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Welcome to SHRI Academy!

SHRI Academy Pte Ltd, a wholly-owned subsidiary of SHRI Corporation Pte Ltd, caters to the learning and capability
developmental needs of a wide range of adult learners and students, both local and international. With a
comprehensive training and education curriculum, the Academy offers a diverse range of academic programmes -
from basic certificates to master degree levels under its educational wings, namely — the School of Human Capital
Management programmes ranging from Basic Certificate to Certificate/ Diploma/ Degree/ MSc in HRM and the
School of Financial Services & Risk Management programmes ranging from Certificate to Diploma/ Degree in
financial subjects/ services to Master of Applied Finance, our programmes are designed to accommodate learners
with different educational qualifications and career aspirations.

The Academy works with prestigious partner Universities like Macquarie University (Sydney) for the MAFC Master of
Applied Finance programme and Edinburgh Napier University (UK) for various Honours Degrees and Master
programmes.

The duration of our programmes ranges from 2 months to 24 months to accommodate working adults with different
qualifications and career aspirations.

The Academy also offers customised in-company training programmes such as Professional Basic Certificate in
People Supervisory Skills, Certificate in Human Resource Management and Advanced Certificate in Banking
Services to a wide spectrum of industries and organisations.

We are glad that you have chosen SHRI Academy as your next big step in your professional and career
development.

Compiled for your information and easy reference, this Student Handbook outlines programme policies and
procedures that you would need to know. Please refer to the content page for the details.

Should you require any clarifications, our friendly Programme Executives would be happy to assist you.
We trust that you will find your learning journey with SHRI Academy to be an enriching and rewarding one.

We wish you all success in your pursuit of knowledge and studies!

Our Commitment Towards Training & Education

SHRI Academy is committed to provide a high standard of services to our students. This is made
possible through collaborations with professional organisations and institutions of higher learning
to provide a conducive learning environment, quality and relevant curriculum, and qualified and
experienced lecturers.

SHRI Academy strongly advocates education and training as the critical cornerstone of human
capital development. We continue to play a vital role to create value and facilitate mindset change through our
lifelong education and training programmes so as to promote progressive human capital management practices for
the enablement and enhancement of globally competitive and innovative workforce.

Undertaking of Excellence
We, at SHRI Academy, pursue service excellence in the formulation of programmes and management practices to
ensure our students receive the best from us. We are driven by passion for our work, motivated by enthusiasm rather

than just a sense of duty.

So, embark upon your journey of lifelong learning with SHRI Academy today. You will discover an enriching and
rewarding learning journey with us.

Let SHRI Academy help advance your professional knowledge and career!

David Ang, FSHRI, SHRP
Managing Director, SHRI Academy
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To be a Leading Educational Service Provider in business and people management skills, knowledge and
practices in the Asia Pacific region.

To build a sustainable framework wherein high standards and ethical values prevail and facilitate the
acquisition and assimilation of the body of knowledge and practical experiences in the respective fields of
people management and business excellence.

Service
Strive to deliver prompt, high-quality service to peers, businesses, professionals and HR communities.

Holistic
Advance the HR and other professions by promoting organisational and individual attainments and
excellence.

Respect
Value people as individuals. Help them reach their fullest potentials

Integrity
Strive for fair and proper treatment of people as individuals and within an organisation

Information is accurate at the time of print. 5




Our Board of Directors, made up of local practitioners and senior officials from SHRI Executive Council
and Secretariat, meets regularly to review course curriculum, standards and results of examinations. The
Board spares no effort to ensure that all our programmes are constantly reviewed, revised and updated to
ensure that the quality and standard are maintained at the highest level, and that the curriculum
incorporates the latest developments in the respective industries, both nationally and internationally.

Mr David Ang
Managing Director

LTC (Ret) Sardar Ali Bin Rahmat Ali
Director

Mr Bernard Yeo
Director

Our Academic Board provides guidance to the Academy on the development and implementation of
strategies, policies, new programmes and initiatives in its pursuit of academic excellence. It oversees all
matters relating to students’ admissions, appeals, welfare, course content, course delivery, lecturers’
appointment, performance and matters pertaining to the stipulations stated in the PEI-Standard Contract.

Our Examination Board serves as the examining body responsible for matters pertaining to examinations,
assessment, appeals, standards and awards. It ensures the integrity of the administration, the upkeep of
academic records and conduct of examinations are in accordance with the standards set. It also ensures
that academic standards are maintained through fair and rigorous assessment procedures.

Mr David Ang
Managing Director

Professor Tan Chwee Huat
Member

Assoc Professor David Wan Tai Wai
Member

#

Mr David Ang
Managing Director

Ms Karen Ee
Senior Manager, Curriculum Planning & Delivery

Ms Lynn Koo
Senior Manager, Curriculum Design & Development/Fee Protection Scheme/Quality Assurance

Ms Elaine Lau
Manager, Examinations

Mr Deva Kumar
Manager, Recruitment Agent/Business Development
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SHRI Academy

Academic Examination Board of :  Adviso ry
Board Board Directors : Board
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— Design & Selection Fee Protection
Development Admission Scheme

Please refer to SHRI Academy website: http://www.shri.org.sg/_shriacad _hme.asp, for more information.
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Postgraduate Diploma Programmes
Postgraduate Diploma in Human Capital Management

(Dual Specialisation)

Postgraduate Diploma in HR and Organisational Psychology
Postgraduate Diploma in HR and Organisational Development & Change
Postgraduate Diploma in HR and Talent Management

Human Resource Management/Development

Basic Certificate in Human Resource Management

Certificate in Human Resource Management

Diploma in Business and Human Resource Management (Part-time)
Diploma in Business and Human Resource Management (Full-time)

In Partnership with Edinburgh Napier University (EN U)

BA (Hons) Human Resource Management with Financial Management (New!)
BA (Hons) Hospitality and Tourism Services Management (New!)

MSc International Human Resources Management (New!)

BA (Hons) Financial Services (New!)

