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Joint Message from the Chairman and
Chief Executive Officer & Executive
Director
BMC International College
It is our pleasure to welcome you to BMC International College
(BMC) – not merely a College but your second home!
This handbook has been prepared to provide you with a valuable
source of College news and timely information. It has been
developed to enable everyone to become familiar with our College,
its policies, and other procedures that are basic for the smooth
functioning of our College.
Our College has a very long tradition and our staff take great pride
in providing a safe and secure learning environment, while at the
same time offering a wide array of exciting and challenging
academic programmes.
Our extensive menu of both academic and non-academic courses is
unsurpassed. Our entire staff are committed to establishing a school
environment that allows our students to flourish and to grow
intellectually,
emotionally,
and
socially.
Our
website
www.bmc.edu.sg will be updated regularly so as to provide visitors
with updated notices and bulletins and other news on a variety of
subjects.
For BMC students, we wish you every success in your studies and
remember to make your precious time at BMC enjoyable.

S M MARICAR
Chairman
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Khatijah Phua Annie (Mrs Ma)
Chief Executive Officer &
Executive Director
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Message
from
Representative

the

Management

BMC International College
I welcome you to BMC International College. We provide
preparatory courses examined and awarded by our educational
partners with outstanding reputation.
When you choose a course at BMC, I want your learning to be
fulfilling and memorable. Thus, you need to:
•
•
•
•
•

•
•

dedicate and commit your time to attending all
classes/lectures;
complete and submit all assignments on time;
see your lecturer/teacher or academic support staff when you
want to clear your doubts about your studies;
be active in your own learning by taking part in all class
activities;
inform our academic support staff or customer service
executive your concerns and issues so that they can be
resolved speedily. Our staff listen because we care about you
and you are very important to us;
make an appointment with our trained counsellor if you feel
your problems will affect your studies; and
make full use of your time at BMC wisely.

I wish you every success in your studies.

Z Shah
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Message from the Vice Principal
BMC International College
Welcome to BMC International College which is registered with
the Committee for Private Education, Singapore (CPE). As its Vice
Principal, I assure you that we provide quality courses, student
support and facilities to our students
BMC is an ideal place to further your education and give you the
skills and quality qualifications you need to stand out in the current
and future employment market, whether here in Singapore or
overseas. We offer you a myriad of courses from certificate to
postgraduate for you to choose from. Rest assured that our course
fees are affordable because we believe quality education should be
available to everyone.
We are different from other private education institutions in
Singapore. We offer you a friendly, welcoming atmosphere and
facilities which are conducive for learning and teaching. Not only
do we advocate holistic education, but we also advance the interest
of life-long learning.
I hope to welcome you to BMC International College as our
student and wish you every success in your pursuit of a quality
education for a brighter future.
A. Adaikkalavan
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BMC International College
BMC International College with its history that dates back to 1966
is registered with the Committee for Private Education, Singapore
under the Enhanced Registration Framework with Registration
Number 200006772H. Its registration expires on 19 May 2022.
Humble beginning
BMC International College has a humble beginning, starting with a
vision of its founder, in providing affordable education for the
masses during the 1960s. BMC International College has today
become an established private education institution in Singapore.
Centres
As of June 2018, there are two BMC centres strategically located in
Singapore and are within walking distance to and from the train
(MRT) and bus stations. These centres are equipped with teaching
facilities, computer laboratories, one science laboratory, Electronic
Engineering laboratories and air-conditioned classrooms.
A Pool of Qualified Teachers
BMC’s teaching staff go all the way to help students achieve their
academic goals. BMC’s Academic and Examinations Board vets and
approves all teaching staff.
BMC’s Dedicated Staff
Behind BMC's success is its dedicated staff. They provide
unflinching dedication and commitment in their work to see that
students’ education and welfare are taken care of.
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Myriad of Courses
BMC International College offers a wide range of courses which
includes Accounting, Business, Computing, Counselling,
Engineering, Hospitality and Tourism Management, and
Psychology. The qualifications are awarded by world-class
examining bodies which include Autodesk (USA), the
Confederation of Tourism and Hospitality (UK), Pearson BTEC,
Pearson LCCI, NCC Education (UK) and University
of
Hertfordshire (UK).
Courses that are below diploma level and which are less than one
month or 50 hours in duration do not need the Committee for Private
Education’s permission prior to being offered.
Conducive Learning Environment
BMC International College believes in providing conducive learning
environment where students are not only prepared for examinations
but also equipped with life skills they need to be successful in their
chosen careers. The teacher-student ratio of 1:30 is maintained for
most programmes to ensure maximum attention and interaction.
However, it is 1:20 for Engineering laboratories and between 1:10
and 1:25 for computer laboratory sessions.
BMC Graduates
Graduates of BMC International College enter the work force with
confidence. They occupy positions in government, business,
industry and academia. BMC International College remains
committed to providing quality education to students from
Singapore and beyond.
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Vision, Mission, Core
And Desired Culture

Values

Our mission enhancement cuts to the heart of how we approach our
everyday business, by reaffirming our vision and mission and core
values. The core values are significant, as they address our thoughts
on student and employee development to help BMC achieve
ongoing excellence.
Vision
To be a leader in holistic education.
Mission
To provide affordable quality education and advance the interest of
lifelong learning.

Core Values and Desired Culture
BMC staff are guided by our core values in their every day dealings
with both internal and external customers. The core values thus
define BMC’s desired culture. Our staff translate the values as
follows:
Approachable
o BMC is approachable because our staff know the
importance of being friendly, kind and helpful to all. BMC
staff strive to provide excellent customer service in order to
meet or exceed customer expectations.
Affordable
o BMC is affordable because we always compare our fees to
our competitors and ensure our fees are lower. We also
consider our customers’ financial constraints when making
any decisions.
© BMC International College, 2018-2019
19th Edition, Dec 2018

12

Active
o BMC is active because we are a dynamic organisation.
BMC has been enriching lives since 1966. This shows our
root (humble beginning) and our commitment to the whole
society. We always keep ourselves abreast with what is
going on in the private education industry, strive to
improve ourselves continuously and promote studentcentric learning culture.
Respect
o BMC values and respects every one. Our staff are guided
by the belief that to gain respect from others we need to not
only respect ourselves but also others.
TEAMwork
o BMC works as a team because Together Everyone
Achieves More!
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Educational Goals
1.

To be a leader in holistic education
•
•
•

2.

To offer industry-relevant courses
•
•

3.

by preparing students to meet the challenges of life as well
as academics;
by conducting student-centred classes that empower
students to be active participants; and
by developing educational activities that encourage
students to participate in their own

by developing courses which prepare students for life and
career; and
by equipping students with industry-relevant knowledge
and skills as well as imparting soft skills which are
essential to meet the challenges of the industry.

To prepare students to be lifelong learners
•
•

by educating students that learning is a lifelong process;
and
by developing enrichment activities centred around lifelong
learning.
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Confidentiality of Information Personal Data Protection Policy
BMC complies with the Personal Data Protection Act 2012
(PDPA). Personal data refers to data, whether true or not, about an
individual who can be identified from that data; or from that data
and other information to which the organisation has or is likely to
have access. Personal data in Singapore is protected under the
Personal Data Protection Act 2012 (PDPA). - See more at:
http://www.pdpc.gov.sg/personal-data-protection-act/overview.
Accountability
1.

We will be responsible for all personal data collected. All
personal data collected will be used and processed fairly and
lawfully while in our possession or custody. We ensure all our
customers that we would be accountable for our organisation's
compliance to our Privacy Policy.

Specifying Purposes
2.

Personal data collected, will not be used for a new purpose
unless we obtain consent from our customers. We are the sole
owner of the personally identifiable information and we will not
use this information for purpose other than for which the
information was collected.

Consent
3.

We do not collect sensitive information from our customers.
We assure all customers that all personal information collected
would be used or disclosed only for the purposes for which it
was collected.
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Limiting Collection
4.

Only the necessary personal data is collected from customers’
for business purposes. Both the amount and the type of data
collected shall be limited to that which is necessary to fulfill the
purposes identified.

Limiting Use, Disclosure and Retention
5.

