meard documentary evidence in support of your
explanation, within two (02) working days.
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8.5

8.6

Internal Examination Regulations

All students are personally responsible for dateing the exact timing and location of
examinations.

Candidates must report to the prescribed examimabom at least ten (10) minutes before the
examination is due to commence. No candidatesheiladmitted to the examination room later
than fifteen (15) minutes after the start of tharaination.

Candidates must bring some form of identificatwith them, i.e. their SIC Student Card or their
National Identity Card / Passport / Student Pass.

No candidate is allowed to enter the examinatimm until instructed to do so by the Invigilator.

Upon entering the examination room, examinationditions prevail, and candidates must refrain
from communicating with each other.

All pagers, mobile phones and all electrical desi which emit noise, must be turned off.

Candidates may bring to their prescribed deskinvgrimaterials, non-programmable calculators,
their identity cards and their wallets. All othéems such as files, notes and textbooks must be
placed at the back of the examination room in aaidis briefcase or rucksack. No electronic
dictionary of any form is allowed.

Identity cards should be placed face-up in arbleasible location on the candidate’s desk sdcas
allow for student identity verification by the Ilmjfator upon the student signing in to the
examination.

Candidates may only turn over their examinatiapgys once they are instructed to do so by the
Invigilator.

Candidates are responsible for reading examimainstructions themselves (i.e. “Answer 4
questions from Section A, ..."). The Invigilator witlot give any advice with respect to these
instructions.

No candidates may leave the examination roomrmgttiane without the express permission of the
Invigilator. This includes candidates who haveditéd the examination and wish to hand in their
script.

No candidate is permitted to leave the examinati@mnding in his or her script, within the first
thirty (30) minutes upon commencement and befageetid of the examination.

The Invigilators’ attention must be sought bysiag a hand silently. Any vocal outburst— which
imposes a detrimental externality upon other caatdi&l— shall be noted in the Invigilator’s report.

The Invigilator will advise candidates of the @ralapsed in the following manner:

During a normal 3-hour examination, after 2 hotnes lnvigilator will advise that candidates have
1 hour remaining. After 2, hours the Invigilator will advise that candidatesve Y, an hour
remaining. After this second announcement, no ctdi may return their script or leave the
examination room until the complete examinationiqueiis over. After 2 hours and 55 minutes
have elapsed, the Invigilator will advise that thare 5 minutes remaining.

Upon completion of the allotted examination tirtteg Invigilator will advise time up. Candidates
must immediately cease writing/drawing/calculating.

Candidates must remain seated and silent untiéxamination scripts have been collected by
Invigilators and until they have completed any iseey tallying and administrative matters.
Examination conditions prevail until the Invigilatannounces that candidates may leave.

Publication of Results

The results of all course assessments and exaonsathall be finalised by the Examination Boardr F
courses other than the Bachelors and Masters degteses, confirmed results shall be displayechen t
noticeboard usually during week two (02) and on ®Ebsite on week three (03) of the new term.

Original result slips (transcripts) will only besised upon the respective Universities or SIC’s gaédn
ceremonies.

To protect privacy and ensure accuracy of inforamgtresults will not be released over the telephone
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8.7 Examination Grades

Generally, all examination grades will be moderasmd issued by Examination Board of respective
awarding bodies. The grades of award for a pastompeance in a module within the courses are
indicative as follows:

Diploma, Advanced Diploma

90% and above A+

85% - 89% A

80% - 84% A-

75% - 79% B+

70% - 74% B

65% - 69% B-

60% - 64% C+

50% - 59% C

40% - 49% D

39% and less F

EFL

>60 Pass / Satisfactory
<59 Fail / Unsatisfactory

8.8 Meaning of Grades

The final assessment grades for each course &oHoags:

A Range

Work of outstanding quality, broadly speaking, whinay be demonstrated by means of criticism, ldgica
argument, and interpretation of materials or usemethodology. This grade may also be given to
recognize particular originality or creativity.

B Range
Work of superior quality demonstrating a sound graiscontent, together with efficient organizatiamd
selectivity.

C Range
Work of good quality showing more than satisfactachievement.

D Range

Work showing at least satisfactory achievement ioreanimportant aspects, but with unsatisfactory
(though close to satisfactory) achievement on sother aspects. A ‘D’ grade is deemed to satisfy pre
requisite knowledge requirements. Students mustofddin more than two (02) ‘D’ grades in one
particular course or they will not be allowed togress to the next level.

