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Dear Students, 
A warm welcome to the academy, where your journey of fun and enriching learning experience begins
Aesthetics International Academy (AES) is an academy which offers beauty and wellness programs for both local and international students. Established since 1978, we have a proven track record, having trained and produced many professional aestheticians for the beauty industry.

At Aesthetics International Academy, we aim and pride ourselves on the provision of excellent training skill programs to meet the needs of the individual learner so as to bring your knowledge and skills to a greater height. As we are committed to your success in the beauty fields, each of our professional courses is being carefully designed to impart theoretical and practical skills to our student. 

Our tutorial team comprises of in-house experienced practitioners with accredited qualifications and professional competence. Course contents will be continuously reviewed in terms of its relevance to their respective fields, thereby preparing our students to achieve professional excellence through continuous training and learning at Aesthetics International Academy. 


 Enjoy your studies, make friends and adopt a positive attitude towards learning.  I shall end this note with a quote by the Greek philosopher Aristotle. “The roots of education are bitter, but the fruit is sweet.” Work hard and success will be waiting at the finish line. On behalf of everyone at the academy, we would like to wish you all the best to your studies.
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From: The Principal

Ms Dolly Tan
About Us
Staff Information
Principal: Dolly Tan    Refer to Org. Chart for details.
Academy Contact Number: 63388339

Service Guarantee

All courses offered are registered with the Council for Private Education (CPE). Constant reviews and updates are done on all our brochures and marketing collaterals of AES and its programs to reflect accurate information. 

Service Commitment
Members and Staff of AES are committed to serve you with our expertise. Consistently provides quality teaching to our students by demonstrating Enthusiasm, Knowledge and Professionalism, ensuring you to excel in the world beauty fields.

Course & Examination Information

Your total payable course fees include: 

All tuition fees and non-tuition fees for class:
Provision of all training materials and use of equipments; 
Access to all school facilities (except for spa facilities) and equipment during school hours or by arrangement after class;
Textbooks;

Student ID card* (Lost/Damaged Card Replacement Fee: $20);
Individual Student Account for access to online/electronic resources;
Fee Protection Scheme insurance;

Medical Insurance (applicable);

In-house school examination
Internal & International examination fees (CIBTAC – $400, CIDESCO – $500);
	S/No.
	Item
	CIDESCO Course
	CIBTAC Course

	1
	1 set of Student Uniform
	(
	(

	2
	1 piece of large towel (white) and bed sheet
	(
	(

	3
	2 piece of medium towel (white)
	(
	-

	4
	8 pieces of small towel (white)
	(
	(

	5
	1 set of Facial Gown (white)
	(
	-

	6
	1 set of Body Apron
	(
	(


And the following items according to the course you are enrolled in.
*The Student ID card will be given to existing students with the full implementation of the computerized system. Students will be given a unique user ID each, where they will be able to log on to the student portal to access electronic resources such as practice questions. Students will be able to track their progress on the portal, where the grades of their practice questions/quizzes will be recorded. 
Your total course fees DO NOT include:
General stationery items and supplementary text books (if any);
Practical Kit (if applicable);

Materials for case studies (if applicable);

Locker (Optional)
All of the above mentioned items are classified under the “Miscellaneous Fees” Section of your student contract. Kindly refer to the student contract or contact our administrative staff for the amount of fees associated to each item.

All notes and training materials given during the duration of the course are the property of the school until the time when the course has been completed and all fees paid. Notes are copyrights of the school. Any infringements will result in legal actions by the academy. 
Attendance Rules and Policies
AES operates from 10.30am to 7.30pm, on Mondays and Fridays. Extended hours for night classes are from 7.00pm to 10pm on every Tuesday, Wednesday and Thursday. Additional make-up classes are conducted on Saturday; please refer to educators for class schedules.
It is essential that you are in your class 10 minutes before commencement of practical class to prepare the necessary setup. Plans are already in progress to update the attendance system. Students can expect to take their attendance via their Student ID card after the upgrade process has been completed.
1. Students are required to attend all lessons and industry placement (where applicable), with a minimum 90% attendance. More than 10% of absence from class is not permissible and may result in a student failing their course.
Note: If you do not attend the school regularly or is absent without valid reason, you may face disciplinary action and suspension from your studies.
2. Students are required to produce a doctor’s certificate if the absence is due to illness. Medical absences will towards absent hours. Students are expected to make up for the hours that they have missed. Students who are absent from class without valid reasons will not be allowed to attend make-up. 
3. International students studying on a Student’s Pass are required by the Immigration and Checkpoint Authority to have an attendance rate of at least 90%, failing which may result in the cancellation of the student pass. International students should note that if they do not uphold AES’s required attendance of 90%, it is possible that they may not complete their studies within their Student Pass duration.