We will not disclose, share, transfer, sell or rent personally
identifiable information to any 3rd party. We do not send
unsolicited marketing email to our customers unless consented
by them. Customers who have consented will occasionally
receive email on special promotions we hold. Out of respect for
the privacy of our users, users may opt-out of receiving these
communications by replying to unsubscribe in the subject line
in the email.

6.

We do not keep personal data for longer than is necessary for
those purposes for which they are collected.

7.

We have developed guidelines and implemented procedures to
govern the destruction of personal data that are no longer
required to fulfill the identified purposes.

8.

We do not use "cookies", ‘web-bugs’ or any other tracking
technologies to collect information from users of our web site.

9.

We would not display or make publicly available, whether
through online directories, customer lists or otherwise, the
personally identifiable information collected.

Accuracy
10. We ensure our customers that all personal information collected
is accurate and kept up to date. We do not maintain duplicate
copies of personal information in different systems.

© BMC International College, 2018-2019
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Safeguards
11. We ensure our customers that appropriate security safeguards
are in place to protect personal data against unauthorised access,
misuse, disclosure, copying, use, alteration, accidental loss or
theft, destruction or damage.
12. Only authorised staff have access to our systems. Consultants,
contractors or other temporary employees do not have access to
the data.
Openness
13. Our data protection policy (Privacy Policy) is displayed on the
web site and the policy is set out in the same language medium
as the web site. We encourage all our customers to read our
Privacy Policy to understand the objectives of collecting their
personal data.
Challenging Compliance
14. Our mechanisms and processes are in place to receive and
address complaints or inquiries about our policies and
procedures relating to the handling of personal data.
Appropriate measures will be taken to amend policies and
procedures if a complaint is found to be justified.

© BMC International College, 2018-2019
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BMC Centres
BMC Ang Mo Kio
Address:
Block 715 Ang Mo Kio Avenue 6, #02-4000 (ABOVE KFC)
Singapore 560715
Tel: 6452 3885
Fax: 64525745
Opening Hours:
Mon-Fri: 9am to 10pm Sat: 9am to 6pm
Sun: 9.30am-1.30pm

BMC Jurong East (HQ)
Address:
Block 130, Jurong Gateway Road, #03-223, Singapore 600130
Tel: 6565 5655
Fax: 65656703
Opening Hours:
Mon-Fri: 9am to 10pm Sat: 9am to 6pm Sun: 9.30am-1.30pm

© BMC International College, 2018-2019
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Student Support Services
STUDENT SUPPORT SERVICE DEPARTMENT (SSSD)
OPERATING HOURS
Mondays to Fridays: 9 am to 6pm
Saturdays: 9am to 1pm
Sundays and Public Holidays: CLOSED
During Office Hours
Tel: 65 655 655
64 523 885

Fax: 65 656 703

After Office Hours
Tel: 936 627 22
832 267 33

© BMC International College, 2018-2019
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Student
Support
Department
1.

Services

Introduction
The Student Support Services Department (SSSD) is a unit
of BMC International College. It is primarily devoted to serve
all students and to make sure that the learning and living
environment at BMC is conducive in attaining their academic
goals. Further, it is also responsible in assisting the BMC
management to develop activities, advise student leaders, and
conduct services in a holistic manner.

2.

Aims
The SSSD aims to:
•
•
•
•

3.

Serve the students’ needs that will ensure their success in
the completion of their academic programmes at BMC.
Aid the management in developing activities, advising
student organisations and student leaders and conducting
services in a holistic manner.
Give support/assistance to students in order to help them
cope with their personal problems, academic issues and
other concerns.
Provide a means of communication for grievance and
feedback.

SSSD Services
•

Orientation Programme
The SSSD conducts orientation programme on the first day
of a new course. Through this orientation programme the
nature and specific roles of the SSSD are also discussed
and given emphasis.

© BMC International College, 2018-2019
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General Counselling
This is facilitated in collaboration with the in-house pastoral
counsellor of BMC International College. General counselling
is given to students not only pertaining to their academic issues
but also concerning their personal problems and other
concerns.
Social Programmes
They create avenues for the BMC students to foster greater
bonding among them through social activities. These activities
aim to make learning a holistic experience for students. They
include day trips to places of interest, sporting events, and
other outing.
Community Involvement
This intends to develop students into responsible citizens
through their involvement in volunteer work like visiting
orphanages, elderly homes, rehabilitation centres, etc. Students
may also take part in hands-on tasks like beach or community
cleaning, tutoring other students with academic problems,
organising fund-raising activities for the less privileged
individuals in their community, etc.
Learning Support Services
The SSSD collaborates with the different departments in
designing seminars or training or projects that will enhance or
improve the students’ academic performance and life skills.

© BMC International College, 2018-2019
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Student Admission & Selection
BMC offers admission to students based on the students:
1.
2.
3.
4.
5.
6.
7.
8.
9.

10.
11.
12.
13.
14.

having applied for admission through the proper application
procedure and conditions;
having met the minimum entry requirements for the chosen
course;
having successfully passed an oral interview (if any) and/or
placement test (if required);
having provided BMC with true and accurate information in the
application and/or enrolment forms;
presenting BMC with the originals of all the educational and
other documents during enrolment;
having approved for admission by respective HOD and
Management;
declared physically and mentally fit to pursue the course of
study admitted to;
having signed the declaration of undertaking;
having acknowledged that their parent/guardian does not object
to their admission to the course of study (for students below the
age of 18);
having paid a non-refundable course application fee;
being approved to enrol into the course of study by BMC
Management;
having signed the acceptance letter;
signing a standard student contract approved by the relevant
authorities (CPE); and
having paid the course fee after signing the standard student
contract.
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Local Student Selection/Admission/Monitoring Process
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International Student Admission Procedures (Through an
Authorised Agent)

Start
International Students Recruitment Department
(ISRD) receives international student application
from Authorised Agent of BMC.
ISRD checks the completed application and
documents and arrange for eligibility check. If the
student does not meet entry requirements, ISRD
advises agent accordingly.
If the applicant meets the Entry Requirements,
ISRD checks (through Pre-Admission Counselling
Form) whether the student had been briefed by the
Agent on the particulars including Course details,
FPS, Refund and Withdrawal policy, Medical
Insurance, etc.

(a) ISRD attends to the student’s arrival in
Singapore (Upon request of the student or agent)
and brings him/her to BMC. ISRD prepares the
contract and explains the programme information,
award criteria, standard contract details, school’s
policy, FPS, Medical Insurance, payment methods
and
refund/transfer/withdrawal policy and
procedure to the student. Student reads through the
contract and acknowledges his/her understanding
of each clause by signing in each page of the
contract. Student is given the BMC’s Student
Handbook.
(b)
Students
joining after the course
commencement date need to sign an Undertaking
for Late Joining.

ISRD seeks the Management approval.

Student pays the school fee and ISRD issues the
receipt. FPS certificate is purchased and issued
along with the Medical Insurance certificate.

If the application is rejected by the Management,
the same is informed to the student through the
Agent.

ISRD Manager conducts orientation to the student
to give a better understanding of the international

If the application is approved by the management
team, letter of offer and acceptance letter is sent to
the student.

ISRD fixes an appointment with ICA for the
student to collect the student’s pass.

ISRD submits student’s application to ICA.

If ICA approves the Student’s pass, ISRD informs
Agent of the result and to get the student to come
to Singapore 1 week before the class commences.
If ICA rejects the application, based on the request
by the student BMC lodge an appeal to ICA.
Outcome of the appeal is informed to the student
through the Agent.

Student collects student’s pass from ICA.

Programme Manager conducts Orientation on the
programme

Student attends the classes programme

This process is reviewed once a year.

End
© BMC International College, 2018-2019
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International
Student
Admission
(Direct Application to BMC – Walk-in)

Procedures

Start

ISRD Attends to foreign enquirer and brief the
course details and the entry requirements.
If the student meets the entry requirements, ISRD
explains Course details, FPS, Refund and
Withdrawal policy, Medical Insurance, etc.
ISRD checks the completed application and
documents and arrange for eligibility check and
management approval.
Upon management’s approval, ISRD proceeds with
enrolment of the student. CSE explains the
programme details, award criteria, standard contract
details, school’s policy, FPS, Medical Insurance,
payment methods and refund/transfer/withdrawal
policy and procedure.
ISRD verifies the submitted documents and ensure
all documents are enclosed.