Human Resource Management - Chinese Programme

[Professional Diploma in Business Management (Human Resource
Management)]

Compensation and Benefits Management

Certificate in Payroll Administration

Professional Certificate in Compensation & Benefits Management
Diploma in Compensation & Benefits Management

Supervisory and People Relations

Professional Basic Certificate in People/Supervisory Skills
Professional Certificate in People/Supervisory Skills
Professional Diploma in People Management

Psychology and Counselling

Certificate in Applied Psychology
Certificate in Organisational Psychology
Diploma in Organisational Psychology

Environment, Safety and Health Management
Diploma in Environmental, Safety & Health Management

( ) * &

Certificate in Financial Services

Skills Certification for the Financial Services Industry

Diploma in Investment

Diploma in Banking & Finance

BA (Hons) Financial Services (New!)

Postgraduate Diploma in Financial Management (Applicable for non-financial professionals)
Master of Applied Finance
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The Academy offers a diversified range of academic programmes that caters to students with different
educational backgrounds and career aspirations.

The academic programmes and services are in the field of Human Resource, Business and Financial.
Under its two schools — School of Human Capital Management and School of Financial Services &
Risk Management , one can attain certification in the chosen field ranging from basic certificate to master
degree.

With high academic standard and professionalism, the Academy’s programmes and certification are well
recognised and widely accepted. Its external degree programmes with Macquarie University (Sydney)
and Edinburgh Napier University (UK) continue to be in demand.

For a free consultation on your professional departmental needs, please feel free to:

Visit our academy at 2 Serangoon Road, Level 6, The Verge and speak to our friendly Programme
Executives; or

Visit our website at http://www.shri.org.sg/_shriacad_hme.asp for a list of programmes; or

Email us your enquiries at shriacademy@shri.org.sg , or

Call us to find out more at +65 6438 0012.

& !
For more information on admission and eligibility criteria, please visit SHRI Academy website:
http://www.shri.org.sg/ shriacad hme.asp
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The Academy will clearly advise prospective students on pre-requisites and requirements applicable to
our programmes.

We are committed to protect students against non-conformance to programme guidelines.

All prospective students will enter into a PEI-Student Contract with the Academy upon making fee
payment and confirmation on enrolment into the programme.

All students will need to have in place a Fee Protection Scheme (FPS) and Medical Insurance Scheme as
required by the Council for Private Education under EduTrust certification scheme.

& &
All students’ particulars obtained are solely for the purposes of completing the programme enrolled in.

SHRI Academy will seek consent from students should their particulars be used for purposes other than
internal marketing and billing purposes.

SHRI Academy will ensure that students’ information is kept confidential at all times.

&
SHRI Academy is committed to the accuracy of charging its students.

The exact amount of Programme Fees (i.e. tuition and non-tuition fees; including deposits, if any),
payment terms, refund policy and transfer/withdrawal policy relating to the programme will be clearly
specified in the PEI-Student Contract.

Programme fees payment to SHRI Academy/Partner Universities will be as per stipulated under the PEI-
Student Contract.

All fees must be made in Singapore dollars (or in other currencies payable directly to the Partner
University). Payment can be made in cash, cheque, cashier’s order, bankdraft or credit card.

SHRI Academy will issue receipt to acknowledge every payment made by the student.

& &
Any discounted prices for selected programme(s) shall be prominently displayed in our promotional flyers,
website, and other paraphernalia as well as communicated to the students.
For any promotions introduced, the period for which the promotion is valid shall be clearly indicated.

I
Our staffs shall not engage in unethical sales tactics to mislead students.

Students are encouraged to report any unethical incidence to the Academy’s Management immediately.
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Established under the Private Education Act, the Council for Private Education (CPE) is a statutory board
empowered with the legislative power to regulate the private education sector. In addition to its role as
the sectoral regulator of private education institutions, the Council facilitates capability development
efforts to uplift standards in the local private education industry.

Since December 2009, under the Private Education Act, all private education institutions offering full-time
post-secondary certificate and preparatory courses, and any diploma or degree courses, will have to be
registered with the Council for Private Education.

&) ! -&!

Under the Private Education Act, the Council for Private Education implemented two schemes — a
mandatory Enhanced Registration Framework (ERF) and a voluntary quality assurance scheme called
EduTrust.

Under the ERF, legal requirements pertaining to courses, managers, teachers, premises and
advertisements are stipulated in the PE Act.

The PE Act provides the CPE with the powers to impose a range of graduated penalties on errant PEIs to
match the severity of their non-compliance with the regulatory requirements.

The regulatory measures range from a direction by the Council to take remedial action, to laying down
additional conditions for registration, and even censure, financial penalty, suspension, and non renewal or
revocation of the errant PEI's registration or EduTrust certification. The most serious cases of non-
compliance or criminal offences may lead to prosecution in a court of law.

! ( /*-1(
PEls which have a significant impact on the Singapore education brand are required to be registered
under the ERF. These institutions fall under the following three categories:

PEIls offering education leading to the award of a diploma or degree, or full-time post-secondary
education leading to the award of a certificate;

PEls offering full-time preparatory courses for entrance/placement tests for joining the Ministry of
Education’s (MOE) mainstream schools, or for external examinations; and

Foreign System Schools (FSS) offering full-time primary or secondary education wholly or
substantially, in accordance with an international curriculum.

The four aims of the ERF are to:

raise corporate and academic governance standards;

enhance student protection measures;

compel disclosure of key information by private education institutions; and
require PEIs to seek renewal for their registration.

I #

The EduTrust certification scheme provides a trust mark of quality. PEIls need to achieve higher and
more comprehensive standards in their corporate governance and administration, academic processes,
student protection and support services, and financial viability. The EduTrust certification scheme
enables them to differentiate themselves as of a higher quality by achieving certification awards that
correspond to their standards in these key areas of management and student services.

For further information, please visit CPE website at: http://www.cpe.gov.sqg.
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In aiming to enhance the confidence of students, CPE has stipulated that all PEIs must sign a PEI-
Student Contract with both international and local students. The Student Contract is an important legal
document that lays out the important terms and conditions governing the relationship between the student
and SHRI Academy Pte Ltd. The Academy will honour all terms and conditions spelt out in the contract
and in all communication channels.

The PEI-Student Contract is in English version and available upon request as well as on CPE website:
http://www.cpe.qgov.sq. The Chinese and Vietnamese versions are also available at CPE website:
http://www.cpe.gov.sqg.

( & -(&.

