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IMPORTANT NOTE 
This document is provided to ACETEK COLLEGE students as a reference and guide at the college. 
The Student’s Handbook is a guide to the support and services available to student of Acetek College Pte Ltd. 
The handbook contains important policies and procedures that apply to you while you are enrolled here. 
It is important that you familiarize yourself with all the information in this handbook. 
The following listing will help locate the certain section that may interest you. 
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INTRODUCTION 

 

Dear Students! 

 

It is our pleasure to welcome you to ACETEK COLLEGE! 

 

This handbook contains the most current information available at the time of 

publication.  The ATC Student’s Handbook is an outline of the partnership shared 

by students, the training college and staff at ATC. 

 

This partnership involves establishing, clear expectations for all involved in our 

core mission of delivering technology-based education and training. 

 

The ATC student’s handbook is not an irrevocable content between ATC and 

students, and we reserve the right to change any information in this handbook at 

any time without prior notice. 

 

As you begin or continue at ATC, we encourage you to take ownership of your 

own success; we will be here to support you 

 

Yours sincerely 

 

Management 

AceTek College 
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ABOUT ACETEK 
 

VISION 

To be the ace provider of technology-enabled knowledge. 

 

MISSION 

To develop and deliver technology-based education and training so as to equip learners with 

competitive knowledge and skills for the global workforce. 

 

 

VALUES 

Accountability 

We will be accountable in our actions and decisions to our stakeholders.  

Creativity 

We will be creative in our ideas and solutions for teaching and learning. 

Excellence 

We will seek excellence in all our work.  

 

ORGANIZATION STRUCTURE 
 

 
 
 

 



 

 
 

6 | P a g e   

About AceTek College 

 

Academic & Examination Board (AEB) 

Our AEB is made up of external academicians and members of the Management 

Team. Some of their key roles and responsibilities in AceTek College is to 

develop and review the college academic policies and operation procedures, 

ensuring compliance in the execution and implementation of academic policies 

and procedures, ensuring academic integrity and quality of courses offered by the 

college and to review, recommend and approve various academic operational 

procedures and documents.  

AEB Board Members 

 

Management Team 
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Our Faculty 

Qualified, experienced, and committed professionals are employed to provide 

effective and efficient services and courses to our students.  Our instructors and 

lecturers are highly dedicated to assist the students in learning and acquiring the 

baking and craftsman skills.  To ensure and maintain the quality of our teaching 

staff, we conduct an evaluation exercise on all our instructors and lecturers and 

review all feedback after the completion of every module.  All our teaching staff 

are registered with CPE. Our school also include excellent facilities in a 

conducive learning environment that meet the standards set by the governing 

authorities.  

Credibility 

All our course brochures, publicity materials and website (www.acetek.edu.sg) 

are regularly updated to reflect the most current, consistent, and accurate 

information. 

Our students 

AceTek College provides various industry relevant courses such as hospitality 

courses, logistics courses, digital marketing courses as well as baking, 

confectionery, and pastry courses for local students. 

Local Students comprise those who do not need to apply for a Student Pass from 

the ICA to study in Singapore. 
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Confidentiality and Security Policy 

Our commitment to towards Confidentiality and Security at AceTek is inspired 

by below Statement. 

“AceTek is committed to maintain the confidentiality of the applicant’s personal 

information and undertakes not to divulge in any of the applicant’s personal 

information to any third party without the prior written consent of the applicant”.  

1. We will make sure all our students are aware of our “Confidentiality and 

Security statement” by transparently displaying our statement in our 

student’s forms, learner’s related documents and in our websites. 

2. All personal matters provided by the students must be kept confidential and 

for internal use only. 

3. ATC stakeholder shall not divulge any of the student’s personal details to 

any unauthorized third party, unless compelled to do so by laws or any 

courts of Singapore with respect and confidentiality.  

4. However, there may be unanticipated occasions when it is necessary to 

contact or disclose to concerned parties such as families, parents or 

education department such as ITE, Committee of Private Education (CPE), 

Immigration and Checkpoint Authority (ICA) or the Ministry of Education 

(MOE). 

5. Our Academic and Examination Board ensures the confidentiality and 

security of examination and answer scripts are addressed. In accepting a 

place at AceTek College, students have acknowledged that the responsible 

staff of ATC may discharge this right. 
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Useful Websites and Contact Information  

Contact numbers to take note.  If you have questions or concerns in any of these 

areas, the following contacts can help you in the right direction. 