In the event that a student is unable to attend a class or is expected late for a lesson, the student shall call to inform the academy before the class begins. If a student is aware of any illness that will require a protracted absence from the academy they must notify the academy and indicate the duration of absence.
Students late for practical class for more than 20 minutes or early departure may result in the student being marked absent for that particular session.

Make up sessions

Make up sessions will be conducted on Saturdays upon availability, as arranged by the academy.

· The record of absences needs to be completed in your register and signed by the facilitating tutor.


· All class material must be caught up within 7 days of returning and it is your responsibility to ensure that this is done.


· Absence and make up hours are counted cumulatively for the whole duration of your course.


· It is the students’ responsibility to be aware of their own position in regard to absence hours and take remedial action as required.
Consultation
We seek our best to provide the best education on aesthetics to all our students. However, due to limited constraints on our resources, we are not able to provide any form of private tuition/coaching to any students. All educators have been instructed not to provide any private tuition/coaching to any student so as to maintain fairness. Students are encouraged to form study groups of their own and to seek help from educators as a group to save time. Consultation hours are to be arranged with the educator, subject to the educator’s availability.

Course Assessment & Examination 
Eligibility for final examinations is dependent upon satisfactory progression throughout the course, number of absence hours being within the rules, fee payments being up to date, proficient standard being achieved and the completion of course work.
Registration for the international examinations will only be conducted at the recommendation of the student’s educator, based on the student’s performance and progress during the course of study. All International examination fees must be paid in full on registration and are not refundable once registration has taken place. A separate contract with FPS protection for the examination fees is required to complete the registration process.
All students that are registered for the international examinations are required to sit for an internal preliminary examination 1 month prior to the actual international examination. No student is eligible to sit for international exams organized by AES unless they have met the eligibility criteria based on their assessment scores from the AES Internal preliminary examination. (In-house examination)
The grading scheme for AES internal preliminary examination is as follows:

	Grade/ Course
	CIBTAC
	CIDESCO
	CIDESCO (Post Grad)

	Pass
	60% - 74%
	70%
	70%

	Credit
	75% - 84%
	     N.A.
	        N.A.

	Honors
	85% - 100%
	
	


You will be assessed in both Theory and Practical examinations. You must receive a minimum of 60% (CIBTAC) , 70%  (CIDESCO, CIDESCO Post Grad) in both Theory and Practical examinations in order to be considered to have passed the internal examination, following which you will be allowed to sit for the respective international exam. 
Half marks will be rounded up. E.g. Average of 72 and 77 = 74.5 rounds to 75
Example based on CIDESCO course:

	Example 1: 

Theory Score = 70% Practical Score = 80%      Average = 75%

Outcome = Pass


	Example 2: 

Theory Score = 68% Practical Score = 90%     Average = 78%

Outcome = Fail (minimum of 70% not achieved in Theory Paper)


Re-Sitting of Internal Preliminary Examination
If you fail to reach the minimum score in either the theory or practical (or both) component of the internal exam, you will be given another opportunity to re-take the whole examination or component of it at the sole discretion of the academy.
The re-take must be done within 1 week following the failure of the internal assessment.

Any appeals on the sitting for the international exam shall be directed to the examination board. The decision from the examination board is final and no further appeal will be entertained

. 

International examinations are assessed by external examiners provided by the International examinations bodies. Policies and fees for International exams are governed by the individual International Examining Boards.
International examinations for CIBTAC course take place in January, April, July and November of every year. The academy organize about 3-4 examinations in a year for the CIDESCO course. An official exam notification will be given to candidates at least 1 month prior to the examination. The exam schedule will consist of information such as exam date, time, venue, items to bring etc. 

Absence from examinations
Students who are absent from examinations must have valid reason. They must produce valid medical certificate or supporting documentation to the school within five (5) working days of the exam date.
Confederation of International Beauty Therapy and Cosmetology (CIBTAC) Course: 
The total number of hours required for this course is 352 hours.
An Examiner from CIBTAC examines your practical exam and invigilates all theory papers. The passing mark for CIBTAC is set at 60% and all results are forwarded to the school within 12 weeks of the end of the final exam. Achievements of Pass, Credit or Honours can be awarded for the theory, practical exams and the final grade. CIBTAC examinations are designed such that individual therapists would be able to enhance their careers by gaining extra qualifications with courses such as Nail Technology, Spa Diplomas, Holistic Therapies and a variety of Massage Diplomas. All costs for these exams are not included in your fees and the amounts may differ according to the currency rate at the time of payment
Students are advised that it may take up to 3 months after the examination has taken place before the examination board releases the results to the academy. The academy will contact the students once the results have been released. Please kindly update your particulars to ensure that the academy is able to contact you. Students who are un-contactable will need to contact AES to find out their results. 
Comite International D'esthetiques et de Cosmetology (CIDESCO) Course 