The Fee Protection Scheme (FPS) serves to protect students’ fees in the event if the PEI is unable to
continue operating due to insolvency, and/or regulatory closure. The FPS also protects students if PEI
fails to pay penalties or return fees to the students arising from judgment made against it by the
Singapore courts.

The FPS is applicable to all students (regardless of nationality and the type of passes, i.e. dependent's
pass, student's pass, work permit, etc.). It is mandatory for all students to have their fees paid covered by
FPS.

SHRI Academy has in place a FPS as stipulated by CPE under EduTrust certification scheme by way of
an insurance facility with HSBC Insurance (Singapore) Pte Limited to indemnify the students for fees
paid to SHRI Academy Pte Ltd.

SHRI Academy shall collect fees in equal instalment amounts from the students with each collection not
exceeding the collection cap calculated according to the formula stipulated in the PEI-Student Contract.

More details on FPS, please refer to the FPS Instruction Manual at CPE website: http://www.cpe.gov.sq.

SHRI Academy has in place a Medical Insurance Scheme for all its students as required by CPE under
EduTrust certification scheme. This medical insurance scheme shall:

Minimally provide an annual coverage limit of S$20,000 per student;

At least B2 ward in government and restructured hospitals; and

24 hours coverage in Singapore and overseas (if student is involved in school-related activities)
throughout the programme duration.

Singapore Citizen/Permanent Resident (SC/PR) or non-Student’s Pass International students who are
protected by their own medical insurance in Singapore can opt out from the medical insurance scheme.
Evidence of the medical insurance must be produced prior to programme admission. The Medical
Insurance scheme is not mandatory for part-time students.

SHRI Academy has appointed HSBC Insurance (Singapore) Pte Limited as our medical insurance
provider for students. The insurance coverage will be for the entire programme duration.

Students can view the Medical Insurance Certificate at SHRI Academy website:
http://www.shri.org.sa/_shriacad_med_insurance.asp.

& ) -&.

As part of our efforts to care for and improve the overall well-being of our learners, we offer Personal
Counseling Service (PCS) through the SHRI Pastoral Counseling and Career Advisory Servic  es. We
hope that these will enhance your learning ability and employability. Please refer to SHRI Academy’s
website for more information pertaining to PCS.
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Students must ensure that the correct particulars and information are furnished to the respective
Programme Executive/Academy.

& &
Students must inform the Academy in writing should there be any change in their particulars (e.g.
residential address, office address, contact numbers, email address, etc.).

Students are to quote their name, NRIC/Passport/FIN number, programme title and intake he/she is
currently attending, in all the correspondences with the Academy. Failure to do so may result in delay in
communication or transmission of information (e.g. cancellation of classes, release of results, etc.) and
the Academy shall not be held responsible for such delay.

& &
Students are to ensure that their names are correctly reflected on the first day of class and notify the
respective Programme Executive should there be any error.

Non-compliance to the above may result in the wrong name being printed on transcript(s) and
certificate(s) as well as other documents. Any additional costs incurred resulting from the error shall be
borne by the student.

SHRI Academy is committed to maintain confidentiality of student's personal particulars and undertakes
not to divulge any of the student's personal particulars to any third party (except to government
authorities) without the prior written consent from the student. Students' particulars are solely for the
purpose of completing programme submission.

The main mode of communication is through email. Students must ensure that the correct email address
is communicated to the respective Programme Executive(s).

Information to be disseminated shall include but not limited to the following:

a) Schedule/timetable or any changes (i.e. date, time, venue, etc.)

b) Examination schedule or any changes (i.e. date, time, venue, etc.)
c) New or change in any policies & procedures

d) Upcoming events/activities

e) Information on assignments/projects

f)  Any other information

Students are to check their email constantly as the Academy shall not be responsible or liable for any
penalties or failure to meet deadlines arising from this matter.
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International students are required to apply for a Student's Pass (STP) issued by the Singapore
Immigration & Checkpoints Authority (ICA) if he/she wishes to pursue full-time studies in Singapore in an
EduTrusted Private Education Institution (PEI) that is registered with the Council for Private Education
(CPE).

New STP applications are to be submitted at least 2 months and not more than 6 months from the
programme commencement date.

Applicants are not required to be present in Singapore while their applications are being considered.
Hence, applicants are advised to apply for a STP before arriving in Singapore as no extension of stay will
be granted while the applications are in processing.

International students are required to note on the following conditions as stipulated by ICA:

(i You are only permitted to attend the programme at SHRI Academy as stated in the In-
Principle Approval (IPA) letter;
(ii) In the event, if you have completed the programme for which the Student’s Pass is issued for,

and wish to continue with another new programme at SHRI Academy, you are required to
inform the Academy to re-apply for a new Student’s Pass with ICA for the new programme.
Final decision on the approval of a new STP rests with ICA,;

(iii) You shall attend classes regularly;

(iv) You shall surrender the Student's Pass for cancellation within 7 days from the date of
cessation or termination of studies;

(v) You shall not engage in any form of paid employment or in any business, profession or

occupation in Singapore during the validity of STP pass, unless you are a holder of a valid
work pass issued under the Employment of Foreign Manpower Act (Cap. 91A);

(vi) You shall not engage in any activity which, in the opinion of the Controller of Immigration, is
detrimental to the security and well-being of Singapore;

(vii) While in Singapore, you are required to furnish the STP card for inspection to an Immigration
Officer or Police Officer for inspection within reasonable time when so requested; and

(viii) You are not allowed to overstay in Singapore after the Student's Pass has expired, unless
with written approval from ICA.

SHRI Academy is required to inform ICA if:

(i) The student has failed to attend classes for a continuous period of 7 days or more without
any valid reason; or
(ii) The student has not attended classes regularly i.e. where the percentage of attendance is

90% or lower in any month of the programme without any valid reason; or
(iii) The student’s study with SHRI Academy has been terminated.

Important Note:
Overstaying is an immigration offence. If the student overstays, he/she may be subjected to a
composition fine or prosecution in court.

Information is accurate at the time of print. 14




/ 2 & -#&.

Application to renew a STP is to be submitted via the SOLAR+ system 2 weeks before the expiry of the
existing STP.