Administration Office 

AceTek College Pte Ltd (ATC) 

Block 167 Bukit Merah Central, #02-12, Singapore 150167 

Telephone : +65 6970 1370 / +65 802 81880  

Facebook : https://www.facebook.com/AceTekcollege 

All Enquiries 

Please send your emails to: info@acetek.edu.sg 

Operation Hours 

Monday – Friday: 9:00am – 5:30pm 

Closed on Saturday, Sunday and Public Holidays 

Committee for Private Education (CPE) 

Tel:    (65) 6592 2108 (Mon – Fri: 9.00am - 5.00pm) 

Email:   CPE_CONTACT@cpe.gov.sg 

Website   http://www.cpe.gov.sg 

Singapore – Statutory Board & Agencies 

Immigration & Checkpoints Authority (ICA) -  http://www.ica.gov.sg  

The Singapore Mediation Centre (SMC) -  http://www.mediation.com.sg  

The Singapore Institute of Arbitrators (SIArb) -  http://www.siarb.org.sg  

Workforce Singapore (WSG) -  http://www.ssg-wsg.gov.sg  

Consumers Association of Singapore (CASE) -  http://www.case.org.sg 

Ministry of Manpower (MOM) - https://www.mom.gov.sg 
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Fire Evacuation  

 
In the event of fire outbreak in the vicinity of the college or Building, all students 

are to evacuate out of the building in a safe, quick, and orderly manner to a 

designated Mustering Point.  Fire Alarm will be activated for the evacuation of 

the building. Students are to be familiarised with the emergency escape routes 

(exiting from the respective highlighted room exits) shall any emergency arises.  

The emergency escape routes as stated in the floor plans is to be strictly followed:

    

Classroom 1: 167, Jalan Bukit Merah, 02-12, Connection One Tower 5, S150167
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Kitchen Workshop A: Blk 161 Jalan Bukit Merah, #01-3707 Singapore 150161 

 

Kitchen Workshop B: Blk 161 Jalan Bukit Merah, #01-3709 Singapore 150161 
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Kitchen Workshop Rubi A & B: 3501 Jalan Bukit Merah, Rubikon, 04-01 

Singapore 159460 

 
 
In Case of Fire or Emergency 

 

1. Every person must evacuate the building immediately by following the 

nearest exit sign to exit from the building – i.e., the main door of ATC. 

2. All students and staff members are to meet at the respective assembly area.  

3. Facilitator is to ensure all new student’s take note on locations of the 

following items    

1. All Fire Extinguishers 

2. All First Aid Boxes (available) 

4. In the event of fire or explosion, it is essential that all occupants evacuate the 

building at once. 
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ACETEK College at a glance 

AceTek College previously known as “CerealTech School of Baking Technology 

(CTSBT)”, is an industry specialist in the bakery training sector. AceTek College 

since 2009 has provided professional training to the baking industry in Singapore. 

Since then, we have expended our programs to offer more courses that are focused 

on the process of production and the achievement of consistency in product 

through its mantra of “Attention to Detail “ATD. 

Train & Gain with the Industry Specialists 

ATC Student’s Handbook 

By attending ATC course program, you have agreed to conform to the rules and 

regulations as outlined in this publication, student textbooks and brochures 

including any amendments. 

You have demonstrated your commitment to development and enhancing your 

professional career choice as well as your personal life. 

You must also demonstrate acceptance of your responsibilities. 

It is expected that you will conduct yourself in a professional and courteous 

manner in and out of the classroom. 

You are encouraged to familiarize yourself thoroughly with the contents of this 

Handbook. 

You are required to abide by all the rules and regulations established by ATC.  

Please be reminded these rules apply to all students and must be strictly followed 

within the compound facilities and common areas of ATC. 

Amendments 

ATC reserves the right to amend this Handbook, and change or delete any existing 

rule, policy or procedure or add new rules, policies and procedure at any time 

and without prior notice. 
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GENERAL POLICIES 

Support Services (Admin and Operations) 

Wireless Connection  

Students may set wireless connection within ATC by following the set up below: 

1. Turn on Wireless and scan for wireless network 

2. Select Acetek- Guest College Network 

3. Key in the provided password, connect and wait for connection 

Consumption of Food  

At ATC, food and beverage consumption are limited to designated eating areas 

only. Under no circumstances are food to be brought in and consumed in the 

workshops of the training college without prior approval from the 

lecturer/instructor.  No outside food should be brought into any of ATC training 

workshops.   

Attendance & Punctuality 

• Day Classes are conducted from 9:00am – 06:00pm  

• Evening class from 06:15pm – 10:15pm  

• Students are advised to be punctual for lessons 

Other Important General information for Students: 

• All registration fees paid are non-refundable 

• Students, and parents should refer to Committee of Private Education 

website at www.cpe.gov.sg if there are any doubts or queries that they may 

have regarding the college, ‘The Enhanced Registration Framework (ERF), 

as set out under the Private Education Act. 

• All local students are required to maintain a class attendance of at least 75% 

throughout their period of study here.  
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Fee Protection Scheme  

 

The Fee Protection Scheme (FPS) serves to protect students' fees in the event 

education institution is unable to continue operating due to insolvency, and/or 

regulatory closure.  