ISRD prepares letter of offer and acceptance letter.
Student signs Acceptance letter.

(a) ISRD attends to the student’s arrival in Singapore
(Upon request of the student or agent) and brings
him/her to BMC. ISRD prepares the contract and
explains the programme information, award criteria,
standard contract details, school’s policy, FPS,
Medical Insurance, payment methods and
refund/transfer/withdrawal policy and procedure to
the student. Student reads through the contract and
acknowledges his/her understanding of each clause
by signing in each page of the contract. Student is
given the BMC’s Student Handbook.
(b) Students joining after the course commencement
date need to sign an Undertaking for Late Joining.
Student pays the school fee and ISRD issues the
receipt. FPS certificate is purchased and issued along
with the Medical Insurance certificate
ISRD Manager conducts orientation to the student to
give a better understanding of the international
student’s policies.
ISRD fixes an appointment with ICA for the student
to collect the student’s pass.

Student pays course application fee and ISRD issues
the receipt.

Student collects student’s pass from ICA.

ISRD has all completed documents to apply the
student pass.

Programme Manager conducts Orientation on the
programme.

ISRD submits student’s application to ICA.

Student attends the classes.

Upon approval, ISRD informs the result to the
student and to get the student to come to Singapore 1
week before the class commences. If ICA rejects the
application, based on the request by the student BMC
lodge an appeal to ICA. Outcome of the appeal is
informed to the student.
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International Student Admission - Not through Agent
(By Telephone/E-mail)
Start

ISRD attends to a foreign enquirer through e-mail or
phone call and explains the details of the course and entry
requirement.
If the student meets the entry requirements, ISRD
explains about FPS, how to check if fee is protected at
CPE website, refund policy, withdrawal policy, award
criteria, attendance requirements, exam procedures,
grades, appeal, academic progression etc.

(a) ISRD attends to the student’s arrival in Singapore
(Upon request of the student or agent) and brings him/her
to BMC. ISRD prepares the contract and explains the
programme information, award criteria, standard contract
details, school’s policy, FPS, Medical Insurance, payment
methods and refund/transfer/withdrawal policy and
procedure to the student. Student reads through the
contract and acknowledges his/her understanding of each
clause by signing in each page of the contract. Student is
given the BMC’s Student Handbook.

If the student does not meet the entry requirement, the
ISRD advises applicant accordingly

(b) Students joining after the course commencement date
need to sign an Undertaking for Late Joining.

ISRD sends through e-mail the pre- course counselling
form and student pass application form to fill up. ISRD
advises to email back once all forms are filled up together
with the scanned photograph, passport, bank statement,
transcript of records and all pertinent
documents.(documents must be translated in English)
(May refer to the student pass application form for needed
documents)
(DOCUMENTATION
CHECK-LIST
FOR
APPLICANT APPLYING FOR STUDENT'S PASS)

Student pays the school fee and ISRD issues the receipt. FPS
certificate is purchased and issued along with the Medical
Insurance certificate.

Student sends through e-mail all the documents.

ISRD checks all documents are completely submitted.
Once all documents are complete, ISRD sends e-mail
about the payment of Course Application Fee through TT
or DD.
Student pays course application fee and ISRD issues the
receipt.

ISRD Manager conducts orientation to the student to give
a better understanding of the international student’s
policies.

ISRD fixes an appointment with ICA for the student to
collect the student’s pass.

Student collects student’s pass from ICA.

Programme Manager conducts Orientation on the
programme

Student attends the classes.

ISRD staff submits Student Pass Application online via
the ICA's system.
The process is reviewed once a year.
Upon approval, ISRD informs the result to the student
and to get the student to come to Singapore 1 week
before the class commences. If ICA rejects the
application, based on the request by the student BMC
lodge an appeal to ICA. Outcome of the appeal is
informed to the student.
© BMC International College, 2018-2019
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English Language Requirements
Applicants whose first language is not English should be able to
show evidence of their English language ability. Typical English
language requirements of our courses are listed in the table below.

Minimum requirements
1.

Short Courses
For non-examinable courses of short duration, students need to
be able to communicate in English if the medium of instruction
is English.

2.

Certificate Courses
For certificate courses leading to an examination, the minimum
English language requirement is to show evidence of your
English language ability. For example, if you have completed
secondary education and the language of instruction is English,
you will meet the minimum English language requirement.
For non-examinable certificate courses, students need to be able
to communicate in English if the medium of instruction is
English.

3.

Diploma, Advanced Diploma and Higher National Diploma
Courses
Students entering the programme whose first language is not
English or students whose medium of instruction on their
qualifying programme was not English will be required to
demonstrate a proficiency in English to TOEFL 500 / IELTS
5.5 or pass in BMC English entry test.
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4.

University Courses
Students entering into these programmes and whose first
language is not English or students whose medium of
instruction on their qualifying programme was not English will
be required to demonstrate a proficiency in English through any
of the following requirements:
•
•
•
•
•

IELTS: 6.0
TOEFL: 550
Cambridge Certificate of Proficiency in English (CPE): C
Cambridge Certificate in Advanced English (CAE): A
GSCE/IGCSE/GCEO-Level or its equivalent in English
Language: C or a Pass

However, certain university courses have a minimum
requirement of at least IELTS 6.5 or equivalent and some
require 7.0. Unless otherwise specified, the University
minimum component scores are no less than indicated
above.
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Transfer Procedures
1.

Transfer to another School

Request for transfer to another school must be made in writing and
directed to the Student Support Manager / Centre Manager / CSE.
The student settles all outstanding course fees and other payments, if
any. S/He must complete the following forms obtainable from the
Customer Service:
Course Withdrawal and Transfer Form
Student Exit Interview Form.
International students must fill in a new student’s pass application
form. It should be approved and signed by the New School. A
documentary proof of the Student's admission into the new school
has to be attached with the form. BMC will provide the student’s
attendance record. BMC will issue student a letter of confirmation.
With the transfer the existing student contract is thus terminated.
Student personal file is archived with the word ‘WITHDRAWN”
written or stamped on the front cover.
The time frame for assessing and replying to any request for transfer
shall not exceed 4 weeks but BMC shall persevere to process it
within 7 working days.
2.

Withdrawal without Transfer to another School

Transfer from One Course to Another within the BMC
International College
Students can apply in writing for transfer from one course to another
offered within the BMC International College. Such transfer
applications will be considered by the Programme Manager/Centre
Manager and they will only be allowed if the following conditions
are satisfied:
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The student fulfils the academic and experience requirements
for the new course;
The course which the student originally enrolled for has not
started. Our Refund Policy will apply in this case; and
The student is able to complete the course within the stipulated
duration.
International students need to apply for a new student’s pass and the
transfer will come into effect only when the ICA approves the new
student’s pass application.
Students should be prepared to do the new programme in any of the
branches of the BMC International College, if a particular branch
which offered the programme the student initially enrolled for, does
not offer the new programme the student wants to study.
If a student transfers from one course to another within the BMC
International College, then the tuition fee is 100% transferable to the
new course provided the original course the student has enrolled for
has not started and the transfer request made in writing is received
more than 30 days before the original course starts.
If the transfer request received is less than 30 days before the
original course starts, our Refund Policy shall apply. In this case, the
student may have to top up the course fee should the amount to be
transferred is less than the new course fee.
In the event that the fee for the transferred course is higher, the
student is required to pay the difference upon the transfer being
affected.
If the differential is in favour of the student, the College will refund
the student within 7 days of effecting the transfer. (Course has not
started. The transfer request date is more than 30 days before the
course starts or within the 7-day cooling off period.)
At present, there is no transfer fee imposed. However, BMC may
impose such a fee if the need arises and it will be published in our
marketing materials including our website and Student Handbook.
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The time frame for assessing and replying to any request for transfer
shall not exceed 4 weeks but BMC shall persevere to process it
within 7 working days.
Transfer from One Centre to another Centre within the BMC
International College
BMC International College reserves the right to substitute any
teacher or merge any class or to transfer students to other BMC
centre, if the strength in the class drops below six.
If a student transfers from one centre to another centre within the
BMC International College, then the tuition fees is 100%
transferable to the new centre. This is subject to approval from
BMC’s Management and the transfer request must be submitted in
writing. Verbal request will not be entertained.
At present, there is no transfer fee imposed. However, BMC may
impose such a fee if the need arises and it will be published in our
marketing materials including our website and Student Handbook.
The time frame for assessing and replying to any request for transfer
shall not exceed 4 weeks but BMC shall persevere to process it
within 7 working days.
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Course Withdrawal & Refund
Procedures
Refund for Withdrawal Due to Non-Delivery of Course
Subject to Force Majeure, a student shall be entitled to immediately
withdraw from the Course by giving written notice to BMC
International College (BMC) of their intention to do because of one or
more of the following circumstances:
i. BMC does not commence the Course on the Course
Commencement Date;
ii. BMC terminates the Course before the Course Commencement
Date;
iii. BMC does not complete the Course by the Course Completion
Date;
iv. BMC terminates the Course before the Course Completion Date;
v. BMC has not ensured that the Student meets the course entry or
matriculation requirement as set by the organisation stated in
Schedule A within any stipulated timeline set by CPE; or
vi. The student’s pass application is rejected by Immigration and
Checkpoints Authority (ICA).
The Student shall be informed in writing of alternative study
arrangements (if any), and also be entitled to a refund of the entire
Course Fees and Miscellaneous Fees already paid should the
Student decide to withdraw, within seven (7) working days of the
above notice.
Refund for Withdrawal Due to Other Reasons
If the Student withdraws from the Course for any reason other than
those stated in Refund for Withdrawal Due to Non-Delivery of
Course above, BMC will, within seven (7) working days of
receiving the Student’s written notice of withdrawal, refund to the
Student an amount based on the table in Schedule D.
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Refund During Cooling-Off Period
BMC will provide the Student with a cooling-off period of seven (7)
working days after the date that the Contract has been signed by
both parties.
The Student will be refunded the highest percentage of the fees
already paid if the Student submits a written notice of withdrawal to
BMC within the cooling-off period, regardless of whether the
Student has started the course or not.
Schedule D: Refund Table
% of [the amount of fees paid
under Schedules B and C of the
PEI-Student Contract]