The total number of hours required for this course is 1200 hours.
A CIDESCO examiner will examine all practical and theory examination alongside an AES examiner. The practical exam consists of Facial and Body components which will be completed in one day. CIDESCO theory examination will take place on a separate day. Results will be given immediately following the marking of the examination scripts. The CIDESCO passing mark is set at 70%. A thesis on a subject of your choice is required as additional research, as well as a demonstration of a specialized treatment (can be related to the thesis topic) will count towards the final score. An additional 600 hours of work in the related industry is required within 2 years of their graduation before a candidate will be awarded the full CIDESCO Diploma. Failure to do so may result in the revoke of the qualification awarded, and the student will be required to sit for the certification examination again. Alternatively, students can opt to accumulate 1800 hrs of course duration. All costs for these exams are not included in your fees and the amounts may differ according to the currency rate at the time of application. However, the new fees shall be reflected in the miscellaneous fees section of the contract/on the website once it’s revised.
CIDESCO (Post Grad) Course
This is the course for experienced aesthetician who have at least 3 years of working experience in the related industry. The total number of hours required for this course is 600 hours. The examination format and grading scheme is similar to the CIDESCO course.  

Examination Information
1. All CIDECO Exam Students must be dressed in White Top, White Pants, White Socks, White shoes (Covered), Uniform with their name tags pin onto the uniform.

2. Candidates have to bring their Passport / IC / Student Pass, pencil, eraser, theory note and file.
3. Student with long/medium hair must tie their hair up neatly in a bun with a black net. Fringe must be clipped up neatly. Please bring along black hair clips and hairspray/ gel for touch-up purposes. No fancy accessories are allowed.

4. Students are to put on light make up.

5. All students/ models are not allowed to bring any communication devices (e.g. handphone) into the examination room.

6. All models must put on light make up and apply light-coloured nail polish. Please ensure that the model has axillaries, bikini/leg hair for waxing.  
7. All students are required to bring eye drop, alcohol, baby powder and Vaseline.    

8. Student/ Model must remove all accessories and jewelleries

9. Wipe the trolley with alcohol before and after your examination.

10. Please keep your working area clean and tidy.

11. Ensure your uniform, bed sheet, towels, make-up apron are neatly ironed. Towels must be clean and white. Standard uniform should be worn. No form of any alteration to the uniform is allowed.
Performance Incentives

Performance incentives are offered to encourage students to put in their best effort for their course of study. The top 3 students for the CIBTAC course shall receive gift voucher* of $2000, $200, $200 respectively to recognize their effort and performance. For the CIDESCO course, 3 commendation certificates will be awarded to holders of the “Best Student- in Thesis”, “Best Student- in Theory” and the “Best Student- in Practical”. Any additional prizes may be awarded at the sole discretion of the academy. 
*Terms and conditions apply on the usage of the gift voucher. Please contact the administrative team for more information.

Extension of course

Students who are unable to complete the course in the stipulated time in the contract will have to request for an extension of course if they wish to continue their course in the academy. Failure to complete course refers to cases when a student: 

(i) Fail the international examination,
(ii) Fail to complete the required number of hours of lesson time
(iii) Failed the internal preliminary exam, thereby unable to seat for the international exam
Students will be required to sign a new student contract in which a new course fee (20% of the original course fee) shall apply. Students will also be required to purchase new FPS insurance for the extended course. Student will be provided additional training of 80 hours for CIBTAC course, 320 hours for CIDESCO course. Please refer to the miscellaneous fees section of your student contract or the website for associated fees with regards to course extension.
Appeal/Moderation
Students sitting for the international examination shall be examined by foreign examiners. Results, once released shall be final and no appeals would be granted. Prior to the release of the results, moderation of results may take place at the sole discretion of the foreign examiner, subjecting to the student’s overall performance and conduct in the academy.
Re-sitting of International Examination
In the unfortunate event that you should fail the international examination, you are given the opportunity to re-take the examination of the failed component within 6 months following the failure of the exam. Additional costing such as extension of course, examination fees will apply and be borne by the student. Please seek advice from your educator for more information.
The re-take must be done within 6 month period (subject to the availability of exam dates) following the failure of the examination, e.g.: failed exam in December, eligible for a re-take until June of the following year. Re-takes are not eligible for credit or honour grades (CIBTAC course).
Any candidate that was unsuccessful at the first attempt of any examination will be granted supplementary examination of not more than twice within the next 3 years. If they are still unsuccessful after that, the candidate must re-register and complete the whole course of study again, before sitting for the full examination. (i.e. practical and theory)
It is the responsibility of the student to liaise with the academy when they intend to sit for the re-take. It is at the discretion of the Principal of the times and dates which are available for the re-take of the examination. 