 

The Fee Protection Scheme also protects if the private education institution fails 

to pay penalties or return fees to the students arising from judgment made against 

it by the Singapore courts. 

 

The FPS is compulsory for all local and international students taking courses at 

PEIs seeking EduTrust certification. Students enrolled in these courses will be 

required to pay a fee for FPS which varies depending on the fees of the courses 

insured.  

 

We have in place the Fee Protection Scheme (FPS) to provide full protection to 

all fees* paid by all students as stipulated by the CPE.  

 

ATC Student Refund Policy 

• ATC is committed towards maintaining good business and customer 

practice. We assure current and prospective Students get the best of 

customer service systems and practices to look after the welfare of our 

students. 

• The Refund Policy stated below is applicable to ATC's Full-Time or Part-

Time Courses. 

• All Students must pay their fees due as set out in the respective Standard 

PEI - Student Contract and by the date(s) stipulated in the Standard PEI - 

Student Contract and payment reminders.  

• The complete Refund Policy relating to both Withdrawals for Cause and 

Withdrawals without Cause is governed by the Standard PEI - Student 

Contract entered into between the college and the student. 

• Students/Participants are required to abide by the refund policy specified 

on the application form, website and Standard PEI - Student Contract. 

 

ATC shall have a fair and reasonable refund policy for any payment made. 

The refund policy shall include, but is not limited to, the following: 

• Time taken to process refund request (must not be more than 7 working 

days) 
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• Any refund condition (if applicable) 

• Any non-refundable fee paid (if applicable) 

• When withdrawal application is approved; etc. 

 

The Refund Policy will be clearly communicated to all its students via the 

website, student contract and ATC Student’s handbook. 

The Refund Policy will be clearly explained to all Students and prospective 

Students.  

ATC will regularly review the refund policy to ensure that it remains fair to the 

students. 

All refund applications are subjected to ATC Principal approval & all decisions 

are considered final. 

Refunds on Course Withdrawal  

1. For refund for withdrawal due to non-delivery of course, the college will notify 

the student within 3 working days upon knowledge of any of the following: 

a. It does not commence the course on the course commencement date; 

b. It terminates the course before the course commencement date;  

c. It does not complete the course by the course completion date; 

d. It terminates the course before the course completion date; 

e. It has not ensured that the student meets the course entry requirement as set 

by the college within any stipulated timeline set by CPE 

1. ATC will also inform the student in writing of alternative study arrangements, 

if any. The student will be entitled to a refund of the entire course fees and 

miscellaneous fees already paid if the student decides to withdraw, within 7 

working days of the above notice,  

2. For refund for withdrawal due to reasons other than non-delivery of course, 

ATC will, within 7 working days of receiving the student’s written notice of 

withdrawal, refund to the student an amount based on the following table: 
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REFUND TABLE 

% of [the aggregate amount of the 

fees paid under Schedules B and C] 

If student’s written notice of withdrawal is 

received 

80% 
(“Maximum Refund”) More than 30 days 

before the Course Commencement Date 

10% Before, but not more than 30 days before the 

Course Commencement Date 

0% After, but not more than 7 days after the Course 

Commencement Date 

0% More than 7 days after the Course 

Commencement Date 

 

3. ATC will give the students a cooling-off period of 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 (stated in the 

refund table) if the student submits a written notice of withdrawal to the 

college within the cooling-off period, regardless of whether the student has 

started the course or not. The refund will be processed within 7 working 

days from the receipt of the student’s written request. 

4. ATC will communicate to students on the computation of the refund 

amount. 

5. ATC will maintain updated and accurate refund records. 

 

Miscellaneous Fee Refund Policy 

 

• Miscellaneous fees, comprising Registration fees, Re-examination Fee, 

Uniform, Replacement of Course book, Make-up Lesson Fee are not 

refundable once service is rendered.  There will be no refund of miscellaneous 

fees for the current month or part thereof that has already been utilized. 

• In addition, Students may be liable to pay (where outstanding applicable) fees 

through ATC to government authorities or other external parties. Any refund 

on these fees should be resolved between the relevant parties concerned. 

• A student seeking a review of a decision regarding an application for a fee 
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refund should apply and submit the refund application form and submit to the 

ATC Admin Dept.  Students dissatisfied with the outcome of the review may 

appeal to the management for consideration. 

• All requests pertaining to fee refund are subjected to the management final 

approval.  In accordance with the Student Contract, it takes approximately 

seven (7) working days for the refund process to be completed. 

