SBMS Strategic Business Management School
STUDENTS’ 

HANDBOOK

Mission Statement

“SBMS strive to create a learning environment where our students are constantly challenged and inspired to achieve their very best. SBMS want to be the starting point for many who aspire to gain an international qualification and be the learning platform for students from Asia. SBMS develop collaborative relationships with foreign institutions, through mutual understanding, support and synergy to offer an even more dynamic learning experience in Singapore”
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GENERAL INFORMATION FOR STUDENTS

The CASE Trust for Education scheme has been customized specially by the Consumers Association of Singapore (CASE) for the education industry in Singapore. The scheme aims to enhance the confident of international students and their parents in the quality of education in Singapore. The scheme also aims to put in place proper systems and practices to look after the welfare and interest of international students in Singapore.

We provide in this handbook relevant information that impacts the international student following the implementation of the Case Trust for Education scheme since December 2004, and to bring to our students’ awareness of the policies and practices that are to be adopted by all private education organisations (PEOs).

We have designated staff to assist our students on matters that pertain to courses, fees or on student welfare matters so that they can devote full attention to their studies.

ABOUT SBMS

At SBMS, we know the importance of the right education to meet the demands of the new economy. We  strive to create a learning environment where our students are constantly challenged and inspired to achieve their very best. Our range of diploma and certificate programmes offer diversity in content, delivery and competency.

SBMS is registered with the Ministry of Education, Singapore. Our Diploma / Advanced Diploma and certificate programs are designed to equip our students with the necessary skills and knowledge to advance their studies and career.

Conveniently and strategically located in the Central Business District, SBMS houses an array of comprehensive and conducive facilities for learning. Our facilities include seminar rooms, lecture rooms, library, computer station, café restaurant/kitchen/house keeping/front office for training purposes, student hostel with swimming pool and a student service centre. Our dedicated and team of lecturers, academics and staff respond to the needs and aspirations of our students. 

SBMS wants to be the starting point for many who aspire to gain an international qualification.  With the advantage of Singapore as the education destination, and the many benefits available in SBMS, we strive to be the learning platform for students from Asia.

The Board of Directors is made up of prominent entrepreneurs, and academics.  Our expert pool comprise of 4 full-time lecturers, 8 part-time university professors and over 10 experienced overseas lecturers. Adalynn Tan HY, the principal of SBMS has been in the IT management industry for 14 years. 

SBMS wants to have partnerships and strategic alliances through collaborative relationships with foreign institutions, through mutual understanding, support and synergy to offer an even more dynamic learning experience in Singapore.
SBMS has the support from Hotel Grand Central Limited (www.grandhotelsinternational.com). HGC Limited owns & operates hotels & properties throughout South East Asia & Australasia. Incorporated on 13 June 1968, the company listed on the Singapore Stock Exchange in 1978.

The group owns, operates, manages or has equity interests in 13 hotels throughout Malaysia. Hotel Grand Central Limited expanded its hotel & commercial property interest into Australia & New Zealand in the early 1990’s. Grand Central Management (Australia) Pty Ltd & (New Zealand) Limited were established to manage the various hotel & commercial property interests in the respective countries.

The Group has a vested interest in maintaining a long-term investment strategy in Australia & New Zealand, and to further develop its expertise in these booming hospitality industry. At 2002, Hotel Grand Central Limited, through its management subsidiaries & affiliated hotels, owns, operates, represents, or has equity interests in 28 hotels, which amount to 4885 hotel rooms.

Message by the CEO
SBMS was established to offer quality education programme that are enhanced through our linkages with several overseas institutions that are renowned for their specialist courses.

We are committed to provide a high standard of service to our students by promoting a conducive learning environment through a low student-teacher ratio of 12 to 1. Our classroom size and number of rooms are kept to the capacity of 12 and 1 respectively, to foster a right balance for positive group learning. We have developed transparent redress policies that were disseminated to our students through our student handout, web site, etc. so that matters concerning their welfare do not distract their full concentration on their studies.

All information pertaining to courses, tuition, non-tuition fees and other charges are contained in the student’s handbook, course leaflet and other literature. 

Our teachers and lecturers are selected based on their subject expertise, experience and dedication. 