Administrative Matters

The academy is currently working towards EduTrust Certification. This scheme is a build up based on Case Trust’s coverage on the protection of fees paid by students and involving additional requirements such as academic processes, corporate governance and administration processes, management of marketing agents and student support matters. This voluntary certification scheme serves to distinguish higher quality operators in the private education industry. 

As required under the EduTrust scheme, the academy has in place the Fee Protection Scheme (FPS) to provide full protection to all fees paid by our students. Medical Insurance scheme is also in place to ensure that all students are covered by medical insurance. Important information such as the payment schedule, course details have been covered in the student contract. Please refer to your copy of the student contract or kindly contact our administrative team for details.
Fee Protection Scheme (FPS)
AES has selected LONPAC Insurance BHD as the insurance provider for the fee protection scheme. A student should have received the FPS insurance certificate on the day when the student contract has been signed. The FPS insurance fees will be incorporated into the total course fees that will be broken down according to the instalment schedule listed in the student contract. The insured period is for the entire duration of the course as stated in the contract. Students who seek deferment or re-enrolment resulting in extension of the course duration may have to pay additional premium for the course fees applicable to the extended period.
Medical Insurance (MI)
AES has in place a Medical Insurance (MI) scheme for all its students* as required by CPE under the EduTrust certification scheme. This medical insurance scheme will minimally provide for an annual coverage limit of not less than S$20,000 per student, at least B2 ward in government and restructured hospitals and 24 hours coverage in Singapore and overseas (if student is involved in school-related activities) throughout the course duration. 

*Singaporean/PR and non-Student’s Pass international students who are already covered by their own medical insurance plan (with an annual limit not less than S$20,000) may be exempted from the MI scheme. Students can indicate their intention for exemption in the student contract and provide a copy of their medical insurance policy. Exemptions from MI scheme will only be granted to students who submit a copy of their medical insurance policy. The medical insurance fees will be incorporated into the total course fees that will be broken down according to the instalment schedule listed in the student contract.
Withdrawal and Refund Policies and Procedures
Causes for Withdrawal:

The student shall be entitled to immediate withdrawal from the Course by giving written notice (no electronic-mail shall be considered valid notice) to Aesthetics International Academy of his/her intention to do so under the following circumstances: 
(i) Aesthetics International Academy fails, for any reason, to commence the Course on the Commencement Date;

(ii) Aesthetics International Academy fails, for any reason, to complete the Course by the Completion Date, subject to the Student completing his/her modules within the expected academic duration. 

(iii) Aesthetics International Academy terminates the Course, for any reason, prior to completion of the Course.

(iv) Aesthetics International Academy is in material breach of its obligation under this Agreement.
Refunds for Withdrawal with Cause:
Aesthetics International Academy shall, as soon as practicable after receiving the Student's notice of withdrawal, (and in any event no more than seven (7) working days after receiving such notice) shall proceed to refund the Student: 

(i) The entire amount of the Course Fees
(ii) FPS insurance, Medical Insurance (amount of refund will be prorated)
Refunds for Withdrawal without Cause:
When the Student withdraws from the Course for other reasons, Aesthetics International Academy shall as soon as practicable after receiving the Student's written notice of withdrawal, (and in any event no more than seven (7) working days after receiving such notice) shall proceed to refund the Student.   

A student is required to submit a written notice (no electronic-mail shall be considered valid notice) to Aesthetics International Academy of his/her intention to withdraw from Course. The percentage of fee refunded is based only on the total course fee payable. FPS and medical insurance refund will be prorated.
	% of the aggregate amount of the Course Fees and Additional Fees paid
	If Student’s written notice of withdrawal is received

	100%
	(“Maximum Refund”) More than [30] days before the Course Commencement Date

	70%
	Before, but not more than [30] days before the Course Commencement Date

	50%
	After, but not more than [5] days after the Course Commencement Date

	30%
	More than [5] days after the Course Commencement Date, but not more than [10] days after the Course Commencement Date

	0%
	More than [10] days after the Course Commencement Date

	Note: No refund will be made if you are dismissed from the course.