 

Schedule C - Miscellaneous Fees 

 

Purpose of Fee 

Amount  

(with GST, if any) 

(S$) 

Late Payment Fees  1% Per Week  

Re-assessment fee - Theory (non-refundable) 32.10 

Re-assessment fee - Practical (non-refundable) 128.00 

Re-Module Fees (based on per module cost fees) – Refer to Student Contract Schedule C 

Assessment Appeal Fee (per module)  107.00 

Make-up Lesson (Theory) - 4 Hours (Subjected to availability)  53.50 

Make-up Lesson (Practical) - 4 Hours (Subjected to availability) 128.00 

Deferment Fee 100.00 

Kitchen Tool Kit 68.00 

Chef Jacket only (per piece) - Additional   32.00 

Chef Apron (per piece) - Additional   14.00 

Chef Hat (per piece) - Additional   10.00 

Course Book (per module) - Additional   15.00 

Request Letter and Certifying Letter / Statement 26.75 

Certified True Copy of Diploma Certificate / Transcript  53.50 

 
Miscellaneous Fees refer to any non-compulsory fees which the students pay only when 

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

 

Note: All costs are inclusive of the prevailing Goods & Service Tax (GST) 
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Student Refund Procedure  

• ATC shall have refund procedures which are aligned with the Refund Policy 

to execute any refund request.   

• If the Refund Policy differs for different types of payments or different modes 

of payment, then there will be clearly differentiated procedures. 

• The procedures will be clearly communicated to the students via the website, 

Orientation slides and ATC Student’s handbook. 

• Refund records will be accurate and up to date.  Records will be kept according 

to financial guidelines and are easy to retrieve for audit purposes. 

• Relevant staff must be conversant with the refund procedures and demonstrate 

strict adherence. 

• ATC will regularly review the refund procedure to ensure that it remains fair 

to the students. 

 

This procedure applies when a student submits a request for refund. 

• The student will make the request for refund by completing the Refund 

Request Form and submit it to ATC Admin at ATC Admin Office. The student 

needs to provide supporting documents for the request (if applicable). 

• Upon receipt of the Refund Request Form and all supporting documents, the 

Admin Team will check and verify the student’s record. 

• Admin staff shall submit the request form and the computation of refund to 

the Head, Admin.  

• Upon confirmation of the details, the request (together with all the supporting 

documents) will be submitted to the Head, Admin for verification. 

• Head, Admin verifies the submission within 3 working days upon receipt of 

refund request. Head, Admin, explains to student the following: 

o student’s eligibility for refund 

o the refund amount and its computation 

o the expected refund date and mode of payment 
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• Once the refund request is verified, the ATC Admin office will pass the 

Refund Request Form to management for approval, if refund request is 

approved, the Accounts Department will proceed with processing of the 

refund. If the refund request is rejected, ATC Admin staff will inform the 

student in writing of the decision. 

• Accounts department processes refund and ATC Admin will get Student to 

acknowledge of refund once it’s processed. 

• If refunds are given via cheque students will be informed in writing when the 

cheque is ready, within 7 days from the date of receipt of request. Students 

will have to acknowledge receipt of the cheque. 

Student Withdrawal Policy  

• ATC will have a fair and reasonable withdrawal policy. The withdrawal policy 

will be clearly communicated to all ATC students via the website and ATC 

Student’s handbook. 

• This policy applies when a student requests to discontinue his/her study and 

ceases to be a student of ATC. The PEI- Student contract is terminated, and 

he/she will no longer be a student of ATC 

• ATC will take no more than 4 weeks to process any withdrawal application 

upon receiving the complete relevant withdrawal application. 

• ATC will clearly explain the implication of student’s withdrawal from the 

College. 

• If the student is under 18 years old, the parent or guardian must provide written 

consent for the withdrawal. 

• All withdrawal requests shall be approved by the Head, Academic. 

• ATC will regularly review and update the withdrawal policy to ensure that it 

remains fair to the students. 

• Students who wish to withdraw from the Course after commencement must 

inform ATC in writing by filling up the relevant course withdrawal request 

form and state the reason(s) for withdrawal. 

• A student who has withdrawn is required to submit a new application, subject 
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to the prevailing fees, in order to resume his/her studies. 

• If the withdrawal request is approved, the college will inform the Immigration 

& Checkpoints Authority of Singapore (ICA) to cancel the Student’ Pass. (if 

applicable) 

 

Student Withdrawal Procedure 

• Students must submit their withdrawal request by completing the course 

withdrawal request form with supporting documents (if any) to Admin 

department. 

 

• For students below the age of 18, the students’ parents/guardians must approve 

and sign the course withdrawal request form. 

 

• The admin staff shall provide counselling to the student, clearly explain the 

implication of withdrawal, verify if the student requires aid or assistance in 

personal matters, and seek to assist with pastoral counselling if requested. 

 

• Admin department will determine if the student qualifies for any fees refund 

pertaining to the request for withdrawal.  

 

• Admin staff will compute and process the refund amount in accordance with 

ATC refund policy.  

 

• The college shall cancel the Student’s Pass (if applicable). 