The Board of Directors is made up of prominent entrepreneurs, and academics.  Our expert pool comprise of 4 full-time lecturers, 8 part-time university professors and over 10 experienced overseas lecturers. 

We spare no efforts to provide what is best for our students in their aspirations to achieve their dreams and ambitions.

Adalynn Tan HY

Chief Executive Officer
SCHOOL ADDRESS

.

22 Cavenagh / Orchard Road

#01-08 Hotel Grand Central

Singapore 229617

Tel: 67330079

Fax: 67332050

Email: atan@strategicbdev.com

SERVICE GUARANTEES

· Students are accepted if they possess qualification as stipulated in the Standard Student Contract.

· We match students’ needs and proficiencies for the courses offered by means of a suitability test.

· We shall notify student at least 7 days in advance of any delay in course commencement date. Such delay shall not exceed 14 days.

· We make appropriate refund of tuition and non-tuition fees and other additional charges for cancellation, non-completion and termination of course without good reason.

· Students who have completed the prescribed examination and have achieved at least 90% attendance shall be awarded certificate or diploma as stated in the course / student handout. 

· Our teachers are highly qualified experts in their field.

· The total hours of teaching instruction shall adhere to the time-table provided to students on enrolment.

· We offer to students facilities and support service to foster a conducive and pleasant learning experience.

SBMS is committed to its Service Guarantee. Our staffs have been trained to adhere to these guarantees. We take any feedback on compliance with these guarantees seriously and will address any non-performance issue to the satisfaction of our students.

Any compliant received will be thoroughly investigated and corrective action taken. 

REFUND POLICY 

A. FULL REFUND for

· Non-commencement of Course without reason on commencement date, failure on the part of SBMS

· Non-completion of Course without reason by completion date, failure on the part of SBMS

· Termination of Course without reason prior to course completion, failure on the part of SBMS

· Breach of obligation under the Student Contract, failure on the part of SBMS

Time Frame for Refund   Within 14 days

Amount:    
Entire amount of the Tuition Fees and Deposit; and

Non-Tuition Fees and/or Additional Fees (less any bank charges payable under Standard Student Contract)

B. REFUND due to Student’s withdrawal

· Such refund will be make due to reason not due to the failure on the part of SBMS

· Refund made within 14 days on receipt of notice

· Amount of Refund based on Student’s written notice of withdrawal given in Table below.

	% (Aggregate Sum of Course Fees and Additional Fees as per Clause 1.7 and 1.10 of Student Contract)
	Receipt of Student’s written Notice of Withdrawal

	90%
	More than 21 days before the Commencement Date

	80%
	Before, but not more than 10 days before the commencement date

	50%
	After the Commencement Date

	40%
	More than 3 days after the Commencement Date, but not more than 21 days after the Commencement Date

	0%
	More than 21 days after the Commencement Date


TRANSFER / WITHDRAWAL POLICY

1. A student who transfers from an existing course to a new course shall be considered to have withdrawn from the current course and refund policy shall apply as per Standard Student Contract.

2. A student who withdraws from this school to enroll with another shall ceased being our student and cancellation of the student pass, return of security deposit (if applicable) will be made accordingly. 

3. Students who wish to apply to transfer to another school will have to fill in the Transfer Request Form. The applicants will be interviewed by the school manager upon receipt of the transfer request to understand the circumstances leading to the transfer request. The applicants will enroll in the new school and submit to us the completed student pass application form, endorsed by the new school. We will endorsed the transfer and terminate the student from the current course.

4. Any refund that results from circumstance under clause A of our refund policy will be make in FULL, otherwise students will be refund according to clause B of our refund policy as apply per student contract.

PRE-REQUISITES AND PRE-PLACEMENT FOR VARIOUS COURSES

Students are to refer to the current course prospectus and schedule 1 of Annex A of the Standard Student Contract.