If Student’s written notice of withdrawal is
received

100%

more than 30 days
Commencement Date.

75%

before, but not more than 30 days before the
Course Commencement Date.

5%

after, but not more than 14 days after the Course
Commencement Date.

0%

more than 14 days
Commencement Date.
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Non-tuition Fees - Refund Policy
Types of Fees

Percentage of Refund

Course Application Fee

Not refundable

Bank’s Administrative Fee

Not refundable as fee is imposed by the bank.

• 100% if the withdrawal notice is received more than 30 days
before the course starts.

• 75% if the withdrawal notice is received less than 30 days
Course Material Fee

before the course starts.

• 5% if the withdrawal notice is received after, but not more
than 14 days after the Course Commencement Date.

• 0% if the withdrawal notice is received more than 14 days
after the course has started.

• 100% if the withdrawal notice is received more than 30 days
before the course starts.

• 75% if the withdrawal notice is received less than 30 days
Continual Assessment Fee

before the course starts.

• 5% if the withdrawal notice is received after, but not more
than 14 days after the Course Commencement Date.

• 0% if the withdrawal notice is received more than 14 days
after the course has started.
Examination Fee

Paid to respective external examination board. Refund of the
exam fee is subject to the external examination board’s Refund
Policy and is at its discretion. BMC does not have control over
the fee.

• 100% if the withdrawal notice is received more than 30 days
before the course starts.

• 75% if the withdrawal notice is received less than 30 days
Laboratory Fees (Computer
and/or Science Practical)
•

•

before the course starts.
5% if the withdrawal notice is received after, but not more
than 14 days after the Course Commencement Date.
0% if the withdrawal notice is received more than 14 days
after the course has started.
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• 100% if the withdrawal notice is received more than 30 days
before the course starts.

• 75% if the withdrawal notice is received less than 30 days
Student
Fee

Membership

before the course starts.

• 5% if the withdrawal notice is received after, but not more
than 14 days after the Course Commencement Date.

• 0% if the withdrawal notice is received more than 14 days
after the course has started.
Insurance Fee

Payable per academic year or per course, if applicable. NOT
REFUNDABLE.

Force Majeure
In the event that BMC and the student shall be rendered unable to carry out
the whole or any part of its obligations under the Student Contract for any
reason beyond the control of that party, including but not limited to acts of
God, force majeure, strikes, war, riot and any other causes of such nature,
then the performance of the obligations hereunder of that party or all the
parties as the case may be and as they are affected by such cause shall be
excused during the continuance of any inability so caused, but such inability
shall as far as possible be remedied with all reasonable despatch. For the
avoidance of doubt, this shall not apply to cases where:
BMC is declared to be insolvent and/or a winding-up order made or
bankruptcy issued by the Singapore court against it; and
The relevant authority(ies) issue(s) an order to cease and/or terminate the
operations of BMC, or the happening of anything of a similar nature under
the laws of Singapore.

No Double Claim
If the Student and/or his/her parent/guardian receives any payment from
BMC or the Escrow Bank/Insurance Company due to a provision of the
Student Contract or the Master Escrow Agreement/Master Insurance
Agreement for any matter or damage, then the Student and his/her
parent/guardian shall not be entitled to claim against BMC or the Escrow
Bank/Insurance Company* for the same payment for the same matter or
damage due to any other provision in the Student Contract or the Master
Escrow Agreement/Master Insurance Agreement.
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Suspension
from
a
Course,
Cancellation
of Admission
&
Expulsion from BMC
Suspension from a course
BMC may suspend a student from a course on any of the following
grounds:

•
•

failure to attain satisfactory academic progress;
academic misconduct e.g. plagiarism, caught cheating at
examinations etc.,
inappropriate conduct, if the student’s behaviour is risking the
safety of others at BMC, or if it is in contravention of the
Student’s Code of Conduct, or
where a student studying a course, which includes a prescribed
professional or clinical placement has been deemed to be
unsuitable to continue that course, in accordance with the
Review of a Student’s Suitability to Continue a Course
Involving Placement policy.

A student who has had their enrolment suspended by BMC has 20
working days to appeal their suspension.
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Cancellation of admission to a course
A student’s admission to a course may be cancelled permanently by
BMC on any one of the following grounds:
where a student has not paid the required fees or charges;
where a student has not met the English language or visa
requirements,
where a student has a concurrent enrolment in a similar course
at another institution,
where a student has failed to attain satisfactory academic
progress,
where a student has been found guilty of academic misconduct,
in contravention of the Student Academic Misconduct
Requirements,
where a student has been found guilty of inappropriate conduct,
in contravention of the Student Conduct Policy,
• where a student who is studying a course which includes a
prescribed professional or clinical placement has been deemed
unsuitable to continue that course, in accordance with the
Review of a Student’s Suitability to Continue a Course
Involving Placement policy,
where a student has already satisfactorily completed the
requirements of a course of study,
• where a student has been unable to meet a prescribed course
requirement for continuing enrolment in the course - for
example: securing a valid Student’s Pass from Singapore
Immigration and Checkpoints Authority,
where a full-time student has incurred 7 consecutive absences
and has failed to respond to the final warning letter within 10
working days
where a part-time student has been absent for 1 month and has
failed to respond to the final warning letter within 10 working
days.
Permanent cancellation of admission to a course is often known as
exclusion from a course. A student who has been excluded from a
specific course may still apply for admission to a different course.
A student who has had their enrolment in a course cancelled by
BMC has 20 working days to appeal the decision.
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Permanent exclusion from all courses at BMC/Expulsion from
BMC
A student may be excluded permanently from all courses at BMC or
expelled from BMC on any one of the following grounds:
academic misconduct, in contravention of the Student Academic
Misconduct Requirements,
inappropriate conduct, in contravention of the Student Conduct
Policy,
where a student studying a course which includes a prescribed
professional or clinical placement has been deemed to be
unsuitable to continue study at BMC.
A student who has been excluded permanently from BMC will not
be admitted to any course at BMC. A student who has been
excluded from all courses by BMC has 20 working days to appeal
their exclusion.
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Copyright
Copyright
Copyright is an intellectual property right. The person who owns
the copyright (author, creator or the publisher) has the exclusive
right to stop others from copying or reproducing his work. All
books, magazines, plays, musical scores, sculptures, paintings,
drawings, sound recordings, films, television and radio broadcasts,
cable programmes and computer programs are capable of enjoying
copyright protection in Singapore.
If you photocopy, reproduce or make an adaptation of a copy of the
owner’s work without the owner’s permission, you have infringed
his copyright unless you copy under the following circumstances:
▪ You copy for the purpose of your own self-study or research: in
this case, you may copy up to 100% of an article in a
periodical/publication, or up to 10% of a book if the book
contains 10 or more pages or up to one chapter if the book is
divided into chapters. If you copy an electronic edition of a
book, whether found in a website on the Internet or in a
computer diskette or thumbdrive, you may copy up to 10% of
the total number of bytes in that electronic edition, or up to one
chapter if the book is divided into chapters.
▪ You copy by hand for the purpose of a course of education
which you are undergoing: you may copy up to 100% of the
work.
▪ You make recording of television or sound broadcasts or
cable programmes for your private and domestic use.
▪ You copy a work after its copyright protection has expired: in
the case of literary, dramatic, musical or artistic works, the
duration of Singapore’s copyright protection is generally the
lifetime of the author plus 50 years, after which the work is in
the public domain.
▪ You own a genuine (that is, not pirated) copy of a computer
program or an adaptation of a computer program and you
make a reproduction of it as a back-up of the original.
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Copyright
▪