No Double Claim

For the avoidance of doubt, if the Student and/or his/her parent/guardian receives any payment from Aesthetics International Academy or Lonpac Insurance Bhd pursuant to a provision of this Agreement or Master Insurance Policy in respect of any matter or damage, then the Student and his/her parent/guardian shall not be entitled to claim against Aesthetics International Academy or Lonpac Insurance Bhd for the same payment in respect of the same matter or damage pursuant to any other provision of this Agreement or the Master Insurance Policy.
Transfer policy
Transfer of course is subjected to availability and the student will be asked to top up the difference in amount for enrollment into the new course. A fresh student contract for the new course would be signed.
Upgrading to a higher level course
Students who wish to upgrade their studies from the course in which they have enrolled may make application in writing to the academy for approval. All requests must be reviewed and assessed by Education department head or above. An administrative fee of $100 will be charged for upgrading to a high level course.
You will be required to fill in the Transfer Course form. The time frame for processing such request shall not exceed 7 working days from the date of the request submission. A written response of the request status will be provided to the student. The administrative team shall inform you of the class/lesson schedule once all administrative formalities for the transfer have been completed. 
While it is permitted for students to upgrade their course of study, it is not permitted to downgrade to a course lower than the level into which they have originally enrolled for. Any students who find that they are unable to complete their current course for any reason should read the Withdrawal/Refund policy in the handbook/website or approach any of our administrative staff for advise before making any decisions. In the event that a student needs to downgrade due to time constraint, no refunds shall be made.
Transfer of Study Mode
Changing from full time study to part time study or vice versa is possible. You are required to fill in Transfer Course form. You will be informed by the school on the class/lesson schedule once all administrative formalities for the transfer are completed. (At least 7 working days)
Transfer to another school * this policy applies only to international students on Student Pass.
AES will cancel your Student Pass. The new School is required to apply for the Student Pass for you. You are required to fill in the Course Withdrawal form. We will process your withdrawal within 3 working days. Upon cancellation of the Student Pass, you are required to return your Student Pass card to ICA.
Deferment Policy
Deferment refers to a student delaying his/her study of the course and to carry forward his/her pre-paid fees to a later period. 
A deferment period of up to six months may be granted. All deferment requests must come with supporting documentation. Under special circumstances, the deferment can be extended. The general conditions that are taken into consideration for deferment are: 
1. Compassionate grounds (accompanied by a certificate from an appropriate Aesthetics counsellor, minister of religion, medical practitioner or other appropriate person)

2. Medical grounds (certificate from a medical practitioner)

3. Psychological grounds (certificate from a registered psychologist)

Please fill in the Course Deferment Form and submit it along with supporting documents for approval.  You will be notified of the outcome within 7 working days. 

Payment Policy

Students are to pay the course fees as mentioned in the Standard Student Contract. Payments should be made as per the schedule indicated (date due) in your copy of the Student Contract. Receipts will be issued to students for every single payment transaction. Please take note that the academy is only allowed to collect fee within 1 calendar week from date due for 2nd installment and beyond.
The various mode of payment are:

· Cash
· Cheque (payable to Aesthetics International Academy Pte Ltd)
· NETS
Please take note that we only accept payment in SGD (Singapore Dollars).
Students are expected to make timely payment of course fees to the school. A late payment fee of $50 for CIBTAC course, $100 for CIDESCO course may (at the academy’s discretion) be imposed for late payment of each installment. A student may be barred from examination if he/she fails to pay any outstanding course fees. Advance notice will be given 1 week prior to the due date of each installment to remind students about the payment of course fees. 
For International Students

Student Pass Renewal
Students that need to renew their Student Pass are advised to approach the administrative team 2 weeks before the date of expiry. AS$30 processing fee, payable to ICA will be collected. Upon approval, students will need to pay S$60 again to ICA for issuance of permit. 
Loss of Student’s Pass or Passport
Students who lose their Student's Pass in Singapore or overseas are to make a police report with the local police. They are required to apply for a replacement within 7 days from the date of loss. They will be required to pay for the application and visa fees accordingly.
Please refer to the ICA website for more details.
Cancellation of Student’s Pass
Student Pass issued is not transferable. Foreign students are required to surrender their Student's Pass cards to AES for cancellation within 7 days from the date of cessation or termination of their study. 

AES will assist the international student on the cancellation of the Student Pass.
Travelling Outside of Singapore
Students who would like to travel outside of Singapore should adhere to the following:

Fill in the Leave Application form with the school even during term breaks, public holidays and other holidays designated by the academy. 
You are required to inform the academy on your whereabouts and contact details outside Singapore.
Students are reminded that their duration for travelling outside of Singapore should not be longer than 2 weeks.
Code of Conduct
The following rules and regulations have been set down to ensure and maintain a pleasant environment in which both students and educators can be assured of attaining optimum results under a harmonious atmosphere.
Smoking

The school is a non-smoking area. If you must smoke, you must be out of the sight and further than 50 meters from the building – and you must bring a change of clothes with you to ensure you do not smell of smoke upon your return. If your hands, hair, skin, clothes, breathe smell of smoke you will be asked to leave the class until the smell is gone. It is extremely unpleasant to either work on or be worked on by someone who has the smell of smoke from a cigarette, especially in the beauty industry. 
Treatment

You are expected to have all treatments performed on you by any member of the group. This is imperative to everyone's learning. There are no exceptions to the rule as it is an important part of your training. Failure to comply may result in the student being marked absent for that particular session.
Sale on school premises
Students are not permitted to sell item to anyone within the academy’s premises for personal financial gain.