It is the student’s responsibility to ensure that the STP is valid and renewed on time. SHRI Academy is
not liable to compensate or be held responsible if the STP has expired due to late renewal or that the
renewal application is rejected by ICA.

If the STP is expiring before the expected completion date of the programme, you will need to apply for
the renewal of your STP. Please adhere to the following procedures:

(i) You should approach the respective Programme Executive with your Passport and STP at
least one (1) month prior to the expiry of your current Student’s Pass to complete formalities
with the Academy for the application with ICA on the renewal of your Student’s Pass.

(ii) In general, renewal of a STP would take about 3 working days to process (excluding the day
of submission and collection) upon the receipt of a duly completed application by ICA.
Nonetheless, some applications may require a longer time to process.

(iii) If your application for renewal is rejected by ICA, you should be given a Social Visit Pass and
you will need to leave Singapore before the pass expires.

# 3 3&

Students who wish to apply for a new STP in order to take up a different programme or to study in a
different PEI, are to submit an application for the transfer of school/ courses/ programmes of study at
least 4 weeks before the course/programme commences.

When the application for a STP is approved, an In-Principle Approval (IPA) letter will be issued by ICA for
the student to complete the formalities and collect the STP card at ICA. The Security Deposit if required
would be indicated in the IPA letter to the applicant.

2 & -#&

International students are required to surrender their STP cards for cancellation within 7 days from the
date of cessation or termination of their study.

Your STP will be cancelled under the following circ umstances:

a) You have finished your course of study (as registered with ICA) with SHRI Academy;

b) You have decided to discontinue your studies at SHRI Academy;

c) You have violated the rules and regulations stipulated by ICA for Student’s Pass holders; or
d) You have been expelled from SHRI Academy.

International students returning to their home country permanently must surrender their STP card along
with Passport, return flight ticket/date of departure and Disembarkation/Embarkation Card to ICA for
cancellation. Alternatively, he/she may surrender his/her Student’'s Pass (along with return flight
ticket/date of departure) to the Academy for cancellation via the ICA online SOLAR+ system.

Information is accurate at the time of print. 15




The student/Academy can submit an application of Student’s Pass cancellation online via a new e-
service, namely e-Cancellation (the module can be accessed via ICA SOLAR+).

For those who are unable to do the cancellation online may submit the following documents to the
Student’s Pass Unit, anytime from Monday to Friday (8am to 4.30pm), Saturday (8am to 12.30pm) by
obtaining a queue ticket at the Self Service Kiosk 1 at Visitor Services Centre, 4th Storey ICA Building,
with the following documents:

A duly completed cancellation form;

Student’s valid travel document;

The Student's Pass Card;

Student’s Visit Pass and Disembarkation/Embarkation Card; and

A duly completed Disembarkation/Embarkation Card (IMM Form 27A), where applicable (will be
provided at ICA counters).

For further information and for the latest information on the above, please visit ICA website:
http://www.ica.gov.sg.

' # -#.

There is a range of information available for International students studying in Singapore. You may refer
to STB website: http://www.singaporeedu.gov.sg.
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All students must carry their SHRI Academy’s student card with them at all times in the
Academy’s premises. Students are required to produce their student card to any SHRI Academy
staff upon request.

Students are advised to adhere to the proper dress code. Singlets, shorts and slippers are
considered as inappropriate attire.

Food and drinks are not allowed in all classrooms for hygiene purposes.
Mobile phones and pagers are to be switched off or programmed to silent mode during lessons.

The Academy reserves the right to deny entry or usage of its facilities and/or equipment to any
student.

The Academy reserves the right to determine the followings:
Total enrolment number for each intake/class;
Rejection of applications without offering reasons; or
Expel students who misbehaved or failed to conduct themselves in a proper manner.

SHRI shall not be liable for any mishap, injury, loss or damage incurred by students during the
course of their programme at its premises.

Smoking is not permitted at its premises.

International students are to adhere to and comply with the rules and regulations pertaining to the
STP as stipulated in the Immigration Act (Chap 133).

International students travelling on a STP are not allowed to work or engage in any part/full-time,
contractual or temporary kind of employment.

Any change of local/loverseas address or contact details should be communicated to the
Academy immediately.

International students must notify the Academy when travelling overseas or returning to their
home country for vacation. Such request will be subjected to the Board’s approval on a case-by-
case basis.

Plagiarism is literary theft and is totally unacceptable. It occurs when people take the thoughts or
writings of another, from the internet or other sources, and presents them as their own, without
acknowledging the original source.

Plagiarism also includes passing the work of others as your own. Students should also not give
their work to other learners for reference or to copy. Students should not copy the work of others.

Plagiarism is a very serious offence and severe penalties are imposed for acts of plagiarism. If
you have any doubts about plagiarism, you may ask the lecturer to explain to you.
You are not allowed to copy from the sources mentio ned above - this is plagiarism and is

equivalent to cheating. Anyone _caught plagiarising will _automatically fail _the
project/assignment.

How to avoid Plagiarism

If you borrow words, sentences, or paragraphs directly from another source, put the borrowed
words in quotation marks and treat them as a quotation - indicate on the footnotes the source of
the quotation.

If you paraphrase the words or thoughts of another, reference your source. If you do not use your
own words in the paraphrase, you should use quotation marks.

If you take an idea from someone else, reference the source of the idea.
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The Academy takes serious view towards student signing attendance on behalf of another student and
disciplinary actions shall be taken on this.

The onus is on students to ensure that they sign the attendance personally for every class/lesson
attended. Students caught signing the attendance on behalf of another student will be subjected to
severe disciplinary action by the Academy.

Students should note the following:

- Ensure consistent signature is used;
- A signature instead of a “tick” is required to indicate attendance; and
- Signature must be signed using a pen instead of a pencil.

Under the Immigration Act of Singapore, all International students holding a STP must not be absent for a
continuous period of 7 days or more or that the percentage of attendance for the programme in any
month must not fall below 90% without any valid reason.

Medical certificate from medical practitioner must be produced when they are unfit for lesson(s).

The student will be required to surrender the STP for cancellation if he/she does not satisfy the
attendance requirement.