▪

You read or recite an extract of reasonable length from a
published literary or dramatic work, or an adaptation of
such a work, in public or include it in a sound broadcast or
cable programme and give sufficient acknowledgement of
the work.
You perform a literary, dramatic or musical work of a
religious nature, or an adaptation of such a work, in the
course of a worship service or other religious assembly.

If you infringe or intend to infringe copyright, the owner of the
copyright can apply for a court injunction against you to prevent you
from committing any or any further infringing act and sue you for
damages to compensate him for his loss.
The copyright owner can also seek an order to make you pay over
the profits that you have made from the infringing act.
If you sell or hire out an infringing article you can be fined up to
$10,000 for each infringing article or $100,000, whichever is the
lower, or to imprisonment for a term not exceeding 5 years, or to
both a fine and imprisonment.
If you possess 5 or more infringing copies of any work, you are
presumed to possess such copies for the purpose of sale.
The court may also order you to hand over to the copyright owner
all infringing copies of his work for disposal. The court also has
power to authorise the police to conduct searches on premises in
which the court suspects infringing copies are kept.
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Plagiarism
Plagiarism
Plagiarism occurs when you take sentences or paragraphs or even
the whole article written by another person and pass it off as you
own work without acknowledging the author or the original source.
This is actually cheating and will not be condoned by the school.
Students caught plagiarising will get an automatic failure and may
be subject to disciplinary action by the Academic and Examinations
Board. You may be expelled from school and any fees paid will not
be refunded.
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Class Attendance
All students are bound by the College Attendance Policy which is
aligned to the requirements of the Committee for Private Education
and the Immigration and Checkpoints Authority (ICA).
Students are advised to attend all classes. Classes help you meet the
educational objectives of the courses by providing information
regarding the application of concepts and theories, clarifying
important ideas and guiding reading while providing opportunity
for discussion. Classes may also include practical exercises and
case studies. Absence from class will seriously limit your ability to
pass or achieve good results. If your academic progress is reviewed,
a good record of class attendance may be helpful in showing
evidence of commitment to your studies.
Students who do not fulfil the attendance requirements may be
barred from examinations. All international students are not
allowed to work in Singapore unless it is part of the course
requirements and the relevant authorities have given their
approval.
For student’s pass holders, BMC must ensure that their attendance
fulfils ICA’s requirements for issuing the students’ passes. Their
course/module attendance must not fall below 90%.
For all other full-time students who do not require ICA’s student’s
pass, course attendance must be at least 90%. For part-time
students, they must maintain at least 75% attendance.
1.

Singapore Immigration & Checkpoints Authority (ICA)
Rules & Regulation

International students must:
Attend classes regularly (3 hours per school day);
Have at least 90% attendance every month;
• Know when the student’s pass expires;
• Surrender the student’s pass for cancellation within 7 days of
cessation or termination of studies.
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The College will inform the ICA if:
The student has not attended classes for a continuous period of
7 days or more without any valid reasons;
• The student has not attended class regularly and the average
attendance falls below 90% in any month without valid reason.
Note: Consequences of Violation of ICA Regulation: The
student’s pass may be cancelled or not be renewed if the
attendance is below 90% in any month.
• The student’s studies in the College have been terminated.
2.

College Attendance policy

The student’s attendance will be monitored throughout the duration
of the Programme.
Full-time local students have to be in College for every school day
for at least 3 hours.
International students must be in College every school day for at
least 3 hours.
If your attendance is lower than 90% (international & full-time
students) or 75% (part-time students), you will:

•

receive the Absenteeism Letter;
be barred from taking examination;
have your Student’s Pass cancelled (for international students).

Leave of Absence from a Class
1.

Absences due to Medical Grounds and Bereavement are the
only two accepted valid reasons.

-

Fill in the “Application for Leave” form.
Supporting documents to justify your absence from class (MCs,
Death Cert etc)

Note: Should you be absent from a class due to illness, please
submit the medical certificate (MC) to the College by the next
working day or when you come for your next lesson.
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Only MCs issued by registered medical practitioners under the
Singapore Medical Council will be accepted.
2.

All other reasons of absence from class are subject to
approval of the Programme Manager / Principal / Head of
Department. Approval is on a case-by-case basis.

E.g. Going back to home country on urgent matters during the study
term.
Please submit the “Application for Leave” form with supporting
documents (written request and air ticket), at least one week in
advance or before you purchase your air ticket.
Please provide proof of air ticket, passport (for the exit and entry
immigration stamps) and supporting documents upon return.
3.

Notification to ICA on your Absence from class

-

If you fail to attend classes for a continuous period of 7 days
your Student’s Pass is liable to be cancelled with effect from the
8th day. You will have to re-apply for a new student’s pass,
subject to the approval of ICA.

Punctuality

•

All students are required to be punctual for all classes and you
have to ensure your attendance is signed for all classes.
Students who are late for more 15 minutes will be marked ‘L’
by the lecturer. An accumulation of 3 lateness is equivalent to 1
absence. Meanwhile, if a student is late for 45 minutes, s/he
will be marked as ABSENT.

BMC Staff and Student Time Attendance System (BMC SSTAS)
Students will have their finger prints scanned and recorded into the
BMC SSTAS for recording and tracking of attendance.
Students will scan their finger prints when they come for and leave
a class. They will also sign their attendance in an Attendance List.
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Feedback
Procedures

&

Grievance

BMC International College has a Customer Feedback and
Resolution Framework in place.
The Policy
BMC believes strongly that feedback is an important part in its
continual efforts to improve its products, delivery, administration
and service quality. Students and/or customers are encouraged to
give feedback.
Guiding Principles
BMC approaches student/customer feedback and grievances
according to the following guiding principles:
Step 1: Informal management of feedback (minor problem) will be
attempted on the same day it is received before escalation
to Grievance or Written Grievance (major problem).
Step 2: If unresolved on the same day, the grievance will be
resolved within 14 working days from the day the
feedback/grievance was received.
Step 3: If the matter remains unresolved or the student is
unsatisfied with the outcome, students may approach the
CPE Student Services Centre for assistance. At the Student
Services Centre, CPE officers will review the complaints
and provide the appropriate advice.
Step 4: The CPE may advise the student to participate in the
Committee for Private Education’s (CPE’s) appointed
Dispute Resolution Scheme which works as follows (refer
to next page):
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Dispute Resolution Scheme
Private education institutions’ participation in the dispute resolution
process is compulsory as stipulated by the Private Education Act.
There are two stages in the process – mediation and arbitration.
Stage 1: Mediation
The complaint may be referred to the Singapore Mediation Centre
for mediation.
If a settlement between the student and the private education
institution could be reached at the mediation stage, a settlement
agreement would be drawn up and endorsed by the respective
parties, and the dispute resolved.
Stage 2: Arbitration
If the parties fail to reach a settlement through mediation, the
student can progress on to arbitration for a resolution to his dispute.
The Singapore Institute of Arbitrators is the appointed provider of
arbitration services.
Please refer to the Feedback & Grievance Flow chart over leaf.