ORIENTATION PROGRAMME FOR STUDENTS

Name of Student _________________________Date Joined: ____________
	Date/Time
	Topic
	Remarks

	
	Welcome Address

Benefits of Student Protection Scheme /

Student Pass Requirements / Procedures
	

	
	Course & Qualification of Award; Graduation

Tuition/Non-Tuition Fee Payments
	

	
	Adjusting to the Singapore environment

- The Do’s and the Don’ts
	

	
	L   U   N   C   H         B  R  E  A  K
	

	
	Student Welfare Needs – Accommodation, Recreation & Leisure Activities, etc
	

	
	Complaints and Grievance Procedures

Redress Policies
	

	
	Courses and Post Graduate Opportunities
	


      I have attended the above Orientation Programme

      ________________

     Signature of Student

    __________________

    Programme Supervisor

    ___________________

    Signature & Date

STUDENT PASS APPLICATION PROCESS
	Step 1:


Step 2:



Step 3:




Step 4:


Step 5:




ACCOMMODATION

SBMS maintains a good choice of student hostel to cater to the needs for accommodation by international students. Students can approach the student counselor to get assistance in securing a room from our list of hostels, when they registered for our courses.

However, students are free to choose to stay with relatives/guardians, or to rent an apartment / room of his/her choice. We can assist the students to rent an apartment or room.

GRIEVANCE/COMPLAINT MANAGEMENT PROCEDURES

We treat any student grievance as important feedback to us. We have staff assigned to manage student welfare including handling grievances and complaints and have a system and procedures to tackle these issues.

· For any complaint or grievance – whether it is verbally lodged; or by letter; by fax or email, we will document the nature of grievance, complaint and given an interim acknowledged that the matter is being investigated

· The Student Welfare Staff (SWS) will be required to conduct the necessary investigation to establish the circumstance and facts of the case and submit report not later than 2 days to the School Manager. The latter will verify the report and ascertained that there are basis to accept or dismiss the complaint or grievance. 

· School Manager will offer a solution based on the findings of the investigation conducted to the Student for acceptance. If the solution is accepted or otherwise, a record of proceedings will be made by the Student Welfare Officer and endorsed by the School Manager.

· If the Student accepted the solution offered by the School Manager, no further action will be pursued except filing the proceeding for record.

· If student refuses to accept the solution offered by School Manager, the latter will review the case and take into account any new finding, if any, and make reference to the Director of the School for concurrence to offer alternative solution.

· If the Student still refuses to accept the later solution offered by the School Manager, suggest to the Student to refer the complaint/grievance to Case Mediation Centre for a resolution prior to instituting any legal action /proceedings.

NOTE:   Proceedings from the beginning of a complaint/grievance are recorded in our Complaint Log which provides information on nature of complaint/ grievance and time taken to resolve it. Statistics on the number of cases occurring in a month and average time taken to resolve them are available.

CASE MEDIATION CENTRE

We wish to inform our students that we treat any grievance, complaint as a feedback to be looked into seriously. Every attempt will be made by our School to resolve our student’s problem in an amicable and manner that is fair and satisfactory to all the parties concerned. If a student feels that the resolution offered by our School is not a fair one and could not be accepted; we are agreeable to refer the complaint / grievance to the Case Mediation Centre for a resolution. 

The fee structure for services rendered by CASE Mediation Centre to resolve disputes with students is shown in the Table below.

Table: Fee Schedule of CASE Mediation Centre

	
	             Student
	                  PEO

	Claim Range
	Case member
	Non-Member
	Case Trusted
	Non-Case Trusted

	$
	$
	$
	$
	$

	5,000 and below
	15
	35
	30
	35

	5,001-10000
	15
	50
	45
	50

	10,001-20,000
	25
	100
	90
	100

	20,001-30,000
	125
	200
	180
	200

	30,001-40,000
	225
	300
	250
	300

	40,000 and above
	325
	400
	350
	400


PROCEDURES AND IMPLICATION OF STUDENTS’ WITHDRAWAL FROM COURSE, NON-ATTENDANCE, TERMINATION OF COURSE BY PEOS AND REFUND POLICY

Students who wish to withdraw from their course must give written notice of their attention stating the reason for their withdrawal. As a general rule, the notice of withdrawal should be given as early as possible as it impacts on the amount of refund payable to them. The details of the percentage of refund and the required number of days’ written notice to be given by the student is clearly stipulated under our refund policy reflected in the student’s handbook, communication materials and in the website:

http://www.strategicbizschool.com.

