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STUDENT DISCIPLINE AND ATTENDANCE POLICY 

 

ATTENDANCE 

Compliance with Singapore law 

1. According to the regulations of the Immigration & Checkpoints Authority(ICA) of Singapore, the  student 
is not allowed to engage in any employment while holding a student pass from a private school. If a 
student is found employed illegally, he/she will face serious consequences such as confiscation of the 
student ID card, being sued or being sent back to his/her home country. 
 

2. According to the regulations of the Immigration & Checkpoints Authority, the attendance rate of 
international student pass holders must reach more than 90% every month while they are in school. If 
the attendance rate is less than 90%, the student pass may not be renewed. In severe cases, the student 
pass may be cancelled.  
 

3. In the case of legal proceedings caused by violating any laws in Singapore, the Immigration & Checkpoints 
Authority will not refund the student the deposit of S$5,000, and the student must pay a fine of S $5,000 
at the same time their student pass is cancelled. 
 

4. Students are required to attend classes regularly. If the Students fail to attend classes for a continuous 
period of 7 days, his/her Student’s Pass is liable to be cancelled with effect from the 8th day. The letter of 
cancellation will be sent to the place of residence as registered with ICA. Remaining in Singapore 
unlawfully after the cancellation of the Student’s Pass is an offence under Section 15 of the Immigration 
Act and the students would be liable for prosecution. 

 
Please refer to our website for other relevant Singapore laws at www.veh.edu.sg  

 Attendance requirements 

1. The school will compute the attendance rate for all students at the end of each month and report it to 
the Immigration & Checkpoints Authority (ICA) as required. 

I. Student pass holder must meet at least 90% attendance rate within the month. 
II. Non-student pass holders are required to maintain an attendance rate of at least 75%. 

III. The school will report non-compliant students to ICA and any further action taken by ICA will be 
dependent upon the policies of ICA. 

2. Students must attend every class on time and being late for every three times will result in deduction of 
one day’s attendance.  

3. School will monitor their attendance regularly.  If Students are absent from class each time at any Site 
Check of school, they will be treated as being one day absent.  

 
 

 

http://www.veh.edu.sg/
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Consequences for students who do not meet the relevant attendance requirements 

1. The first time that a student does not meet the attendance requirement, the student will be given a 
verbal warning from the school and reminded of the consequences of his/her actions and his/her parent, 
or guardian will be informed. 

2. The second time that a student does not meet the attendance requirement, the student will be issued 
the first Warning Letter and his/her parents, or guardian will be informed, and appropriate intervention 
will be conducted. 

3. The third time that a student does not meet the attendance requirement, the student will be issued third 
Warning Letter and his/her parents, or guardian will be informed. In addition, the school will report the 
student to ICA and apply for the termination of the student pass or terminate the student contract 
with no refund of course fees. 

4.  Students will receive warning letters and their parents will be informed if they are late for more than 5 
times a month without valid reasons. 

5. If students are absent for 7 consecutive days without valid reason, the school will report to ICA and 
immediately terminate student contract and cancel the student pass. No fees will be refund under that 
circumstance. 

Provisions on students' leave 

1. Students who are unable to attend classes due to illness or very special circumstance, have to inform the 
teacher in charge in advance. When they return to school, they need to fill out the Student leave form 
and attach their Medical Certificate  or an excuse letter from their parents or guardians and submit to 
school. 
Note: Only a medical certificate issued by a recognised medical practitioner in Singapore will be 
accepted by the school. Any medical reasons without a medical certificate will be deemed as absent 
without valid reason. 

2. If student cannot continue to attend classes due to unexpected reasons during class, students should fill 
out a leave application form and get approval from the teacher in charge first. On the next day when 
students come back to school they should submit the Medical Certificate, otherwise it will be regarded 
as absent without valid reason. 

3. Students cannot travel to other countries while studying in Singapore without permission by the school. 
Otherwise, students will receive a warning letter, and in serious cases, they will be directly expelled from 
the school. 

4. Students cannot leave school early or leave school without a teacher’s permission, otherwise will receive 
warning letters from the school. With a total of 3 warning letters, the school will start the process of 
expelling the student. 

5. Any other reasons for absenteeism will be considered on a case-by-case basis by the school management. 
The student will have to apply for leave of absence with at least two weeks notice and the leave 
application will be subject to approval by the school management.  
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DISCIPLINE 

Classroom Discipline 

1. Students should abide by the principle of academic integrity while studying in school and be honest in all 
school tests. If cheating behaviour is caught, the school will regard the test result as 0 mark, and the 
school will notify the parents. 

2. The use of mobile phones is not allowed during class, unless it is with teacher’s permission. All students' 
mobile phones should be turned off and handed in. If the teacher finds that the students fail to comply, 
the teacher will confiscate and keep the mobile phone until the students graduate. 

3. Students must respect teachers and participate actively in class. If they fail to do so, some intervention 
measures will be taken, the students will be referred to counselling, and if the circumstances are severe, 
they will be suspended from classes, their parents/guardians will be informed and they will receive 
warning letters.  Some extreme cases, students will be expelled from school immediately. 

4. Students need to complete the classroom assignments in a timely manner. The school will evaluate the 
students' learning attitude according to the students' homework submission and classroom participation 
and reflect different grades in the student progress report. 
 

Personal Management 

1. Students should wear uniforms to enter the school according to the requirements of the school. If the 
clothes do not meet the requirements, they will not be allowed to enter the classroom. Thus, such 
behaviour will be treated as being absent from the lesson. 

2. Students should not dye their hair in other colours except black, dark brown and natural colours, and 
girls should not colour their nails. Otherwise, they will not be allowed to enter the school, which will be 
treated as being absent from the lesson. 

3. Student should keep the classroom clean with no litter in campus. 
4. Student should not eat and drink casually in the classroom.  
5. Student should not talk loudly or play music in classroom and disrupt others. 
6. It is forbidden to bring cigarettes and alcohol to school. 
7. Gambling, immoral behaviour and profane language are prohibited. 
8. It is forbidden to fight and bully students (including cyber bullying).  
9. Students should respect other people's private belongings and get permission from the owner before 

borrowing. Students should be aware that stealing is a criminal offence. If students are found stealing or 
destroying something that does not belong to them, they must make compensation and it will be 
reported to the police. 

10. Students are not allowed to go to the bars. Once caught by the police, the students will be given a warning 
letter. Students will be expelled when they receive 3 or more warning letters. 

11. Male and female students are not allowed to have intimate behaviours in school.  
 
Consequence： 
The school will evaluate each offence based on the circumstances of each case and will mete out actions 
involving any of the following, depending on the seriousness of the offence and the number of times the 
offence was committed. The relevant consequences are mentioned below each list of offences: 

 
i. Verbal warning 

ii. Issuance of Warning Letter 
iii. Communication with parents or guardian 
iv. Confiscation of items 
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v. Detention 
vi. Suspension 

vii. Expulsion and/or cancelling of student pass 
viii. Handling over the case to the police 

 
EXPULSION 
Students will be expelled in the following circumstances: 

1. Students who violate Singapore laws and are prosecuted by Singapore government departments. 
2. Student attendance rate is less than 90% for a total 3 month. 
3. Students are absent for 7 consecutive days without valid reason. 
4. Students leave Singapore without informing the school during their course of study at school. 
5. Students receive 3 or more warning letters from the school within 3 months. 
6. Any reasonable reason decided by school management. 

 
Note: When students are expelled from school, the student contract will be terminated immediately, 
students pass also be canceled by school with no refund of course fees and his/her parents or guardian 
will be informed. 

 