%

a) Self-sponsored students:  All students are required to attain a minimum of 75% class attendance
per module in order to be eligible for the examination. Students will be barred from the examination
and will be required to re-module if the attendance fall below 75%.

b) Company-sponsored students: All company-sponsored students are required to attain a minimum
of 75% class attendance in order to be eligible for the examination and qualify for SDF/SRP training

assistance.

Skills Development Fund (SDF)

0]

(i)

(iii)
(iv)

v)
(vi)

(vii)

Company-sponsored employees must fall into one of the following categories:
Singapore Citizens, or
Permanent Residents (PR) of Singapore

All companies must be registered or incorporated in Singapore to be eligible to apply for SDF
training assistance.

Companies must fully sponsor their employees.

Under the SDF scheme, companies may apply for SDF training assistance on behalf of their
employees via the SDF SkillsConnect at http://www.skillsconnect.gov.sg.

Companies must be registered users of the SDF SkillsConnect system.

Companies must ensure that application for the pre-approved courses on the SDF
SkillsConnect must be submitted preferably prior to the programme commencement date.

Companies must ensure that their sponsored employees meet the minimum attendance
requirement, satisfy all examinations and course work requirements and be in the
employment of the company for the entire duration of the programme. Company-sponsored
employees who resigned before the official course end date will be required to reimburse the
supported SDF Training Assistance to SHRI Academy Pte Ltd. Failing to comply with any of
these conditions set forth will render the companies in default and will be required to
reimburse the supported SDF training assistance to SHRI Academy Pte Ltd.
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Skills Redevelopment Programme (SRP) &
NTUC - Surrogate Employer Programme (NTUC-SEP)

For NTUC-SEP, application must be submitted via http://skillsupgrade.ntuc.org.sqg at least 30
working days _ but not more than 60 working days _ prior to the programme commencement date.
The application is subject to NTUC'’s approval. In case of any rejection, the student is liable to pay
the funding/supported amount to SHRI Academy Pte Ltd immediately.

For more information on SRP & NTUC-SEP schemes, please visit the following websites:
http://www.skillsconnect.gov.sg (SRP)
http://www.skillsupgrade.ntuc.org.sg (NTUC-SEP)

b) Students who are absent from class/lesson due to medical reason must submit their medical
certificate from medical practitioner to the respective Programme Executive/Academy within 3
working days. However, this would not be deemed as class attendance.

c) For sponsored students , please note that SDF and for those who are under the Surrogate
Employer Programme (SEP) e.g. NTUC-SEP/ Mendaki-SEP/ CDAC-SEP, WDA does not recognise
reasons such as medical leave (i.e. medical certificate), reservist, business trips, etc.

% ) mn

The Academy grants leave only in extraordinary circumstances and is decided by the Academic Board on
a case-by-case basis. For such request, students will need to write-in officially with reason(s) and
supporting document(s). Final decision rests with the Academic Board.

% )
When a student is absent from class due to medical reason, he/she must inform the respective
Programme Executive immediately and submit the original copy of the medical certificate from medical
practitioner to the Academy within 3 working days, failing which it may not be accepted for processing.

If the affected student is not able to submit the medical certificate within 3 working days to the Academy,
he/she must contact the respective Programme Executive/Academy of his/her medical condition.

Only medical certificates issued by registered clinics, polyclinics or hospitals will be accepted by the
Academy.
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The course schedule/timetable is determined by the Academy for the benefits on the majority of students.
It will not be changed to accommodate individual student’s request.

3
While the Academy strives to commit to the course schedule and lesson venue agreed/released to the
students, the Academy reserves the right to re-schedule or cancel any class without offering reason. In
the event where changes are unavoidable, the Academy will consider the interest of the majority and act
to minimise any inconvenience caused.

Should there be any changes to the schedule/venue, the Academy will make every effort to inform
students on the change.

3% 5
Students are not allowed to unilaterally change classes or attend lessons he/she is not scheduled to
attend. Sudden surge in class size in a particular class/lesson not made known to the Academy in
advance can result in possibilities of over-crowding in class size, insufficient seats or lesson handouts.

Under such circumstances, students who are not scheduled for the particular lesson/class may be asked
to leave the class/lesson and/or lesson handouts not issued to them. In this instance, the Academy will
not be responsible to schedule for a make-up lesson or compensate students for any lesson(s) not
attended.

Students will only be allowed to defer once for the entire programme, subject to the Academic Board'’s
approval. Request for deferment must be made before the commencement of the module or semester,
whichever is earlier. All requests must be submitted using the Request for Deferment Form and attached
with documentary evidence. An administrative fee of S$53.50 (inclusive of 7% GST) is payable for each
deferment request/application.

Request for deferment will be considered on a case-by-case basis and on the merit of case. The form
can be obtained from our reception and the students will have to state clearly reason(s) for the deferment.

Students will be notified in writing of approval. Approval is usually granted up to a maximum of one year
or stipulated deadline.

No deferment is allowed for International students; ICA does not allow deferment from studies for STP
holders.

# &

Students who have applied for the programme and wish to transfer to another programme must write
in officially before its commencement for approval.

Students who wish to transfer to another programme will be liable to pay for all module(s) that have
commenced/attended*. Subject to approval by the Academic Board, they may transfer the balance of
the un-utilised course fee to the new programme. Supplementary materials and registration fees are
non-transferable. A transfer fee of S$107.00 (inclusive of 7% GST) will be imposed.

Students who wish to transfer to another certification within the same programme are allowed to do
so. However, they will still be liable for modules/sessions attended.

* Modules commenced/attended refer to an application for transfer received after the module commences.
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Note:
a) Final decision concerning transfer rests with the Academic Board and is subject to vacancies
available.

b) The Academy does not encourage any transfer and reserves the right to withdraw the policy at any
time without explanation.
c) Every case will be treated on an individual basis and will not be set as a precedent.

( &
Programme fees payment will be due prior to the commencement of the programme. A Payment Advice
will be sent to individual participants, for making payment.

Fees payment must be made in full or by instalment(s) according to the predetermined plan as stipulated
under the PEI-Student Contract prior to commencement of the programme. A non-refundable
Registration Fee is to be paid at the point of submitting the application form for the programme.

A temporary receipt will be issued to students at the point of payment, and students are reminded to keep
these receipts for future references in the event of any payment discrepancies that may occur. An official
receipt shall follow.