Leaving the class
It is imperative that you seek permission to leave the class for any reason. This is because if there is a fire evacuation, we would know where you are at all times.

Use of mobile phones
Mobile phones must be switched off and left in lockers when in class. At no time can a mobile phone be taken into class for any reason. Mobile phones will be temporarily confiscated and stored at reception until the end of the class if they are found during class time.

Language in school premises
Any disrespectful language and/or coarse words are not allowed within the school premises at all times. Any student who was found speaking otherwise will need to stay back after class and assigned to carry out a corrective work order.  
Professorial Image Regulations
Uniform

All students are required to wear the provided uniform at all times whenever they are in the academy premises, unless stated otherwise by the educator. Any alterations/modifications to the provided uniform are strictly forbidden. Students are reminded that all other uniforms from other institutions are not allowed to be worn within the academy’s premises. If T-shirts are to be worn under tops, it must be short sleeves and should not be seen. If your uniform becomes unhygienic or marked and the problem can't be rectified, it is essential that you purchase a new one.
Footwear
All students are required to wear white bathroom slippers whenever they are in the school compound. Students are allowed to bring their own slippers or purchase one from the academy. Students are reminded not to place their slippers in the academy’s shoe cabinet for storage. They are to be placed in the lockers or in their own bag. Slippers must be replaced every 2 months for hygiene purposes.
Hair
Your hair must always be neatly tied-up and off your face and shoulders. A short fringe is acceptable. There are no exceptions to this rule. All hair accessories should be discreet black or cream coloured.

Make up
Students should take note that only light day makeup is allowed. 
Nails
Nails must be short and unpolished for the safety of you and your clients. If you can feel your nails over the top of your fingers, they are too long. Acrylic nails and any other types of nail extension are not permitted. There are no exceptions.
Jewellery
No jewellery is permitted – only ONE pair of small stud earrings (no dangly earrings or sleepers) in the ear and one wedding ring if you are married. Name tag must be worn on your uniform. Wristwatches will have to be removed during practical classes for safety and hygiene reasons. Body and facial piercing of any kind are not permitted at any time. 
Due to the unfortunate occasional occurrence of theft please do not bring any valuables into school. The school bears no responsibility for loss/damage to students due to non-compliance with this ruling. 

Personal Hygiene
Smoking is not permitted while you're in school uniform, or on the school premises or surrounding areas. No food is to be consumed in practical classrooms at all times. Students are allowed to bring in plain water to keep themselves hydrated. It is essential that you maintain a supply of the following in your locker at all times:-

Please ensure you are clean and fresh smelling at all times – this includes body, hands and breathe.
Alcohol and illegal drugs are not permitted on the premises. Possession or usage of these items will result in immediate expulsion from the academy.
Conditions for use of school materials
You have access to the best equipment and we appreciate your consideration and care at all times. 
1. Please follow all instructions from the educators. 
2. Do not operate any equipment unless you have been told to do so by the educator. 
3. Please ensure proper usage of the equipments. 

4. Kindly return the equipments to the original position after use.

5. Please ensure that the machine is clean for the next user.

Students are liable for any damages to the equipments and may be asked to pay for the replacement/repair costs.
Locker usage (if applicable)
Your locker must be kept clean and tidy at all times. Stickers and marks must be removed. Please secure your personal items in the lockers when not in use. Students are advised to label their own equipments.
The rental deposit of $30 will be refunded when the locker is in good condition without damages after the rental period. Damages refer to burns, tears, rips, stains, glue marks and scotch tape marks. Damages will be assessed on a case by case basis.

Students who misplaced their locker key will be asked to pay a replacement fee of $5.  
Disclaimer: The academy holds no responsibility for any loss or damage to your personal items on its premises. Students are expected to look after their own personal belongings.
Discipline
A productive and pleasant learning environment is the result of a well disciplined teamwork from both students and educators.