F — Fail
Unsatisfactory performance in cases where a ‘Ddgnmaay not be appropriately awarded.
WD — Withdrawn with Academic Penalty

Students fail to complete all unit assessment reqénts. Students awarded a WD will not be eligible
for a supplementary examination.

WH — Results With-Held
Results With-Held due to non payment of fees oeothasons deemed fit by the University of ingtiut
In this case, please contact the School immediébelglarification.
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8.9  Conditions for Supplementary Examination

Generally, there will be a supplementary examimatin Week seven (07) of the following term, aftez t
release of confirmed results (for Diploma/Advan&sdgdloma) and provisional results (for Bachelor and
Master) unless otherwise advised.

Students who are required to take the supplememeteayninations after the results have been reviewed
and confirmed by the Examination Board will be mmfied by the School.

A referred candidate is required to sit a suppleargnexamination and/or submit supplementary
coursework and must achieve a pass mark. These maustally be completed successfully before
proceeding to the next level.

A student who sat and passed the supplementaryiea@éom will only be awarded a Pass "D' grade,
regardless of the score achieved. However, if destufailed the Supplementary Examination, he/sitle w
be awarded a Fail Supplementary "F' grade.

Students who obtain "WD" grade due to absence fimcourse assessment are not entitled to a
supplementary examination. In this case, studeiitsbe required to re-module the subject and a re-
module fee is payable.

8.10 Re-module

Students receiving a ‘F’ grade after failing thepflementary Examination or absence from in-course
assessment will need to redo the entire subjeethich payment for the subject will need to be made.
They can do this in the term when the subject ist mdfered. Students will be sent a re-module
notification and he/she is expected to duly conepleid submit the Re-module Application Form to the
School.

8.11 Application for Review of Grade

A student may apply for a review of a final graddhiey have reason(s) to believe that an error has
occurred, or where circumstances of misadventuwe mot been taken into account. All applications
must be lodged on the appropriate request formlablai at the Student Affairs counter. In the first
instance, it is advisable to speak with your subjecturer before you lodge your application. All
applications must be lodged within fourteen (14ykirg days of the official release of results. A faf
S$100 (subject to prevailing GST) will be chargdthwhe application.
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8.12 Cheating in Examination and Plagiarism Policy

Cheating in Examinations

Cheating of any form, such as but not limited &kihg, passing of notes and paper scraps, posgeski
mobile phones, hidden notes and any gadgets/dévazephernalia used to achieve an unfair advantage
over fellow students, is expressly forbidden at.SAdy student, who cheats, attempts to cheat or is
deemed by Invigilators to have cheated or to hdtempted to cheat shall be reported to the Academic
Board.

Any student reported on cheating will have to altem formal enquiry. The penalty may include
disqualification or expulsion from the school.

Plagiarism
It is unfair to honest students that other studefisat or plagiarise. SIC takes a serious view of

plagiarism and cheating in any form of assessmedtvéll take appropriate steps to detect plagiarism
including using electronic plagiarism detectors.

Plagiarism consists of a person using the worddeas of another as if they were his or her owrat T8
using, or attempting to use, another person’s weaitkout acknowledgement. The important message
here is that if you use the word of another perizem it must be acknowledged.

The phrase “using another person’s work” includes,is not limited to:

. Using study guide material without acknowledgetnen

. Directly copying any part of another person’s kvor

. Summarising the work of another person.

. Using or developing an idea or theme derived fesrather person’s work.
. Using experimental results obtained from anopeeson’s work.

The school takes plagiarism and cheating in examg seriously and there will be a formal invesiigiat

by the disciplinary council. We would like to higgiht that if the charges are substantiated, the
consequences will be as follows:

1) Automatic failure of the unit, which will have be repeated; and fees will be charged for tlsi$.re
2) This incident will be entered into your studestord.

3) The findings of the inquiry will be forwarded your parents/guardian.

4) Any further incidence of cheating will resultyou being expelled.

Actions

Remedial Actions May be performed by

1) Counselling or training on proper academjcAny faculty staff
conventions and techniques.

