Trainee Attendance Policy

Attendance requirements

The minimum attendance requirements and leave application policy guidelines are as follow:
a.International Trainees on Student Pass — minimum 90% per month

b.Non-Student Pass Trainees — minimum 80% (of total course hours)

c.Immigration and Checkpoints Authority of Singapore (ICA) will be notified by CCC whenever an
international trainee on Student Pass has a monthly attendance of less than 90%.

Student Pass Holders who miss 7 consecutive days of class will be liable to have their Student Pass
be cancelled with effect from the 8th day and the Letter of Cancellation will be sent to trainee.

The Trainee Disciplinary Policy shall be communicated to all trainees via the School’s Official Website.

The School’s attendance taking and monitoring processes will include classroom based, synchronous
e-learning and a-synchronous e-learning as and when required.

For synchronous classes (e-learning)

« Synchronous sessions are conducted via Zoom Meetings or other online assessment platform,
whichis accessed via Learning Management System.
Trainees are required to log into their issued accounts to access and to keep their cameras
turned on throughout the session, except during break time.
Each sessionis recorded, and a screenshot of the trainees will be taken within the first 30
minutes of the class.
Additionally, trainers are required to take attendance on an attendance list (for synchronous
sessions).
Class attendance is to be taken at the start of each session. Trainees that enter the class 30
minutes or more of the lesson time will be considered late. If trainees are late to sessions for 3
times or more, he/she will be deemed as being persistently or frequently late.

For physical classes (classroom-based learning)

« Class attendance is to be taken at the start of each session. Trainees that enter the class 30
minutes or more of the lesson time will be considered late. If trainees are late to sessions for 3
times or more, he/she will be deemed as being persistently or frequently late.

« The School Admin is to monitor the overall attendance from Salesforce whenever the trainee is
absent. Reference should be made to the ‘Process’ section of this manual.



Trainee Attendance Policy

Attendance requirements
For synchronous classes (e-learning) - Funded Course
« Synchronous sessions are conducted via Zoom Meetings or other online assessment platform,
whichis accessed via Learning Management System.
« Trainees are required to loginto their issued accounts to access and to keep their cameras
turned on throughout the session, except during break time.
. Attendance is taken at the beginning and end of each session via Zoom using a QR code.

For physical classes (classroom-based learning) - Funded Course
« Attendance is taken twice during a full day of class. Once at the beginning of the 1st session or
Morning and another at the beginning of the 2nd session or Afternoon. Attendance will be taken
only once if it is an evening class. This is applicable for all classroom based learning and
synchronous e-learning).
« The School Admin is to monitor the overall attendance from Salesforce whenever the trainee is
absent. Reference should be made to the ‘Process’ section of this manual.
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