© BMC International College, 2018-2019
19th Edition, Dec 2018

46

Feedback & Grievance Procedures Flow Chart

Student complains /
provides feedback
(telephone, walk-in,
email, letter etc.)

Staff attempts to
solve it on the
same day it is
received.

If not resolved, student
submits Feedback/Grievance
Form to School Office (one
day)

If Centre Manager’s decision is unsatisfactory,
the complaint brought up to the Course Director
or Principal. Decision will be made within 3
working days.

Centre Manager will
interview complainant and
respond within 3 working
days.

If Course Director or Principal’s decision is
unsatisfactory, the complainant is advised to
appeal to Management.

Management will deliberate
and decision made within 7
working days.

Respective
Department Head
takes note of
feedback and
takes remedial
actions to correct
any weaknesses /
lapses for
improvement to
processes /
procedures.

If decision is not satisfactory,
complainant is directed to
bring it up to the Committee
for Private Education.

If decision is not satisfactory,
CPE may direct the issue be
brought to the Singapore
Mediation Centre.

If matter is still not
resolved, complainant can
progress to arbitration at
the Singapore Institute of
Arbitrators for a resolution.
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Renewal of Student’s Pass
It is the YOUR responsibility to ensure that your student’s pass is
renewed on time. The College will not be responsible if the pass
expires and it is not renewed or it is rejected by the ICA due to
lateness in renewing.
Foreign students holding student’s passes are strictly not allowed to
engage in any form of employment, whether paid or unpaid, or in
any business, profession or occupation in Singapore during the
validity of the Student's Pass unless the students have the consent in
writing of the Controller of Immigration. Violators will be
prosecuted by law.
Please visit the Immigration and Checkpoints Authority website for
details on studying at an approved Private Education Institution at
http://www.ica.gov.sg/page.aspx?pageid=320&secid=182.
Class Timetables and Academic Calendar
Students are strongly advised to visit our website at
www.bmc.edu.sg for the latest updates on important matters such as
examination registrations, academic time tables etc. We also
encourage students to contact their Programme Manager for
timetables and other matters.
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Assessment Matters

Nature of Assessment
The total assessment of any module may include written, oral,
practical or any other modes as may be determined by the College
and approved by the BMC Academic and Examinations Board
and/or the Examinations Appeal Board of the Awarding Bodies.
In determining the final mark/grade of any module, the
Examinations Board may take into consideration any course work or
assignment done by a candidate and/or his/her results in any
previous examinations or tests during his/her period of study at
BMC.
Examination Timetables
Examination timetables will be available via BMC communication
points - notice boards at least one week before the start of the
examination. Students will also be given a copy of the time tables.
So, do look out for them before planning for your holidays.
IMPORTANT INFORMATION
Students must bring their Student ID card or other photo ID to all
examinations.
Mobile phones or MP3 Players are NOT permitted in any
examination room/hall. Do make sure that you turn them off and
keep them in your bag before you enter the examination room. You
are NOT allowed to carry any mobile or telecommunication devices
with you into the examination room/hall.
Standard materials permitted in an examination
Students are permitted to bring in pencils, pens, erasers, whiteout
and rulers into the examination hall/room.
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Bilingual Dictionary
The use of a bilingual dictionary is not permitted unless it is
specified otherwise in the examination paper and/or approved by the
Chief Invigilator.
Note: Please read your entry proof for important details.
Absence from Examinations
If you are unable to sit for an examination but have a valid reason
e.g. taken ill or hospitalised with a medical certificate or
bereavement of a close family member, you must inform the
College within 3 working days from the date of the examination
about it by submitting relevant documents e.g. medical certificate or
death certificate.
For more information on this matter, please refer to your Course
Programme Handbook.
NOTE:
1. Your medical certificate must indicate your illness.
2. For external examinations, the acceptance or rejection of your
medical certificate as a valid reason to be absent from an
examination is at the awarding body’s discretion.
3. If you have requested to defer the examination because of
some reasons including medical, the acceptance or rejection of
your request is at the awarding body’s discretion.
4. Any refund of examination fee is at the awarding body’s
discretion.
Withdrawal of Modules
A student may, with the support of the College, be permitted to
withdraw without penalty from one or more registered modules
within the first eight (8) weeks of the course. A withdrawn module
shall be recorded with the "WITHDRAWN" status.
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Retake of Modules
Different rules apply to retaking of modules for different courses.
Please call our hotline on (65) 65 655 655 or send us an email to
enquiries@bmc.edu.sg or contact the respective Programme
Managers on retaking or re-sitting of modules.
Dismissal
A Student shall be dismissed from the course if s/he:
Fails to settle all payments due to BMC International College by
the due date(s); or
Has committed serious act(s) of discipline.
The Management may, in its absolute discretion, alter or waive any
or all of the conditions stated above when determining a student’s
dismissal from BMC.
Graduation Criteria
To graduate a Student must:
Complete ALL Modules; and
Have met ALL the requirements set by the Awarding Body;
and/or
Have passed ALL Modules.
Certificate of Attendance/Participation
To obtain a Certificate of Attendance/Participation, a Student must:
Complete ALL Modules; and
Maintain an average attendance of not below 90% for full-time
students and 75% for part-time students for every module.
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Confidentiality
BMC adheres to the Personal Data Protection Act 2012. All
information about individual students is confidential, and will not be
disclosed to third parties unless:
the student has given written authorisation, expressly outlining
the details of the exact information to be disclosed, particulars
of the third party that are to have access to this information and
the purpose for this disclosure.
BMC is required by law or an order of any courts of Singapore.
All documents with student’s or staff’s particulars will be stamped
‘PRIVATE & CONFIDENTIAL’.
Our Educational Partners & University Policies
For more information about our educational partners and university
policies, please contact the respective Programme Managers for
further clarification.
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APPEAL
Appeal against failure in course or module
Appeals against failure in a course or a module will only be
accepted from students who have sat for the examination but failed
due to illness, or bereavement of a close relative, or any other event
which is entirely beyond the control of the student, or s/he believes
that the mark awarded was unjustified. For such cases, supporting
documents must be submitted together with the appeal forms.
Appeal forms are obtainable from the Student Support Services
Department during office hours.
For internal appeals, a $50 administrative fee (before GST) is
payable per appeal. This fee is subject to change is correct at the
time of printing.
For external appeals, a $80 administrative fee (before GST) and a
separate appeal fee are payable. Different awarding bodies charge
different appeal fees. This fee is subject to change is correct at the
time of printing.
All appeals must be lodged within 7 working days after the release
of the Examination results. Appeals made after the deadline will
not be entertained.
Please note that the Appeal form must be duly completed and
submitted to the Customer Service Executive or Programme
Manager with supporting documents (if any). The appeal request
will then be submitted to the Examinations Board for processing.
ONLY one appeal per subject can be lodged. No multiple
appeals are allowed.
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No appeals will be accepted for re-grading of an exam paper in
which a student has passed.
For external courses, the result of the appeal will be
released between 4 & 6 weeks from the date of submission of
the appeal.
For in-house developed courses, the result of the appeal will
be released within 15 working days from the date of
submission of the appeal.
The Examinations Board Office will inform the result of the appeal
by email / post or through the Student Portal or the Programme
Manager.
Students should not assume that their appeal is successful
unless informed.
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Appeal
Against
and/or Expulsion
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Students’ Accommodation
Accommodation is an important service for students
living away from home. There is a wide variety of
accommodation types in Singapore to suit different
budgets and needs.
Students should make prior arrangements for accommodation before
arrival in Singapore. Temporary accommodation can be arranged
before you leave home, giving you time to plan your living
arrangements when you arrive.
BMC’s Student Support Services Department specialises in the
needs of both local and international students. The staff at the
department offer advice on accommodation procedures.
Types of accommodation available to international students:
1. Private Hostels
Private hostels are run by educational institutions or independent
agencies. Options of single or sharing are normally available. Room
rates range from S$220 - S$1,600 a month depending on the number
of students sharing the room and/or with attached bathroom.
A list of private hostels in Singapore following Google searches:
i. East Lodge
ii. yo:HA@Henderson
iii. A-Star International
iv. Balestier Students’ Hostel
v. Katong Hostel
vi. Queensway Student Hostel
v. Zhicheng Student Hostel
Note: BMC is not affiliated to any hostel and does not make any
recommendations. Students are advised to do their own research.
Quality standards vary from hostel to hostel.
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2. Homestays
Some households in Singapore open up their homes and offer full
boarding to international students. Homestay programme seeks to
provide a conducive environment where the student gets to enjoy a
homely environment, receive attentive care and emotional support
from the guardians in the absence of his / her parents. The costs for
homestay range from S$1,200 to S$1,600 per month.
3. Public and Private Apartments/Houses
Students may want to consider renting a room or apartment or house
directly from the owners of public or private housing. Students are
expected to pay at least one month advance rent and one month
security deposit.
The classified advertisements in the local newspapers is a good
source for a listing of apartments and rooms for rent. Alternatively,
you may also contact the JTC Corporation or search for lists of HDB
flats, private apartments and landed properties for rent from
the Singapore Institute of Surveyors & Valuers' (S.I.S.V.) website.
From the website, you can choose the option Property Listing HDB Flats/Private Apartment/Landed Properties to view the list of
various accommodation options available for renting.
4. Hotels
Those pursuing a short-term course like an executive training
programme, will have a wide range of hotels to choose from. Hotel
rates depend on location and class of hotels.
5. Serviced Apartments
For those who are staying for a slightly longer period or
accompanied by family members, serviced apartments are the next
best option. Serviced apartments offer all the comforts of home with
the housekeeping convenience of a hotel.