Penalties May be determined (imposed) by

2) Attempt the assessment item again with a cappdeaculty staff with approval from
mark. Examination Board

3) Completion of a new piece of work with a cappedraculty staff with approval from
mark. Examination Board

4) Award a mark appropriate to the work completedFaculty staff with approval from
excluding any parts resulting from dishonestExamination Board

practices.
5) Award no marks for the assessment item. Examination Board
6) A grade of fail in the course. Examination Board

7) Exclusion from enrolment in a particular programExamination Board
and/or course(s) permanently or for a lesser period

8) Such other penalty as is deemed appropriate. Examination Board
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8.13 Graduation

For Diplomas, Advanced Diplomas Courses

Conditions for an award:

To be eligible for the award of the respective sesr the student must fulfil all coursework and
examination requirements and achieve satisfactragleg. A student is not allowed to obtain more than
two (2) ‘D’ grade in any one course. Should a stidsbtain a third D' grade, he/she will automadlyca
Failed this subject and be required to sit for seimentary examination.

For other Bachelors and Masters degree Courses

Procedure to apply, for graduation:

Students must be aware that completion of the eodes not constitute graduation. Students are
required to submit an Application to Graduate Fduring their final term of the course.

Upon confirmation of the grades for final subjeatsl eligibility to graduate, the University will &g
students informed of graduation details.

S C Graduation:

The School will inform all students of scheduleddyration dates and invite students to apply tmdite
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9.0 SCHOOL FACILITIES

The School has provided facilities and servicegrtable you to study effectively and to achieve good
results. As such we advise that you take goodaiasach facilities and refrain from committing afoym
of vandalism while in the premises of the School.

9.1 Library

Students are encouraged to utilise the Librarywess of our other campuses to do their reseammhes
projects. Students should ask their lecturers apout area of research/interest and they will ble &
advise you which library you should go to.

LOCATION OPENING HOURS GETTING THERE
SIC Library Monday to Friday: Nearest MRT:
1192 Upper Serangoon Road | 9am to 8.30pm Hougang (NE14)
SIC Building Saturday:
Singapore 534787 10am to 2pm Buses nos: 147, 74, 136
Closed on Sundays & Public Holiday

Library Rules & Regulations

. Only mineral water is allowed in the library. Eafis not allowed.

. Students are to maintain silence at all timesa&® ensure that your mobile phone is on silent
mode.

. Please leave your Student Card with the librawlen you enter the library. Without it, entry may
be denied.

. You must produce your library card for the boriragvof books.

. Place your bags, brief cases, carrier bags et¢he shelf or on the floor near the staff counter
when entering the library.

. Reference materials are only for in-house coatiah.

. All the printed publications are protected by @eapyright Act. Students are only allowed to copy
up to an article or a chapter from both books andnjals.

. Library is a study area; please do not treas g@ur resting place.

It is an offence to write in, damage, lose or reftis return library material. For any lost iteme th
borrower will be required to pay for the replacetepy and an administration fee.

Computer Usage at Library

Students are allowed to use the computers athiharies to do research for their assignments gegtro
but there will be no access to printing facilities.

There are penalties for abusing computers usage.
You are NOT to:

1) install or remove software (S$100 minimum fine *
2) change any Windows settings (S$100 minimum#)ne
3) use the Internet for other than study purposes,
4) store files on the computer's hard drive,
5) bring food into the computer lab.
Please DO:
1) use the available software and the Interneydoir study,
2) store your work files and assignments etc. air yovn memory stick,
3) shut down the computer properly and switchedt@fmonitor when you are finished.

* Fines are based on time taken to repair damage, with a rate of S$100 (subject to prevailing GST) per
hour or part thereof.
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9.2  Booking of Discussion Rooms

Bookings have to be made through the Student Aff@ffice and a maximum of three (03) hours is
allowed for the usage of each room.

Discussion rooms are meant for discussion onlyratdor studying and chatting. A minimum of four
(04) people is required per room. For extensionging the rooms, please check with the librarians.

Chairs are to be returned to their original poegicand boards must be wiped after use. No litéo be
left on the table.

9.3 Photocopying Facilities

Photocopying services are available at the CoudsmiA counter in the library. Students will be cledg
a nominal fee of S$0.10 per copy.

9.4 Lost and Found Service

There is a lost and found service in the Schooy anticles found within the School can be refert@the
Student Affairs Office. Students can approach theléht Affairs Office to check for their lost atéc
Lost articles not claimed within fourteen (14) winig days will be discarded.

Students are reminded not to leave valuable batgsgh the classroom at all times.
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10.0 INTELLECTUAL PROPERTY RIGHTS

10.1 Protection of Intellectual Property Rights

1) The protection of Intellectual Property Righssdf great importance to Singapore’s economic
growth, particularly in a knowledge-based econokig therefore need to recognise the value of
and respect the intellectual property rights okogh

2) Please note that students are not allowed te (afmether in video or audio format) lectures
delivered by lecturers appointed by SIC or visitlagturers/speakers from partner universities or
from the industry.