Gross misconduct such as theft, cheating, verbal or physical threats, illegal substances on school property, alcohol or any indecent act may result in dismissal from the academy.
Removal of product / Equipment/school property from the School
Any removal or attempted removal (placing in bags / pockets removal from practical rooms) of product or equipment from the school is regarded as theft or attempted theft and may result in his/her expulsion from the academy. Students are also reminded that all these are not allowed to be removed from the premises without permission.  
Reception Area
Reception is out of bounds due to the confidential nature of the material being processed here. At no time should you be standing or sitting around the reception desk and there is absolutely no admittance behind the desk for any reason.
Treatment of Misconduct

Students over 18 years of age, exhibiting behaviour contrary to the rules and regulations will be given one verbal warning. This will be given in the presence of a witness and a record of warning noted. Should the behaviour re-occur, they will be issued a written warning a copy of which will be held on the students file. If the unacceptable behaviour continues the student will be dismissed from the course. In the case of gross misconduct outlined above, dismissal may be immediate without the warning process.
You are expected to conduct yourself in a highly professional manner, both inside and outside the academy.
Emergency Evacuation Procedure
Upon hearing an alert tone sounding, students are to:
1. Prepare for a possible evacuation of the academy by collecting (small) personal belongings only.
2. The delegated academy staff members who are floor and stair wardens will proceed to the front reception of the building.
If the alarm changes to an Evacuation Tone, students are required to:
1. Evacuate in a calm and orderly fashion via the nearest safety fire exit. Fire exits are clearly marked in the walkways and doors.

2. Assemble in the side street

3. Listen out for your name to be called out from the class roll by a staff member of the academy and acknowledge your presence. This is done to ensure that no student have been left behind.
4. Wait until the all clear has been given by the relevant authority and the fire department before re-entering the building.
General Information

Update of Personal Particulars

Students are required to inform the academy on any change in information on your personal contact details for the convenience of:

a) Verification by the ICA (for our international students);

c) Updating you on policies and procedures;

d) Informing your family in case of emergency;

e) General correspondences.
Student Privacy Policy
1. Except as otherwise specifically provided for below, AES will grant access to Confidential Student Information to authorised personnel or third parties only if there is a need to know based on what is reasonably in the academy’s view an official or educational interest. “Confidential Student Information” means any personally identifiable information relating to the student which is received from the student or arises out of the student’s course of study in the academy or information relating to the student’s whereabouts or physical or mental condition and well-being. It excludes information that: (i) is publicly known or available from other sources who are not under a confidentiality obligation to the source of the information; (ii) subsequently becomes public by publication or other means through no action or fault of the academy; (iii) has been lawfully received from a third party without a breach of this privacy statement; (iv) is already known by or available to the academy without a confidentiality obligation; (v) is disclosed with prior written approval of the student; or (vi) is required to be disclosed under the law or pursuant to a court order. 
2. Without affecting the generality of paragraph (1) and for the avoidance of doubt, the following shall be deemed to meet the requirement for disclosure stated in paragraph (1) above: 
a. A request for information by the Council for Private Education (CPE), Immigration and Checkpoints Authority (International Students);

b. Sharing of information or data with Government agencies or statutory bodies or non-government agencies authorised to carry out specific Government services or duties;

c. Sharing of information with third parties, including members of the student’s family or medical or security personnel, in an emergency if the academy deems it necessary in order to protect the health or safety of the student or other persons; or 

d. Release of information that is customary by other educational institutions, including but not limited to awards of classes of honours and other marks of distinction, and student or graduation status.

e. Sharing of information with parent company for students who are enrolled with subsidies from their parent company. Their parent company reserves the rights to know the attendance of the related student. 
3.  Access to Confidential Student Information for purposes other than those based on an official or educational interest may also be granted at the discretion of the academy, provided that a student has provided his or her consent for such disclosure.
4.  All assessment materials and results related to the international examination sat by students shall be handled with care and locked up in a secured area only to be allowed access upon permission given by the Principal to the teaching staff only. On other instances, such as practice questions and internal examination, a student can have access to materials and results related to the student only. 
5.  To safeguard a student's personal data that had been provided electronically or had been converted into an electronic form, the academy has taken reasonable steps to secure all electronic storage and transmission of personal data with appropriate security technologies.
6.  This Policy is subject to any applicable law mandating or otherwise requiring disclosure.
7.  If you have any questions or concerns with regard to the Privacy Statement, kindly contact the Administration Team for clarifications.
8.  This Policy is subject to revision at the discretion of the academy from time to time.

Non-Discriminatory Policy

It shall be the policy of the academy to ensure that no prospective students or staff member is discriminated against in any aspect of training and delivery. This policy extends to all staff and students and is expected to be upheld by all staff and students. Favoritism is strictly forbidden and all educators have been instructed to treat every student equally.
Students are advised to read and abide by all the standards and protocols as set by the respective examination board in order to complete the course successful. Assessments will be conducted on a fair, open and nonbiased basis.