 

• The college will coordinate with FPS providers for any fee refund (if 

applicable). A member of the management shall approve the refund, and the 

amount shall be refunded to the student within seven (7) working days. 

 

• The College will charge a miscellaneous fee if the student requests a 

certification letter. Such fees are set out in the detailed breakdown of fees in 

Schedule C of the ATC-Student contract 

 

• Head, Admin submits the request form to Head, Academic for approval. 

 

• No administrative fee is charged for processing withdrawal requests. 
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• Admin Department will complete the withdrawal process within 4 weeks from 

the date of student’s withdrawal request to informing them of the outcome in 

writing. 

 

Student Transfer Policy  

• Transfer would mean that the student changes the course or period of study 

(from full-time to part-time or vice versa) but remains as a student at the 

college If the transfer is approved, the original Student Contract will be 

terminated, and a new Student Contract will be undertaken.  

• Refund policy shall apply, unless as otherwise agreed between ATC and 

the student. 

• The college will assess each request on its own merits and will consider the 

following factors: 

- Attendance and conduct of student 

- Fulfilment of entry requirements of the new course 

- Vacancy of the new course/class 

- Validity of the reasons for transfer 

• The college will reply in writing to the student within 4 weeks from the 

date of receipt of the student’s written request. 

• If the student is under 18 years old, the parent or guardian must provide 

written consent for the transfer. 

• The college will inform the Immigration & Checkpoints Authority of 

Singapore (ICA) if there is a change in the course of the student. The 

transfer is subject to approval by ICA. 

- Note: Student’s to be informed understands the implication on their 

existing Student’s Pass 

• Once the transfer request is approved, the college and the student will sign 

a new contract or addendum to the existing contract. 

Student Transfer Procedure  

• Students must submit their course transfer request in writing by completing 

the Course Transfer Request form with supporting documents (if any) to 
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Admin department.  

• For students below the age of 18, the students’ parents/guardians must also 

sign the Course Transfer Request form. 

• Head, Admin submits the request form, all course transfer requests must be 

accompanied with a valid reason and subject to approval by the Head, 

Academic.  

• If approved, Head, Admin will arrange for a course counsellor to provide 

pre-course counselling to the student on the new course.  

- Note: Student must pay an administrative fee for the processing of 

transfer requests. 

• Admin Department will determine if the student qualifies for any fees 

refund in accordance with the refund policy.  

• Admin Department staff will compute the refund amount (if applicable) in 

accordance with ATC refund policy. The fee refund will be verified by 

Head, Admin department and approved by a member of management.  

• Admin Department will complete the transfer process within 4 weeks from 

the date of the student’s transfer request to informing them of the outcome. 

• Head, Admin informs ICA to cancel the student’s pass and submits 

student’s application for new course, if applicable. 

• College and student sign new contract or addendum to existing contract. 

Student Course Deferment Policy  

• Course Deferment would mean that the student postpones the current 

course they are attending to a later date for the same course. 

• The college will assess each request on its own merits and shall consider 

the following factors: 

- Attendance and conduct of student 

- Duration of deferment 

- Vacancy of the next cohort/module  

- Validity of the reasons for deferment 
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• ATC will complete course Deferment application process within 4 weeks, 

student will need to complete the Deferment Request Form, obtainable 

from ATC Admin.   

• Students are allowed to defer the course only once up to the maximum 

period of twelve (12) months, failing which he/she will be deemed to have 

withdrawn from the course and would have to re-apply as a new applicant 

if he/she wishes to register on the course again.  

• Refund is not applicable for deferment cases. Outstanding and additional 

amount must be paid by students, if any, unless as otherwise agreed 

between ATC and the student. 

• All necessary supporting documents must be attached together with the 

Deferment Request Form.  

• Approval for deferment is at the sole discretion of ATC. 

• If the student is under 18 years old, the parent or guardian must provide 

written consent for the deferment. 

• For international students: 

-  If the student has been granted In-Principle Approval (IPA) but has not 

collected the student’s pass, the college will inform the Immigration & 

Checkpoints Authority of Singapore (ICA) to cancel the IPA. 

- If the student has a valid student’s pass, the college will inform the 

Immigration & Checkpoints Authority of Singapore (ICA) to cancel the 

existing student’s pass if the deferment period exceeds the validity of 

the student’s pass. 

• ATC Admin will reply to the student on the student’s Deferment Request 

with within four (4) weeks from the date of application. 

• Once the deferment request is approved, the college and the student will 

sign a new contract or addendum to the existing contract. 

Student Course Deferment Procedure  

• Students shall submit the completed deferment request form with 

supporting documents (if any) to Admin department. 
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• For student below the age of 18, the parent/legal guardian’s written consent 

is required. 

• Head, Admin verifies with student within 5 working days upon receipt of 

request. Admin staff will explain to student the following: 

o student’s eligibility for deferment 

o the implications of deferment 

o the implications on the status of the student’s pass, if applicable 

o the fees and charges for transfer, if any 

o the refund of course fees, if applicable 

• Head, Admin submits the request form to the Head, Academic for approval.  