The official receipt will include but not limited to the following:

(i). Student’s name;

(i).  Student’s identification number;
(iii).  Payment intention;

(iv).  Amount paid;

(v). Payment breakdown;

(vi). Date of payment;

(vii). Programme name; and

(viii). Programme identification number.

&
The preferred mode of payment is by cheque made payable to ‘SHRI Academy Pte Ltd’ . Cash can also
be accepted. Company-sponsored applicants claiming for subsidies from government support schemes
(e.g. SDF, SRP, SEP, etc.) must make payment on the unsupported portion of fees using their company’s
cheque.

(
Students are expected to make prompt payment of fees to the Academy. Students may be barred from
attending lesson(s), sitting for examination and/or progression to the next level, if he/she fails to satisfy
any outstanding financial obligation to SHRI Academy.

SHRI Academy reserves the right to bar students from attending examinations and/or withhold

certificate(s) and/or academic transcript(s) of these students till their outstanding financial obligations with
the Academy are fulfilled.
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SHRI Academy shall inform the student within 3 working days if:

(a) It fails, for any reason, to commence the Programme on the Commencement Date;

(b) It terminates the Programme, for any reason, prior to the Programme Commencement Date;

(©) It fails, for any reason, to complete the Programme by the Completion Date;

(d) It terminates the Programme, for any reason, prior to Programme Completion Date; or

(e) The Student’s Pass application is rejected by the Singapore Immigration & Checkpoints Authority
(ICA).

The Academy shall, within 7 working days of notifying the student in writing of above circumstances (a) to
(e), provide the student with information and details of the alternative confirmed programme arrangement
to allow the student to make timely and appropriate decision on the alternative arrangement.

(

Withdrawal For Cause

Subject to ‘Force Majeure’, students shall be entitled to immediately withdraw from the programme by
giving written notice to the Academy of his/her intention to do so if the Academy is in breach of any of its
obligations under the PEI-Student Contract or fails to perform its obligation(s) under the circumstances
under the above (a) to (e).

For circumstances under the above (a) to (e), the Academy shall, within 7 working days after notifying the
student, refund to the student:

the entire amount of the Course Fees; and
the Miscellaneous Fees

The Academy shall also, as soon as practicable after receiving the student’s notice of withdrawal under
the above (and in any event no later than seven 7 working days after receiving such notice) refund to the
student the amounts stated above.

Withdrawal Without Cause

Where the student withdraws from the programme for any reason other than those set out under
‘Withdrawal With Cause’ or ‘Force Majeure’, the Academy shall, subject to ‘No Double Claim’ as soon as
practicable after receiving the student’s written notice of withdrawal (and in any event no more than 7
working days after receiving such notice) refund to the student the following sums (less any applicable
bank administrative charges properly paid/payable):

Percentage of the Aggregate Amount of If Student’s Written Notice of Withdrawal is
the Course Fees Received
7506 (“Maximum Refund”) More than 14 days before the

Programme Commencement Date
Before, but not more than 14 days before the
Programme Commencement Date

0%

Cooling-Off Period

SHRI Academy shall provide the student with a cooling-off period of 7 working days after signing the PEI-
Student Contract. Within these 7 days and regardless whether the Programme Commencement Date
has passed, the student can submit written notice of withdrawal to SHRI Academy and receive the
“Maximum Refund” amount stipulated by SHRI Academy (less any Course Fees consumed by the
student if the withdrawal date is later than the Programme Commencement Date and the student has
started the Programme, any administrative charges which are stipulated in the Miscellaneous Fees and
any applicable bank administrative charges properly paid/payable under the Fee Protection Scheme).
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SHRI Academy values feedback from the students and stakeholders. As a result, the Academy has
instituted a feedback and grievance process to ensure that all feedback or complaints can be attended to
and resolved effectively in an amicably manner.

) 30 &

Discuss grievance or complaint with the Programme Executive and put up official
feedback via feeback@shri.org.sg or through the Programme Executive.

A
Programme Executive to investigate and revert within 3 working days.

Resolved Not Resolved
Case closed and documents Grievance/complaint escalates to
filed in respective P files. Manager-in-Charge.

\4

Manager-in-Charge will investigate
and revert within 3 working days.

Not Resolved
Grievance/complaint escalates to
Managing Director for review and
resolution.

Resolution/decision to be reached Meeting with Managing Director
within 7 working days. arranged if deemed necessary.

A

)
Course evaluation or feedback is usually conducted by the last or 2 " Jast lesson of the
semester/module . Students are encouraged to give constructive feedback on the trainer/lecturer,
programme, administration of the programme, facilities and course materials on the evaluation form.
Comments and suggestions will be treated in the strictest confidence.
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Students enrolled in SHRI Academy proprietary programmes will be assessed through a combination of
assignments/tests/quizzes, class participation and final examination.

The weightage of various assessment components will be made known to students under the module
outline of the respective module(s). Onus is on the student to read and understand the assessment
criteria, format and weightage of module/unit components. Students may refer to their respective
lecturer(s)/Programme Executive for clarification when necessary.

|"
Eligibility To Sit For Examinations

Students are required to attain a minimum of 75% class attendance to be eligible to sit for the
examination. International students are required to attain a minimum of 90% class attendance .

Gradings
Grades Marks
A (Distinction) 80% & above
B (Good) 70% - 79%
C (Credit) 60% - 69%
D (Pass) 50% - 59%
F (Fail) 49% and below
P (Pass) Pass at Supplementary Examination
Ex Exempted
@ Pass at Re-examination
A@/B@/C@/D@ Pass at Re-module / Re-MAP
ABS Absent

Supplementary Examination
A student shall be required to sit for Supplementary Examination if he/she fails the Main Examination.
The administrative fee for Supplementary Examination is $53.50 (inclusive of 7% GST).

Student who has valid reason and supporting documents for his/her absence from the Main Examination
and upon approval from the Board, the student will be able to sit for the Supplementary Examination.
He/she must inform the Academy/Programme Executive immediately and submit Leave of Absence Letter
along with medical certificate or proof of absence documentation to the Academy/Programme Executive
with 3 working days from the Main Examination date. The grading shall be as per the Main Examination.