A student must have at least attained 90% of classroom attendance as a condition of the Immigration & Checkpoints Authority (ICA) for the issue of student pass. It is thus important that the student must adhere to this ruling since the implication of this is the loss of the student pass status. Our Academy/Centre/School takes a serious view of a student’s non-attendance. In all cases, a student must have a valid reason for not attending class and must produce documentary evidence (e.g. medical certificate from a registered practitioner, exam attendance, etc.) to account for the absence. 

A student who did not attend for five consecutive days of classroom lessons without valid reasons may be treated as having withdrawn from the course. This will have an adverse impact on the student pass since we will notify the ICA of the student’s study status that may lead to the cancellation of the student pass.

In the event of any non commencement, termination of the course by us without good reason, we will undertake to make a full refund of the course fee paid by student as per our Refund Policy which is prominently display in our premises and in our communication materials. 

STUDENT PROTECTION SCHEME (SPS)

Opening of ESCROW Account

As required under the Case Trust for Education, we have signed up with Development Bank of Singapore (DBS) Bank for the Student Tuition Fee Account (ESCROW) to protect the fees paid by you against any discontinuation of studies e.g. rejection of student pass application by the ICA, legal closure of school, cessation of school’s operation, etc.

Payment Schedule

Upon confirmation of your admission, we shall open a Student Tuition Fee Account (ESCROW) for you with our designated bank. You will sign a Student Escrow Confirmation form when you apply to join us for payment of the tuition fees into your ESCROW account.

Your tuition fees received from your ESCROW account will be deducted based on the following payment schedule

· Initial 30% of the tuition fees received will be paid by the 5th day of your course commencement date

· Balance 70% of the tuition fees will be paid in equal instalments over your  duration of course on first day of each subsequent calendar month

Mode of Payment

There are many ways that you can pay your tuition fees into your ESCROW Account

· Cheques, Cashier’s Order & Singapore Dollar Bank Draft

· Internet Banking

· Telegraphic Transfer

· ATM

STANDARD STUDENT CONTRACT

An international student is required to sign the Standard Student Contract before course admission.  Local students can opt-in for similar Standard Student Contract. Both samples of contract can be viewed at Consumers’ Association of Singapore (CASE) Trust website:  www.case.org.sg/casetrust5.htm

DISCOUNT POLICIES

Our policy on discounted prices is given in the Student’s handbook/ advertisement and stipulated at Schedule 2 of Annex A of the Standard Student Contract, where the net Course fee is shown

We do not normally give discount and all students will be paying the same fees irregardless of nationalities.

However, discount might be given during our school road show or recruitment drives.  Under such circumstances, discount given will be valid only for the event period and subject to conditions.

PAYMENT METHOD

For Payment of Non Tuition Fees:

Payments by Cash / Cheques/ International Money Orders/ Postal Order/ International Banker Draft are accepted in Singapore Currency only. 

No GST Charges.

Remittances in the form of Bank Telegraphic Transfer or Money Transfer must be made to the school banks account.


Bank Name: 


United Overseas Bank Group

Bank Account No. 

9203-503-608

Bank Account Name: 
Strategic Business Consultancy Pte Ltd
For Payment of Tuition Fees:

There are many ways that you can pay your tuition fees into your ESCROW Account

· Cheques, Cashier’s Order and Singapore Dollar Bank Draft

· Internet Banking

· Telegraphic Transfer

· ATM

NON TUITION FEES

Student can refer to the CASE –PEO Agreement (A copy of which can be requested from the school or download from our website).

The Non- tuition fees schedule is also available from the school.

	Student Pass processing fee
	S$80

	Bank Service charges for the Banker’s Guarantee
	S$120

	Exam Fees
	S$690

	Course Manuals & Material Fee
	S$260

	Course Registration Fee

	S$260

	Escrow Student Course Fee Insurance  (by DBS Bank)
	S$120


SECURITY OF STUDENT DATA

· Student data are treated with strict confidence

· Access restricted to only designated staff 

· Student particulars are for internal use only

· Consent shall be sought for outside school matters

ATTENDANCE

You will have your timetable issued during your Course Induction. Any changes to this will be issued by your Course Administrator.