Grievance Policy
Aesthetics International Academy cares for your welfare, please feel free to approach our Educators or you may drop a feedback form (available next to the feedback box) into the feedback box located outside Practical Room 1. All feedbacks will be kept confidential and anonymous. Alternatively, a student may lodge an official complaint to the staff member. A complaint form shall be filled and the grievance procedure shall be in effect once a member of the staff receives the complaint form.Depending on the nature of complaints, be it related to service providence or not, a separate set of reviewing standards may apply. A detailed procedure in the form of a flowchart will be included at the end of this section. In general, we practice the following procedures in principle to resolve issues/complaints. 
Student's Grievance Procedure


Step 1: Any students who believe that he/she has a grievance shall take up the matter by submitting a Feedback/Complaint Form or a written email to any our student support officer within five (5) working days of its occurrence. 

Step 2: The Complaint shall be entered into the student's grievance register and be acknowledged by the Principal. The principal of the academy shall assign an investigating staff to respond to the student's grievance within 5 working days. The investigating staff shall provide an opportunity for full discussion of the grievance with the aggrieved student. 

Step 3: Investigating staff will report status of complaint and investigation to Principal. Thereafter, the Principal will meet up with the student to inform the outcome of the investigation and to discuss on the solutions. This process shall be completed within fourteen (14) working days. 
Step 4: If the response of the principal in STEP 3 is unsatisfactory to the student and does not settle the issue, case shall be referred to CPE for further action. 
Verbal Feedback:
All students are encouraged to make verbal feedback as well to any member of the administrative staff or teaching staff. They will in turn, help to fill in the Feedback/Complaint Form on your behalf, following which it will be carried out in the similar fashion as the above mentioned procedure. In this instance, students can choose whether to remain anonymous or given consent for revealing their identity on the form. Students however, are strongly encouraged to make a written notice for issues that they feel are of more pressing concerns.
Investigation Procedures:
1. Clarification of incident/events/issues that led to the problem.
2. Verification process that includes interview with eyewitnesses.
3. Identify the nature and cause of the complaint.
4. Immediate corrective actions to take place if complaint is found to be due to non-performance of service standards by the academy.
Outcome of complaint:
If complaint is deemed reasonable by the academy and that improvements may be made, the academy shall examine the suggestions given by students and act upon it accordingly.
In the event that the complaint is unfounded and invalid, the academy shall explain its position to the student, and at the same time, may assign counselling services for the affected student. 
Flowchart of Grievances and complaints procedure:
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Student Welfare

Welfare and amenities for students

Over at Aesthetics International Academy, we pride ourselves to provide welfare and amenities for all our students so that they can have a pleasant and enjoyable studying environment
1. Computer and Internet Usage- All students will be allowed to surf the internet on the computers located at the Main Hall. Students are advised to use the internet primarily for research purposes, such as information for their thesis, subjected to availability as priority will be given to students who are required to do e-papers.  
2. Extra coaching/practice sessions will be conducted at the discretion of the educators in approximately 1 month running towards the international examination. Further information on the dates and commencement of these sessions will be revealed in due time.

3. Swimming/Gym facilities for students. Students who wish to use the swimming pool/gym located in the same building are to submit a request form to the administrative team. The student card will be collected in exchange for the swimming pool/gym access card. Please take note that the use of the swimming pool/gym is a privilege extended by the academy for all students. The swimming pool and gym belongs to the administration of the building; all students who wish to use the facilities must abide to the rules and regulations of the swimming pool as set by the administration of the building at all times. Students who intend to use the facilities are to use it at their own risk, for the academy shall not be held responsible for any physical damages inflicted on the property nor on the student.

4. Counseling Services- As part of the academy’s effort to look after students’ wellbeing, counseling services are provided upon student’s request or when a counselor’s presence is required in cases when third party advice may be involved.
5. Job opportunities: As one of the leading aesthetics educational institution, students graduated from the academy are highly sought after by industry-players. Upon graduation, our administration team will proceed to engage in job recommendations for all graduates. 

Green Engagement Group

As part of the academy’s commitment towards the green-effort and caring for the society, a group known as the Green Engagement Group (GEG) has been set up to organize activities to raise awareness and promote interests in these areas. This arrangement is strictly on a voluntary basis. Students are widely encouraged to sign up for these activities whenever they are organized. Activities planned may include events such as, recycling campaigns, collection of old newspapers and clothing for charitable organizations.  

THIS HANDBOOK IS CORRECT UP TO THE DATE OF ISSUE. ANY REVIEW OR CHANGES TO THE HANDBOOK WILL BE NOTIFIED ON THE WEBSITE AND VIA THE NOTICE BOARD. 
______________________________________________________________________________________
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