© BMC International College, 2018-2019
19th Edition, Dec 2018

57

Committee
Education
Scheme

&

for
Fee

Private
Protection

The following information about the Committee for Private Education
was extracted from the Council’s website at www.cpe.gov.sg.

About the Committee for Private Education, Singapore
The Committee for Private Education (CPE) is a statutory board
established in December 2009. Its mission is to raise standards in
the private education sector through regulation, industry
development and consumer education. The Committee has
implemented two regulatory schemes – the mandatory Enhanced
Registration Framework and the voluntary EduTrust Certification
scheme. The Committee also provides student services and
consumer education through its Student Services Centre, and seeks
to improve capabilities in the sector through industry development
initiatives. For more information, please visit the CPE website at
http://www.cpe.gov.sg/.

Mandatory Enhanced Registration Framework (ERF)
The Enhanced Registration Framework (ERF), as set out under the
Private Education Act and the Private Education Regulations, spells
out the mandatory registration requirements and legislative
obligations which all private education institutions, operating in and
from Singapore, must meet.
It is administered by the Committee for Private Education.
The Enhanced Registration Framework aims to ensure that private
education institutions in Singapore are of a certain acceptable
standard to protect the interests of the students enrolled in their
schools.
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Fees and Financial Matters
Fee Protection Scheme
Introduction to the Fee Protection Scheme (FPS)
The Fee Protection Scheme (FPS) serves to protect students’ fees
in the event a private education institution is unable to
continue operating due to insolvency, and/or regulatory closure.
The Fee Protection Scheme also protects students if the private
education institution fails to pay penalties or return fees to the
students arising from judgement made against it by the Singapore
courts.
Private education institutions can choose to adopt either the escrow
scheme, insurance scheme, or a combination of both to provide fee
protection to all their students.
BMC has adopted the insurance scheme to protect our students’
fees.
Fee Protection under the Insurance Scheme
Under the fee insurance scheme, private education institutions will
purchase insurance protection from any one of the Committee for
Private Education-appointed insurance companies for every one of
their students to protect their fees.
Our CPE-appointed insurance company is the Lonpac Insurance
Bhd.
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Medical insurance
BMC’s International students are covered under a medical insurance scheme
as part of value-add services provided by BMC. The insurance covers
hospitalisation, surgery and treatment costs throughout their course of study.
Local students may opt in if they wish to by paying an insurance premium to
BMC.
The medical insurance coverage is as follows:
•
•
•

annual limit not less than S$20,000.00 medical costs coverage per
student;
at least B2 ward stay (in government and restructured hospitals); and
24 hours coverage in Singapore and overseas (if student is involved in
school-related activities).

The insurance is covered by AXA Insurance Singapore Pte Ltd.
A copy of BMC’s Medical Insurance Scheme is found in Appendix
B of this Handbook.
For more details please visit the CPE website: www.cpe.gov.sg or
contact the CPE Student Services on 6592 2108.
Fees and Charges
All fees are clearly indicated in the Student Contract. In the event
that a student fails to meet the requirements of any subject and needs
to repeat the subject, the fee charge for the re-module will be at the
prevailing subject fee.
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Fee Structure
The fee charged is uniform in all the centres of BMC International
College.
The different components of fees charged by the BMC International
College are defined as follows.
1.

Tuition Fee: Fee charged for the respective course enrolled.

2.

Course Application Fee: Fee charged when a student enrols
with BMC for the first time. This is one time payment. This fee
is not refundable.

3.

Course Material Fee: Covers the cost of course materials, and
handouts given to students during the course of their study.

4.

Student Membership Fee: One time payment to BMC to cover
the cost of use of BMC Resource Centres (Library and
Computer Labs), Sports and Recreational activities.

5.

Continual Assessment Fee: To cover the cost of setting internal
examinations, invigilation and marking of answer scripts.

6.

Laboratory Fees: Fee paid for the use of laboratories
Science Practical and Computer courses.

7.

Examination Fees: Fees paid to external examination bodies.

8.

GST - Goods and Services Tax: payable to the Government of
Singapore.

9.

Student's Pass Processing Fee: Paid only by international
students to cover the cost of processing, administering and
submission of student visa applications.
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Other Charges
During your course of study, other than your academic tuition fee
payable, the other charges are administrative charges related to
services. For example: Locker rental fee, penalty for late return of
book loan, penalty for late payment of school fee, replacement for
loss of student ID card etc. For more information, please enquire at
Student Service Centre.
Discount Policy
BMC's discount policy applies to the following:
1.

2.

Early Bird Discount is a special rate for students who enrol for a
new course and make payment within a qualifying period before the
start of a new course.
Promotional Discount is a special price for students who enrol for a
course and make payment within a qualifying period.
NOTE: The course fee collected will be protected under the Fee
Protection under Insurance Scheme administered by Lonpac
Insurance Pte Ltd if its duration is more than one month or 50
hours.
Mode of Payment
The students may pay their school fees (in S$) through the following
methods:
1. Cash
2. Cashier's order payable to BMC International College Pte Ltd
3. Cheque payable to BMC International College Pte Ltd
(including education loan from banks for school fee payment)
4. NETS
5. Credit cards (VISA, MasterCard)
6. Internet Banking (transfer to BMC International College
Current Account)
7. An approved bank loan, if any.
For more information on the Fee Protection Scheme, please visit
www.cpe.gov.sg.

© BMC International College, 2018-2019
19th Edition, Dec 2018

62

Singapore Laws

Foreigners studying, working, living or visiting Singapore are
subject to Singapore laws. Singaporeans, permanent residents and
foreigners are accorded the same protection under Singapore Laws.
Important Information from Public Agencies (extracted from
CPE’s ‘Useful Information for International Student Living in
Singapore’ handbook.
Singapore Customs
Under the Singapore Law, the following items are NOT allowed to
be imported into Singapore:
•
•
•
•
•
•
•
•
•
•