3) Students with disabilities who wish to make eording of the lectures must seek permission from
the School, in writing. Such students, if grantednpission, must abide by the Intellectual Property

Rights and their covenant with SIC that the recmgdimust only be used for his or her own
revision purposes only. The tapes are non-trartgfeend the contents are not to be used for other

purposes apart from the pursuit of his or her aoofsstudy.

4) All students should note that making copieshef tourse materials notes and textbooks without
consent of the right-holder (i.e. SIC and publish@amounts to an infringement.
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11.0 MANAGING THE SIC PROGRAMS

Success in the SIC programs depends upon manysetttféactors, this does include your commitment
and motivation. Regardless of your educationalifjoations this is possibly the most important tadn
successfully completing the degree. The followingteelpful hints and tips to successfully managirey
programme.

The ‘SIC Way’

In the exams SIC is testing your understandindnefsubject, rather than your ability to memoriselaio
answers. This means that you have to demonstréke texaminer that you understand the topic and the
issues involved.

Time

Managing your time is important. Far too frequerstiydents leave everything to the last few weekks an
rely on their ability to ‘sprint’ through the revwis. All too often it doesn’t work! Its better tdgm your
study and maximise the time available.

. Identifying regular time slots for your studiesdasticking to them.

. Drawing up a timetable and allocating specifatsifor different subjects.
. Not wasting time on needless activities and beipig to prioritise.

Help

The lecturers are here to help. If you are unstismmething, or didn’'t understand some of the issoe
a lecture, please don't hesitate to seek assistdinig is useful feedback for the lecturers so tbay
make sure everyone is following the lecture. Wher dnappens don'’t leave it to the end of the yasr,
its too late.

Sudy Group

An ideal way to study for the SIC programs is tlglouhe formation of study groups. Study groups
should consist of about 4 to 6 members and itdsmenended that the study group meets at leastance
week outside normal class hours.

Examinations

We always advise all students to carefully readsthey guide. We will also spend more time lookétg
the whole issue of exams, as we get closer to Litr8ernal exams.

What are the examiners looking for?

. Evidence of understanding the syllabus.

. An ability to shape a structured response toestion.

. Application of theories to a problem.

. Analytical skills.

How do examiners mark and grade?

. Some questions are very 'tightly marked'.

. Some questions are open ended (many interpnesitio

. Higher marks will be scored if the answer adozeshe issues.
. Mark for a quality response.

How to answer a question?

. Understand the question by identifying what thegjion is NOT ASKING.
. Always plan your answer.

. Mind maps can be very useful.

. Write down key words and concepts.

. Always write your thoughts down.

. Give structure to your answer.
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What to do during examinations?
. Read questions carefully.

. Read questions carefully again.

. Interpret question.

. Give answer that fits your interpretation.

. Practice past years' examination questions. Yeasts' papers will help you in understanding the
format and style of the examination.

How to score good grades for essay-type questions?

. Make yourself understood.

. Demonstrate an ability to read around the sulgjesds.

. Demonstrate an awarenespros of recent literature.

. You will be marked on your knowledge and ability the subject and not your English style.
However, English is important and you must makergelves understood. If your statements are
confused, examiners cannot second - guess you!

. Provide references to support your claims. FoangXde, after providing a definition of what
“management theories” given by an author, say Mslin his 2002 book, you must write down
Mullins as a reference.

Before your examinations...
. Timing is essential for examinations, but thinkiabout timing should not just be during the
examination but also before it takes place.

. What time should | arrive? About thirty minutesfére the examination starts is the best time to
arrive.

. Leaving the examination room: Don't leave early.

. The night before: Get an early night. Staying wery late will make you tired during the
examination.

. Scheduling in the examination: Divide your tinez@rately between the questions.

The information contained in this publication isrrect at the time of printing. SIC reserves théhtrigp vary the contents or
methods of presentation for any unit of study, othdraw any unit of study which it offers, or to pwse limitations on
enrolment in any unit or course of study, as advtsethe relevant Examination Body.

(Last updated as of 13 August 2010)

26



SIC COLLEGE OF BUSINESS& TECHNOLOGY
1192 Upper Serangoon Road
Singapore 534787
Telephone : +65 6 337 8000
Facsimile : +65 6 337 0400

www.sic.edu.sg

27