• For approved deferment requests, Admin staff will inform student of the 

outcome of the deferment request and the affective new course intake date. 

• Admin staff will file a copy of the new Letter of Offer in the student P-file 

and a copy of the approved deferment request in the student P-file. 

• Student must pay an administrative fee for the processing of deferment 

requests. 

• ATC will complete the deferment process within 4 weeks from the date of 

the student’s deferment request to informing them of the outcome in 

writing. 

• Head, Admin informs ICA to cancel the student’s pass or IPA, if 

applicable. 
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Academic Polices 

 

Courses and Admission Criteria 

 

Students may wish to view the college’s website (www.acetek.edu.sg) and course 

brochures for information on the courses and its admission criteria. 

 

Course and Assessment Schedule 

The course and assessment schedule can be found on the college website and 

course module outline. 

 

Students are required to fulfil the assessment criteria stipulated in the module 

outline in order to complete the modules in their course (s) successfully. 

 

Assessment /Re-Assessment Regulations 

 

Students who fail to meet the assessment criteria will be required to re-sit the 

assessment.  A re-assessment fee will be imposed.  Student will be advised on the 

assessment (s) date and time once he/she is registered for the assessment.  

 

Students attending the certificate courses are required to sit for the assessment at 

the end of each module and comply with the examination regulations. 

 

Re-module 

  

Students who failed to meet academic criteria would be required to re-module. 

Certificates would only be issued upon successful completion of the academic 

requirements.  Re-Module Fees apply.   

Course Award – Awarding of Certificates 

Students will be awarded certification after the following conditions are meet: 

a. Passed all compulsory course assessment(s).  

b. All students must attain the required minimum attendance (75%) to be eligible 

for course award.  

c. Student has no outstanding and pending course fees 

 



 

 
 

27 | P a g e   

Academic Misconduct 

If you are found responsible for any form of cheating/plagiarism or in any way 

compromising your exams (academic) integrity, you may be subjected to both 

academic disciplinary actions (including dismissal from class). 

AceTek College regulations and academic misconduct 

• Academic misconduct - Any form of plagiarism or cheating in tests and 

examinations. 

• Failure to keep electronic devices in the “off/ silent” mode while in the 

classroom.  

• Failure to be properly attired and to observe a sense of decorum when within 

ATC premises. 

• Filming and Video Recording in ATC without permission from authorised 

staff. 

• Eating or drinking in the classrooms or any location other than designated 

areas unless permission is granted.   

Any breach of regulation and misconduct may result in disciplinary actions. 

Practical Sessions Attendance  

The training mandate that each student attend every class to maximize their 

training and education opportunities. 

Failure to meet attendance requirements for practical sessions will result in 

rescheduling and may affect your enrolment/academic standing and make –up or 

remedial classes may be recommended by the instructor/lecturer. 

Tardiness 

All students are expected to be punctual and attend class during the entire 

schedule period.  Student attending class after 15 minutes of the stipulated time 

class time will be marked as late. Student who are consistently late and without 

valid reason shall be subjected to the disciplinary action according to ATC policy 

and procedure.  
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Class Projects 

You are responsible for any class project or work missed.  You will be marked 

absence for classes missed and should discuss with your lecturer/instructor the 

effect this absence will have on your overall class attendance record. 

Class/student activity trips representing ATC, arrangement must be made for a 

member of ATC to accompany the group.  Student who drives vehicles on field 

trips should discuss all liabilities with the staff member or training college. 

Copyright Law 

Students are to observe the Copyright law on intellectual properties such as course 

syllabus materials. 

Appeal of Assessment Results Procedure 

• Internal Examinations 

a. Student may appeal against their assessment result if they believe that the 

grade awarded should have been better. 

b. All appeals against the assessment results must be made in writing to ATC 

within fourteen (14) days after the result is officially released to Students. 

c. The students must state detailed reasons for the appeal. Student will not be 

allowed to view his/ her examination scripts, student may attach any other 

supporting document (if any). 

d. An appeal fee of S$107.00 is payable to ATC upon submission of the 

Assessment / examination appeal form.   

e. Students will be informed in writing of the decision of ATC Examination 

Board on the appeal. The decision of the ATC Examination Board is final. 

f. Student will be informed in writing of the decision on the appeal within 4 

weeks after receiving the written appeal for result from the academic 

department. 

g. ATC reserves the right to reject applications which are incomplete or late; 

and the appeal fees collected at the point of registration will be refunded to 

students whose applications are rejected. 
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h. Only one appeal per Assessment / Examination is allowed. No re-appeals are 

permitted. 