Chewing gum (except oral dental and medicated gum)
Chewing tobacco and imitation tobacco products
Cigarette lighters of pistol or revolver shape
Controlled drugs and psychotropic substances
Endangered species of wildlife and their by-products
Firecrackers
Obscene articles, publications, video tapes/discs and software
Reproduction of copyright publications, video tapes, video
compact discs, laser discs, records or cassettes
Seditious and treasonable materials
It is an offence if you attempt to bring any of the items listed
above into Singapore
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Cigarettes / Smoking
It is officially forbidden to bring any cigarette or tobacco products
into Singapore. Any attempt to do otherwise, may be regarded as an
attempt to smuggle illegal goods into the country. Do not purchase
contraband cigarettes in Singapore – such cigarettes do not have the
letters SDPC (Singapore Duty-Paid Cigarette) marked on them.
Please inform the Police should anyone attempt to sell such items to
you and also note that it is an offence to smoke in non-designated
smoking corners in public areas and buildings. The sale of any
cigarettes or tobacco to anyone below 18 is prohibited
Vandalism
Under the Vandalism Act of Singapore, it is an offence to commit
any act of vandalism to public and private property without the
property owner's written consent. This includes stealing, destroying
or damaging public property; writing, drawing, painting, marking or
inscribing the property; affixing articles to the property; and
suspending or displaying on or from the property any article. If
found guilty of an offence he/she shall be liable on conviction to a
fine not exceeding $2,000 or to imprisonment for a term not
exceeding 3 years, and shall also, subject to sections 325(1) and
330(1) of the Criminal Procedure Code 2010, be punished with
caning with not less than 3 strokes and not more than 8 strokes:
Chewing Gum
Under the Control and Manufacture Act of Singapore, any import
and sale of chewing gum in Singapore, apart from certain types of
gum with therapeutic value, is an offence.
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Public Demonstrations / Assemblies
Under the Public Order Act, a permit is required for any assembly
or procession of 1 or more persons in any public place or to which
members of the public in general are invited, induced or permitted to
attend, intended:
• to demonstrate support for or opposition to the views or actions
of any person;
• to publicise a cause or campaign; or
• to mark or commemorate any event.
Other Notable Laws
•
•
•
•
•

No durian in the Mass Rapid Transit (MRT) stations and on
MRT trains
No spitting
No jaywalking
No littering
No urinating in public

Capital and Corporal Punishment
Serious and major crimes may result in the enforcement on capital
or corporal punishment on offenders. Crimes that will result in the
imposition of the death penalty include murder, kidnapping, drug
trafficking and unlawful discharge of firearms. Crimes that will
result in corporal punishment, such as caning, include drug offences,
rape, rioting, extortion and vandalism.
Examples of some offences and their penalties:
•
•
•

The trafficking and possession of illicit narcotic drugs carries
the mandatory death sentence.
Overstaying or entering illegally in Singapore is a serious
offence and on conviction the penalties may include mandatory
imprisonment and caning.
Overstaying - Imprisonment of up to 6 months or fine up
toS$4,000 or both. Caning of not less than 3 strokes and
imprisonment of up to 6 months if overstayed beyond 90 days.
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•
•

•

•
•
•
•
•

Employers hiring illegal workers are also severely punished
with huge fines plus possible caning for repeat offenders.
Anyone caught employing foreigners without a valid work
permit will be charged in court even if that foreigner has
entered into Singapore legally as a Student or as a Social Visitor
e.g. tourist.
The first time offender faces a minimum fine of up to 24
months of foreign worker's levy and a maximum fine of up to
48 months levy for each illegal worker employed or to
imprisonment of up to 1 year or both. For the second or repeat
conviction the penalty will be a mandatory jail sentence of 1 to
12 months in addition to the above fines.
Those found guilty of employing overstayers / illegal
immigrants face a jail sentence of 6 months to 2 years and a fine
of up to S$6000 plus compulsory caning if he employs more
than 5 immigration offenders as workers.
Drunkenness in public place - Imprisonment of up to 1 month
or fine up to S$1000.
Making false police report - Imprisonment of up to 6 months or
fine up to S$1000 or both.
Theft - Imprisonment of between 3 to 7 years or fine or both.
Drug trafficking or murder - death sentence.
Foreign workers who moonlight while holding work permits
will face a fine of up to S$5000 and be barred from future
employment.

Sources:
- ‘Useful Information for International Student Living in
Singapore’ Handbook published by the Committee for Private
Education available at www.cpe.gov.sg
- Reuters, 22 March 1998
- www.filmo.com
- http://www.entersingapore.info/sginfo/risk-investigation.php
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Code of conduct for Students
The Student’s Code of Conduct represents our ideals for character
development and behaviour.
General
• To comply with all standing regulations including those that are
issued from time to time.
•

Enquiries on other rules and regulations concerning student
activity or any doubts can be directed to the Student Services
Officer at the Student Services Department.

Behaviour
• No smoking in and around the BMC International College's
premises.
• Behave with propriety at all times, that is, no disrespectful
behaviour and insubordination to lecturers and officers.
• Always carry with you your Student Membership Card.
• Do not drink or eat in the class / laboratory / workshop / library.
• Do not consume drugs or alcohol. Students found to have
consumed prohibited drugs will be handed to the police.
• Students who are caught gambling would face disciplinary
action.
• Repeat gambling offenders may eventually face expulsion from
the College.
• Do not litter.
• No fighting or acts of disturbance.
• No unauthorised removal of books from the library.
• No unauthorised entry into BMC International College
premises.
• Do not steal College's property or belongings of other students.
• Do not damage or lose BMC International College's property.
Always report any damage or loss of BMC International
College property to the nearest facilitator or any BMC staff.
Please call 65 655 655 to report any loss or damage.
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•
•
•

Do not forge medical certificates or other official documents.
Any form of vandalism will not be tolerated. Students found
guilty will be severely dealt with.
Students are not allowed to rent projectors for screening of
movies during and after school hours.

General Attire
• Be decently attired in a manner that confirms to social and
moral norms.
• Do not sport hair in outrageous colours.
• Do not wear sleeveless T-shirts, singlet and shorts (except at
sports activities).
• Do not wear any form of dress (including slogans on T-shirts)
which may be offensive.
• Do not wear slippers or flip flops.
Attire at Workshops / Laboratories
• Students attending workshops / laboratories must wear proper
attire and shoes.
• Always comply with industrial safety rules as directed by the
facilitator.
• Students who misbehave in class/laboratory/workshop /library /
sports facilities may be asked to leave the premises by the BMC
staff.
• Failure to abide by these rules may render the student liable for
disciplinary action.
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Disciplinary rules
These regulations may be cited as the BMC International College
Conduct and Discipline Regulations 2005 and came into operation
on 1 January 2005. The Principal/Vice Principal or any authorised
person shall have the power to enforce the penalties for offences
committed.
The penalties and offences include but are not limited to those listed
below:
Classification
Minor

Major

Criminal

Examples of Offences
• Smoking
• Improper and
indecent
dressing offensive to other
students
• Littering
• Committing
acts
of
disturbance
• Cheating/dishonesty in exams
• Vandalism
• Disrespectful behaviour to
teachers/staff/fellow students
• Possession/consumption
of
alcohol
• Immoral/indecent behaviour
• Intrusion into opposite sex
toilet without valid reason(s)
• Gambling
• Forging/possession of forged
documents
• Illegal copying of copyright
materials

Penalties
• Go home to get changed
into proper attire
• Attend Counselling session
• Verbal
and/or
written
warning
• Inform parent or guardian

• Theft
• Possession/consumption of
drugs
• Possession of dangerous
weapons
• Fighting

• Police will be called and
student handed over to the
Police.
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• Immediate
failure
or
exclusion
from
examination if caught
cheating or being dishonest
in exams. Respective exam
bodies informed and any
penalties imposed by the
bodies will be meted out.
Student may appeal.
• For vandalism, parent /
guardian informed and
damages sought. Student
may be suspended or
expelled.
• Other
offences
–
suspension
and/or
dismissal from school.
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STUDENT’S UNDERTAKING
& ACKNOWLEDGEMENT
By signing below, I confirm that:
-

BMC International College staff has gone through the
contents of this handbook on
(date);
I have read and fully understood the content, terms and
conditions stated in this handbook;
I shall undertake to fully comply with the requirements and
expectations as laid out herewith;
I shall take full responsibility for the consequences, should I
fail to adhere to the requirements as stated; and
I have attended or will attend an Orientation Programme on
(date).

Signature of Student:
Date:
Student's Name:
NRIC/Passport No:
Date of Birth:

Age:

Briefing done by:
Date:
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Annexes

Annex A: Tuition Fee Protection Scheme, page 72
Annex B: Group Student Medical Insurance, page 73
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Annex A: Tuition Fee Protection
Scheme Insurance Certificate
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Annex B. Group Student Medical
Insurance Product Summary
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Endorsement and Approval of Student Handbook

This 19th Edition of the Student Handbook is endorsed and approved
for distribution to students and stakeholders.

Khatijah Phua Annie (Mrs Ma)
Chief Executive Officer and
Executive Director
05 December 2018
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