Should you not be able to attend lessons for any reason you must let us know at once and if required must be supported by a medical certificate. This is important if you need special consideration in your learning because of this absence. Excessive absence without notification may lead to disciplinary action being taken and you being asked to leave the programme without any return of fees.

Medical certificate must be issued by the hospital/ outpatient clinic/ general practitioner.

International students must attend a minimum of 90% of the scheduled course hours at all time. If international students are absent from the course for consecutive 3 days without valid reasons, the school will make an effort to contact the students. However if the school could not contact the students, the school will cancel the student’s pass on the 7th day of absence. As such, it is the duty of the students to update their personal particulars to the school.

TIME AND PUNCTUALITY

It is considered impolite to be late for appointments, lectures or seminars. If you are behind with a piece of work, talk to your lecturer or tutor before the deadline and obtain an extension so that late submission can be considered subjected to approval. You may be penalized for handing in work late if you have not received permission to do so. If you have a personal problem which prevents you from completing work you should consult your doctor or the counselor.

STUDENT DISCIPLINE

To provide a system for dealing with students who commit a specific misdemeanor or who’s standard of work, attendance or behavior is unsatisfactory at the school or at any work experience placement.

The disciplinary procedure is used when problems seem to be serious or likely to become serious and would not normally come into operation until the student has failed to response to advice and warnings of teaching or other staff in the course of their duties.

Stage 1 –verbal warning

When a student’s problem is identified, a warning will be given to the student. A notification of Disciplinary Action Sheet is completed by the course tutor to explain why the student has been disciplined. This notification must be signed and dated by the tutor and student.

Stage 2- Interview and Written Warning

Where a student’s unacceptable behavior is serious or persistent, the student will be interviewed, (possibly with a parent present if appropriate) and will be given the opportunity to explain his/her case. Subject to the outcome a notification of disciplinary action, the course leader will issue a written warning defining the unacceptable behavior after investigation and consultation with the tutor and teaching staff responsible for the student.

The written warning will contain the statement that any further unsatisfactory conduct may lead to suspension or dismissal from the school. The student will sign to acknowledge the written warning, which will be filed in the student’s record.

Stage 3 – Suspension or Dismissal

Where misconduct is very serious or has occurred after the issue of a written warning, the student may be immediately suspended from the school normally for up to one week by the course leader responsible for the student’s course.

The incident and the student’s record will then be reviewed by the course leader in consultation with the principal.

The student will be interviewed within the initial suspension period where they will be given the opportunity to put their side of the case and they may be accompanied by a parent, guardian or other suitable advisor.

Formal dismissal of a student (expulsion) will only occur after the circumstances of the case have been reported to and approved by the principal. The student will be informed of their right to appeal against the dismissal.

An appeal against dismissal must be addressed to the principal and received within 21 days of the date of dismissal.

Note: Certain misdemeanors will be considered sufficiently serious to classified as gross misconduct and dismissal may result from the stage 3 procedure without the issue of a verbal or written warning. In such cases police will be informed and necessary action will be taken. Offences in this category include:

a. Physical assault on students or staff

b. Racial or sexual harassment

c. Theft

d. Willful damage to school property or equipment

e. Drug related matter

UNDERTAKING

We undertake to provide accurate, reliable and complete information to help our prospective students to register themselves for a program with SBMS.

We will take stern actions against all our staffs or agents who misrepresented the school. 

SMBS takes all precaution in designing its publicity materials. However, if despite our best effort, any misrepresentations were to occur, we undertake to take responsibilities to resolve it to the satisfaction of affected students.

Student Marketing Materials





Information on school and courses


Information on SPS (Student Protection Scheme)


Application Procedures





Applies to School


Course Application form


Student’s Pass application details


Student Escrow Confirmation with Payment Schedule (Escrow only)





School Applies on behalf of student:


Student’s Pass (ICA)


SPS (with bank or insurance)





Selected by School and receives:


Letter of Offer 


Standard Student Contract OR  CASE-Approved Student Contract





School notifies student of successful approval for student pass and SPS. PEO sends to student the relevant supporting documents





Student ready to enter Singapore & commence course
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