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A WORD FROM THE CHAIRMAN
Dear Student,

Welcome to Olympia College, a member institution of the Raffles Education Group. I congratulate you on making the right decision to come to Olympia College for your academic and career growth. One of the most important phases of an adult’s life is the transition period between having completed the secondary school education and the verge of entering tertiary education to prepare oneself for the working world.  Olympia College promises to be the springboard that will launch you into the working world fully equipped with the knowledge and personal attributes to be the best. Living up to our commitment to provide the best, no effort will be spared to achieve high academic and professional standards. 
In this Handbook, you will find useful information about the College’s expectations, requirements, rules and regulations.  

I hope you will have pleasant experiences studying with us and a very memorable one. 
All the best!
CHAIRMAN
VISION
“The preferred regional college

for employment of quality graduates”
MISSION
`To groom graduates as the
preferred choice for employers’
SLOGAN

`Luceat Lux Vestra’
Let the light shine

WE BELIEVE

In positive and innovative mindset,
In practical application of knowledge,
In good communication and presentation skills,
In being goal orientated,
In making a difference, and
In contributing to a just and socially responsible society.
Preface

The policies and procedures outlined in this handbook are primarily designed to assist Olympia College in standardizing its practices on matters relating to academic and general administration. Hence it is the student’s responsibility to become familiar with all the policies and procedures established herein.

Olympia College is committed to:
· Serve and provide you with a well rounded education.
· Safeguard and protect all private information, documents and other personal details of students and that of their parents / guardians within the College. Such information should enjoy total confidentiality within and outside the College at all times. However, the College reserves the right to reveal the details or any part of them to approved government authorities upon their request and in compliance with the law.
· Seek continuous improvement and set high attainable standards of education services.
· Take prompt action to deal with any complaints and feedbacks. 
As a responsible student member of Olympia College you are expected to commit to:
· Understand and comply with all its rules, regulations and policies.
· Behave and act in a responsible and orderly manner at all times and avoid engagements in actions which will disrupt the academic environment.
· Use the facilities provided responsibly and not cause damage to Olympia College properties.
· Attend all classes punctually and complete all assignments, class work and laboratory work as required.
· Maintain regular contact with your lecturers and academic heads, notify them if you are experiencing any difficulties and also to obtain the necessary advice to help you succeed in your programme of study.
· Adhere to all deadlines set by College and/or by your lecturers. 

· Respond to reasonable requests from staff without any undue delay. 

· Make full use of resources and support services provided for you.
· Ensure records kept by the college are already up-to-date. For example, you shall inform the college in the event you moved your house 

· Make full dedication in completing the course by achieving standards set. Under circumstances where you find your study have been challenging, you do not commit yourself into any other commitment (i.e. part time work or another courses)

ADMISSION AND REGISTRATION

1. Admission 

1.1 General

All applicants are required to submit a duly completed copy of the Application Form together with the relevant documents required. Admission to any programme offered by Olympia College is subject to the meeting of the academic entry requirements and full submission of certified true copies of previous academic achievements, certificates and / or transcripts, and eight copies of the candidate’s photograph (passport size). Only Malaysian Government Officers Certified documents must be submitted. For students not in Malaysia, you may obtain certification through our embassy to your country. All official documents MUST only be in Malay or English language. Documents other then Malay or English language must be translated by Malaysia authorized translator; documents of both languages i.e. original as well as translated version must be certified and submitted together.
Malaysian students are required to submit along with certified true copies of their Malaysian identity cards, while foreign students are required to submit copies of their passports for visa application. Any other case would be subjected to the requirement applicable at the point of application. Successful applicants will be issued a Letter of Acceptance and acknowledgement forms, on which the applicant would need to endorse with his / her signature, together with the payment of an application fee. With this, the process of application is completed and the applicant will be informed of the Induction Programme dates.

1.2 Entry Requirements
The entry requirements for the various programmes may differ and applicants are advised to ascertain the exact academic requirements or seek the assistance of Olympia College’s Course Consultants prior to applying. Applicants who meet the minimum entry requirement of a particular programme may be admitted accordingly while those who do not meet will be declined. The academic entry requirement of a programme is strictly governed by the Malaysian Ministry of Higher Education. 
1.3 Letter of Offer

After confirming that the student has met the entry requirement for the course which the student intend to pursue, the Course Consultant will advise the student to submit all evidence and documents. Upon receiving all needful documents for application, a Letter of Offer will be issued to the student. The Letter of Offer will contain some basic terms and condition of which the student has to read and understand. The student would then need to sign on the offer letter to indicate that he or she has agreed to the terms and condition within. After which, the college will issue a Letter of Acceptance to the student. 