A copy of the Supplementary Examination form can be obtained from our reception.

Re-examination

A student who fails any module(s) at the Supplementary Examination or is absent from the
Supplementary Examination shall be required to sit for Re-examination. The administrative fee for Re-
examination is $107.00 (inclusive of 7% GST).

A copy of the Re-examination form can be obtained from our reception.

Re-module
A student will be required to repeat (re-module) a study module/unit if he/she fails the Re-examination
twice.

A student who fails any module(s) at the Re-examination shall be recommended to attempt Re-module.
Student can also choose to re-module if he/she fails the Supplementary Examination. The appropriate
fee for the module will be payable. However, the student shall be required to complete the programme
within the time-frame of 2 times the programme duration or 1 year, whichever is later. Failure to attend
the scheduled Supplementary/Re-examination, fees paid will be considered as consumed regardless of
reason(s).
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A copy of the payment for Re-module form can be obtained from our reception.

Any pre-payments made shall not be utilised to pay any of the above Supplementary/Re-examination
fees or Re-module fees as stipulated above.

Absence From Examinations
Any student who is unable to be present at any examination(s) must obtain prior approval from SHRI
Academy for the intended absence.

Leave of absence may be granted on the following reasons:

Reservist service;

Medical grounds;

Bereavement of immediate family;

Business trip; or

Other reason will be subjected to approval on a case-by-case basis by the Academic Board.

All leave of absence must be supported by documentary evidence

The student, upon receiving approval, shall be allowed to sit for the Supplementary Examination and this
will constitute as his/her Main Examination. This examination will also be the student’s last chance of
examination as there will not be any Supplementary Examination.

Any student who absents himself/herself from any examination(s) without prior approval from the SHRI
Academy shall be deemed to have sat for and failed the examination.

The student who is not able to sit for the Supplementary Examination for whatever reason shall be
deemed to have absent himself/herself from the examination and, therefore, failed in that paper.

Rules Of Conduct During Examinations

Students will not be allowed to enter the examination room 30 minutes after the commencement of the
examination . Students are not allowed to leave the examination room during the first 45 minutes and
last 10 minutes of the examination.

Students must bring along their Identity cards and/or SHRI Academy Student Membersh  ip/ID cards
and place them at the top-right corner of the desk at the commencement of the examination.

Students are also required to enter their full signatures on the Examination Attendance Register, which
will be held by the Invigilator.

Students must not read the examination paper or commence wri ting until the Invigilator has given
permission to do so.

Students must not write their names on the answer booklets provided. Instead, they should write their
Student Membership/ID number and Identity card number on the space provided on each answer booklet.

No verbal communication or otherwise is allowed amongst students during the examination. Any
student who wishes to communicate with the Invigilator must raise his/her hand.

Students must not leave their seats without the permission of the Invigilator.
Eating, drinking and smoking are not permitted in the examination room.

No answer booklets, used or unused, should be taken out of the examination room. Students may retain
their question papers unless otherwise stated.
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Students will each be allocated a seat number for each examination and will be seated accordingly,
unless otherwise informed.

Unless otherwise informed, students are not allowed to take into the examination room any equipment,
books, papers, written documents, pictures, drawings or any unauthorised materials except writing
instruments and calculators. Calculators must be silent, cordless, non-programmable and without
printout. Students who bring in non-permissible items must surrender them to the Invigilator.

Students caught cheating in any way during an examination will be EXPELLED from the programme
by the Academy without recourse or refund. It will result in automatic failure for all papers including those
that have been taken and passed previously. The Academy reserves the right to inform the student’s
employer.

Examination dates are fixed and cannot be changed. However, the Academy reserves the right to

change if warranted by circumstances beyond its control. Students will be informed of such change at
least 2 weeks prior to the re-scheduled examination date.

Appeal
All appeals against the examination/assignment results shall be made in writing on the prescribed appeal
form and submit to SHRI Academy within 14 working days from the date of release of results.

An appeal shall be accompanied by a non-refundable fee of S$53.50 (inclusive of 7% GST) for each
examination/assignment paper.

Only one appeal per examination/assessment can be lodged.
Candidates will have no access to their answer scripts.

The outcome of the appeal will be made known to the student concerned within 3 to 4 weeks upon
receiving the Examination Appeal form and prescribed fee.

The decision of the appeal is final. No re-appeal is permitted.
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The certification will be awarded by SHRI Academy and graduates may use the title "abbreviation of the
Programme Title" after their names upon successful completion of the programme satisfying and fulfilling
the following:

Fulfilled and achieved all academic and attendance requirements of the programme, and

Cleared all outstanding payments.
There will be two Joint Graduation Ceremonies held for all programmes per year.
The certificate and transcript will only be issued during the Graduation Ceremony and not any earlier.
For those who are unable to attend the Graduation Ceremony may collect the certificate and transcript

personally after the Graduation Ceremony from the Academy, effective from the stipulated date as
stipulated by the Academy in the Letter of Invitation for Graduation.
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School of Human Capital Management

2 Serangoon Road
Level 6, The Verge
Singapore 218227

Phone: +65 6438 0012
Fax: +65 6299 4864
Email: shriacademy@shri.org.sg

Operating Hours:

Mon - Fri, 8:30am — 7:30pm (including extended hours)
Sat, 9:00am — 2:30pm

Closed on Sundays & Public Holidays Bus Numbers:

SBS 131, 166, 170, 56
TIBS 851, 960, 980

SBS 131, 139, 147, 23, 64, 65, 66, 66B, 65M, C3
TIBS 67, 857
NR 6

MRT Station: Little India Station (Exit C; 5 minutes walk)

Information is accurate at time of print.

School of Financial Services and Risk Management

141 Market Street, #12-00 * SHRT
International Factors Building Pt
Singapore 048944

Email: shriacademy@shri.org.sqg

Library

Please contact our reception.

Building

One Raffles
Quay

Lau Pa Sat

MRT Station: Raffles Place Station (Exit F; 5 minutes walk)

Information is accurate at time of print.
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Join SHRI's growing pool of over 3,000 members who form the dynamic HR community from a
wide-ranging sectors including manufacturing, healthcare, management consulting, retail, ministry
and statutory. Build network and relations with HR CEOs, Directors and Managers and enjoy the

comprehensive benefits & privileges provided just for SHRI members.