 

Appeal Procedure Flow Chart  
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Feedback/Complaint/Dispute/Grievance (Student Redress) 

 

At ATC, we value feedback from our students and feedbacks are welcome. We 

continuously seek opportunities to improve our processes and procedures so that 

we can continue to serve our students better.  

 

Students may obtain and fill up the feedback form Feedback Form from our 

Admin Department in the front desk and forward their feedback via email to: 

info@acetek.edu.sg. 

 

We give top priority to student’s well-being and satisfaction and welcome your 

feedback. Please contact us immediately if you have any feedback, complaints, or 

suggestions. We will investigate and resolve complaints either immediately or 

within twenty-one (21) working days, depending on the complexity of each case.  
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If the college is unable to resolve the complaint amicably, Students and ATC can 

refer to Singapore Mediation Centre (SMC) or Singapore Institute of Arbitrators 

(SIArb) through CPE Student Services Centre for mediation. All evaluations and 

feedback will be treated in strictest confidential 

 

Student Complaints and Grievance Procedure (Flowchart) 
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Student Feedback and Evaluation  
 

AceTek College conduct regular student surveys and feedbacks during your time 

of study here. We encourage students to provide constructive feedback for 

continuous improvement of our programme and services. Feedbacks are gathered 

through various survey platforms, i.e., student course/module evaluation and 

student feedback form. The feedback and comments will be treated in strictest 

confidence.  

 

Student Code of Conduct  

ATC requires all students to conduct themselves in accordance with the standards 

of their future professions. They must abide by the laws of Singapore and the 

regulations of ATC. All students must not commit any of the following:  

Local Student or Non-Student Pass Holders who Fails to maintain minimum 

attendance of 75% may result in expulsion. 

Violation of Singapore laws (may result in imprisonment, fine, caning or 

death penalty) such as: 

• Rape, including acquaintance rape and/or sexual assault, in any form.  

• Any kind of physical abuse, verbal abuse, intimidation, harassment, 

coercion, stalking, and/or any conduct that threatens or endangers the 

physical or psychological health/safety of another person.  

• Vandalism, Mischief and/or theft and all forms of gambling. 

• Drink driving, Misuse of Drugs, Murder, Robbery, Cheating and forgery  

• Breach of intellectual property rights 

• Falsification, alteration, or misuse of ATC documents.  

• Theft, deliberate destruction, damage, misuse, or abuse of ATC property 

or the property of private individuals associated with ATC.  

• Failure to comply with all emergency evacuation procedures, disregarding 

safety practices, tampering with fire protection equipment, or violation of 

any other health and safety rules or regulations.  

• Defamation - spreading untruth and damaging remarks about the ATC, its 

staff, or fellow students. 
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• Participation in any wilful or negligent acts that result in damage, loss, 

theft or activities not befitting the good name of the College. 

• Inappropriate or profane behaviour that causes a disruption of teaching, 

administration, disciplinary proceedings, or other activities.  

• The use of alcoholic beverages or controlled substances in ATC premises, 

including the purchase, consumption, possession, being under the 

influence of, or sale of such items.  

• The use of any tobacco products in ATC premises. 

Medical Certificate and Leave Application 

• Students who are sick should contact the admin staff immediately and inform 

them of the number of days of medical leave he/she had been given by the 

doctor.  

• Upon returning to college, the student must submit his/her medical certificate 

to Admin staff for verification and recording purpose. 

• Students who wish to apply for leave must submit his/her application to the 

Admin Department.    

• The application will be approved by the Academic on a case-by-case basis 

with justifications. 

Leave Application  

Students with valid reasons are permitted to apply for leave through an official 

leave form, and must furnish: 

• For medical reasons – A Medical Certificate or appointment letter for medical 

treatment. 

• For compassionate leave – A copy of death certificate/notification (if 

applicable).  

• Any other reasons other than medical and compassionate mentioned above 

must be approved by the Head, Academic.  

The admin staff will inform the student of his/ her leave application outcome. 
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Disciplinary Measures  

Punitive measures should be the last resort. The college will deploy intervention 

measures to help students improve their conduct/attendance as far as possible. 

The punishment meted out shall be commensurate with the severity and 

circumstances of the offences. The conditions for the punishment are as follows: 

Conditions Punishment 

First offender of the code of student conduct Verbal Warning / 1st Warning Letter 

Repeat offender of the code of student conduct Letters of Warning  

i. Contravened the laws of Singapore; or 

ii. Failed to attend classes for a continuous period 

of 7 days; or 

iii. Unable to meet the attendance requirement 

(90% for student’s pass holder and 75% for 

non-student’s pass holder); or 

iv. Committed academic misconduct such as 

plagiarism or cheating in an examination. 

v. Reoffended despite having received 1 final 

warning letter. 

Expulsion (and cancellation 

Student’s Pass for international 

students) 

A student who is found guilty by the courts for committing a criminal offence in 

Singapore may receive the following punishments: 

i. Capital punishment 

ii. Imprisonment 

iii. Canings 

iv. Fines 

Attendance Disciplinary Procedure 

Any student who has poor attendance or suspected to have violated the student 

code of conduct will be referred to the Head, Academic for appropriate 

intervention measures. 

The student will be assigned a counsellor to speak to the student. Based on the 

counsellor’s report, the college will decide on the penalties and/or intervention 

measures. 
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Smoke-Free 

ATC is a smoke-free college.  In compliance with safety measures and ATC 

policy, smoking is permitted only in specifically designated areas located 

outside the building.   

Any individual found smoking in a prohibited place may be liable on conviction 

to a fine based on Singapore Law and regulation. 

Uniform and Dress Code  

Students are required to maintain a clean, neat, and smart appearance always. 

Students in school uniform must always adhere to proper dress code whether 

within or outside of school premises. You are advised strictly against changing in 

the Lecture Rooms, Workshops or along corridors. 

Dress Code - Kitchen and practical based Training  

Attire Kitchen-based Learning for Diploma Students  

• ATC Standard issued Chef Jacket must be worn during kitchen training. 

• Standard ATC issued apron must be worn during kitchen training.  

• Chef Hat or Hair Net must be worn and must completely cover your hair and 

should be always worn during kitchen training. 

• Long pants must be always worn during kitchen training 

• Non-slip full-covered shoes with socks must be always worn during kitchen 

training  

These are all safety precautions to prevent burns, damages and for hygiene 

purposes during the class. Learners who do not adhere to the dress code 

standard may not be allowed to participate in the kitchen-based lessons.  
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Pastoral Counselling. 

 

ATC have dedicated Student Pastoral Counsellors to provide personal and 

emotional support to our students, especially to help them cope with stress relating 

to adapting to new school environment and any other academic matters. 

 

 

 

Pastoral Counsellors 

S/No Name Designation 

1 Ms. Kate Chia  Head, School of Hospitality and Tourism 

2 Mr. Azmi Danial Head, Academic 

 

Pastoral Care 

• To provide dedicated pastoral care by our Pastoral Counsellors.  

Provide personal and emotional support to our students, especially to help them 

cope with stress relating to adapting to new school environment and any other 

academic matters. 

Students who wish to talk to our pastoral counsellors may contact the college at 

Tel: (65) 6970 1370 / 8028 1880 or email info@acetek.edu.sg.  

Student’s Orientation 

All new students are required to attend Student’s Orientation scheduled on or 

before the start of your first class.  The orientation is for you to get acquainted 

with ATC’s policies and pertinent information and to meet the 

lecturers/instructors and your classmates. Opportunities to meet other new 

students are provided through workshop activities and to prepare new students 

emotionally. 

  

mailto:info@acetek.edu.sg
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Service Quality 

ATC strives to ensure commitment to service quality.  

Service quality deliveries are as follows: 

 

Type of Request / Services Response Time 

To serve customers, with appointments Within 5 minutes 

To serve walk in customers Within 10 minutes 

Resolve all feedbacks and complaints Within 21 days 

On Course transfer ATC will take no more than 4 weeks 

to process any application for transfer 

of course 

On Course/Module Deferment  ATC will take no more than 4 weeks 

to process any application for 

Course/Module Deferment 

Process refund for course withdrawal  

(if qualified) 

Within 7 working days 

Release of Examination results Not more than 10 weeks from the 

date of exam results 

Appeal on Examination Results Within 30 days from receipt of 

application for ATC courses. 

 

 
General Information About Singapore 

 

Transportation 

 

Transport via bus services and / or the Mass Rapid Transit (MRT) system are easy 

and convenient. The EZ-Link fare card which used to pay for bus and MRT rides 

can be purchased from all MRT stations and bus terminals. 

 

Postal Services & Telephones 

 

Post Offices are available within walking distance from our campus. Mailboxes 

can be found in most places and at almost every MRT stations. 
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The main mobile operators in Singapore are SINGTEL, M1, Circles and 

STARHUB. Students who wish to may purchase a mobile phone fixed plan, 

prepaid sim cards are also available for purchase at any of these mobile operators. 

 
Bank Account 

 

Students who wish to may open a bank account with any of the banks in 

Singapore. A Nets or debit card (“ATM card”), together with your Personal 

Identification Number (PIN) will be given to students when you open a bank 

account. Automated Teller Machines (ATM) are easily available around 

Singapore and you can withdraw money from your saving accounts through these 

machines anytime of the day.  

 

Smoke-Free Campus  

 

ATC is a smoke-free college. In compliance with safety measures and ATC 

policy, smoking is permitted only in specifically designated areas located outside 

the building. Any individual found smoking in a prohibited place is liable on 

conviction to a fine S$200. If convicted in the Court, the offender will be liable 

to a fine up to S$1,000 