Be a SHRI Member and benefit from a vibrant network of experts and peers to sharpen your
competitive edge and keep abreast of the latest and the best in the knowledge and practice of HR
management and issues.

SHRI Membership facilitates the exchange of ideas and information, and provides an excellent
networking opportunity for HR professionals.

At talks, conferences and forums, Members get a chance to meet and exchange views and
information on HR practices and issues.

&) o

HR Advisory
SHRI Advisory | Complimentary HR advices are provided to organisations and individual pertaining to basic HR

issues and challenges.

HR Network and Learning

SHRI Dialogues & Engage Sessions | Dialogue & Engage sessions are organised to provide a platform for
members to provide views on new governmental policies and to be kept informed of the latest changes to legislation
and policies.

HR-In-Action & Members' Nite | Regular sessions for members to be kept up-to-date on the latest trends in the HR
scene and an opportunity to network with fellow HR practitioners.

HR Day @_SHRI | An annual event, workshops and HR product demonstrations are just some of the many activities
happening on this day for HR professionals to learn relevant tools and techniques.

APFHRM & WFPMA | SHRI's association with the APFHRM (Asia Pacific Federation of Human Resource
Management) and WFPMA (World Federation of Personnel Management Associations) creates opportunities for
members to have global link-ups and stay abreast of global HR developments and challenges.

HR Publications
human Capital Magazine | Bi-monthly publications covering relevant HR trends and issues to help members stay
abreast of the latest developments throughout the region.

Research & Practice in HRM Journal |  An internationally refereed journal featuring a range of multi-disciplinary
approaches to the effective management of human resources jointly published by SHRI and Curtin University of
Technology (Australia).

SHRI Research & Surveys | Participants of surveys will receive complimentary executive summaries of survey
reports and read about the latest findings in the HR scene on Staffing, Training, HR Profession, Workforce and
Employee Engagement, Leadership, Compensation, Benefits-In-Kind, Per Diem Allowances and more!

SHRI Membership Directory | Get to know fellow SHRI members via the SHRI's Membership Directory.

' ) )
Conferences & Seminars
Singapore HR Congress
SHRI Outlook
SHRI Forum
SHRI Leading HR Practices Summit
SHRI HRD Conference
SHRI Global HR Conference
SHRI Regional HR Professionals’' Roundtable
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SHRI Centre for Shared Services
Research & Surveys
Training Facilities
Partnership & Sponsorship
Advertising & Outreach
SHRI Talents
Career & Workplace Advisory Centre
Portable Medical Benefits

SHRI Academy Certificate Programmes

SHRI Corporate Learning Workshops & Consultancy

SHRI Publications

Additional Benefits
10% bonus share (minimum purchase of 100 shares) when you become a Member of SPEC, plus a host of
other SPEC benefits and privileges.
International Diners Card-SHRI Affinity Credit Card (terms & conditions apply).

&)

Join SHRI as a member and enjoy the privileges with our participating merchants. Please visit SHRI website:
http://www.shri.org.sg for a list of privileges and participating merchants.

Visit SHRI website: http://www.shri.org.sqg
for the latest Promotions, Discounts, Events,
Privileges, Benefits
and many more....!
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Advocate. Connect. Enhance

Singapore Human Resources Institute (SHRI)

The Singapore Human Resources Institute (SHRI) is a not-for-profit professional organisation that owns a
strong network of over 3,000 members and organisations that collectively represent the interest of some
750,000 employees in Singapore. Founded in 1965, SHRI promulgates sound, effective and appropriate
human resource practices. An active player in the HR scene, local and regional, SHRI organises events such
as The Singapore HR Congress and Business-Connect Exposition, SHRI HR Awards and SHRI HR Challenge
as a platform to connect the HR community and to enhance their capability and professional development.

With an excellent track record of helping HR practitioners and organisations manage, influence and build
people for the last 45 years, SHRI continues to ace the HR industry, partnering world-class organisations,
advocating progressive HR to leading HR thinkers and influential leaders, connecting them and enhancing their
knowledge power to stay abreast of current HR issues and government policies. At SHRI, we drive the HR
agenda.

SHRI Corporation Pte Ltd (SHRI Corp)

SHRI Corporation Pte Ltd has a sharp focus on developing people and enhancing their skills set as well as to
help organisations manage change and remain sustainable. It provides a wide range of workshops,
programmes and HR consultancy services for the personal and professional development of organisations and
its employees.

¢ Public Workshops
Gain new skills through our diverse range of public workshops, ranging from human resource
development, customer service to communications. Enrol in our workshops to network and share ideas
with our qualified and experienced trainers.

¢ Customised In-house Training
SHRI Corp offers customised coursewares to suit a company’s specific training and education needs. The
training can be conducted either at SHRI's training centres or our campus. Our curriculum is designed to
inform and update trends and issues relating to human resource management and development.
Participants will gain practical skills and first-hand knowledge.

¢« HR Consultancy Services
SHRI Corp can assist your organisation in establishing and implementing systematic HR procedures and
processes. Through collaborations with a global network of consultants, practitioners and trainers, SHRI
Corp can effectively blend training and consulting services to deliver complete, integrated and holistic
solutions to meet your corporate and people development needs.

SHRI Academy Pte Ltd

SHRI Academy Pte Ltd, a wholly-owned subsidiary of SHRI Corporation Pte Ltd, is a training institution that
caters to the learning and development needs of a wide variety of adult trainees and learners, including
industry leaders and senior managers, working professionals and academic students, both local and
international.

With a comprehensive training and education curriculum, SHRI Academy offers a diverse range of academic
programmes — from basic certificate to master degree levels under its two Schools, namely - the School of
Human Capital Management and School of Financial Services & Risk Management. SHRI Academy works
with prestigious partner Universities like Macquarie University (Sydney) and Edinburgh Napier University (UK).

enquiries@shri.org.sg shricorp@shri.org.sg shriacad emy@shri.org.sg

Tel: +65 6438 0012 Fax: +65 6299 4864 http://www.shri.org.sg

2 Serangoon Road, Level 6, The Verge, Singapore 218 227

Information is accurate at the time of print. 31