A Letter of Offer is also issued to a foreign student intending to transfer from another Malaysian higher educational institution within the country. In this case, the transfer student would have met the Olympia College academic entry requirements and duly submitted all documents, but pending the Release Letter from the former institution. The issuance of a Letter of Offer serves to notify the latter that an offer has been made to the student and the leaving institution should be at ease to issue the Release Letter. Upon receiving the Release Letter, Olympia College will then, where appropriate, issue a Letter of Acceptance.

1.4 Conditional Letter of Offer
In cases where the entry requirements are barely met or relevant documents are not submitted, the applicant will be issued a Conditional Offer Letter. This Conditional offer letter is issued by Olympia College with additional terms and conditions that lead to the fulfillment of the entire entry process eventually. 

Where conditions stated in such letters are not fulfilled up to the completion of the programme, the student will be prohibited from graduating since the graduation requirement is not met.

1.5 Validity of Offer
The Letter of Offer (with or without conditions) are valid only for a period of three months. Applicants who have not accepted the offer at the point of application and have not done so within one semester (or three months) will result to their successful offer being withdrawn and registration / application fees forfeited. When the period of offer has lapsed, the applicant is required to re-apply taking into account of any new requirements or fees applicable at the present time of registration. For professional courses, validity is more restrictive and may be decided at the point of time when such an incident occurs.
About the Programme

Students are required to take special notice about the programme which they enrolled. Below are to be filled by student.

Name of Programme: _______________________________________

Minimum Duration: ______months (_______ semesters)

Maximum Duration: ______months ( _______ semesters)

I started my programme on  (day)___ / (month) _______________ / (year) __________

I must finish by ___________________

To graduate from this programme, I must 

         complete _______ subjects;

         Earn a total of _______ credits;

My award will be title as _______________________________________________

My award is given by _________________________________________________
2 Administrative Requirements
An applicant is advised to fill in the Application Form in detailed and with legible handwriting. He / she must ensure the clarity of his / her name, correspondence address and contact numbers. The name must be similar to the one indicated in the identity card (for Malaysians) or passport (for foreign students) to prevent complicated immigration problems. Certificates will be printed in accordance to the full name in the identity card or passport upon the completion of a study program.  Students must ensure that their personal details are updated regularly during their period of study with the Registrar Office.

3 Induction Program
In-coming new students are required to attend an Induction Programme to familiarize with the environment, the premises, the systems and to understand the rules and regulations as well as other essential procedures prior to the commencement of their academic classes. The Induction Programme serves to enable the new students to settle the administrative requirements on a guided basis. It is also an opportunity to exchange information and develop new friendships before the start of a hectic semester. Students have found the Induction Programme to be very useful and beneficial when they first arrived at the campus and as such, all new students are strongly encouraged to attend. Students who have missed the Induction Programme should not begin their programme and must attend the next induction. If a student change to another campus, it is critical for the student to re-attend the induction programme because different center has a different set of induction programme due to culture and surrounding environment differs.

4 Commencement of Classes
Students (new and existing) are required to attend the first class upon the commencement of a semester to avoid missing important information that may affect the lessons for the whole semester. The timetable is usually placed at the following areas:

· notice boards of the respective Faculties / Schools (hardcopy) 
5 Academic Calendar

Academic Calendar is a special calendar that is used to calculate and represent the academic event that is supposed to happen. It might be a bit different as compared to the normal calendar. Students are requested to view, check and be guided by the Academic Calendar that was being issued for the following calendar year. 
There are 2½ semesters in a year. Students are required to understand that there are 2 long semesters and 1 short semester. A long semester has 14 weeks of classes, 2 weeks of exams and 2 weeks of break (1 during semester and 1 after semester) and a short semester usually has 9 weeks of classes, 2 weeks of exam and 4 weeks of break after semester. Therefore there are 2½ semesters every year and the Academic Calendar is prepared accordingly.

Students must understand that the coding of the semesters would be T12011, which indicates first term of 2011 (T1 being the code for first term), the same applied to T22011, which syndicates second term of 2011 and so forth.

6 Administrative Services
6.1 Issue of Letters

The Registrar Office provides a wide range of services to students. Such services mainly come in the form of provision of letters for the following purposes

· Opening of bank account – for international students

· Traveling – for international students

· Withdrawal – for students who have withdrawn on valid grounds

· Release – for international students who wish to continue in another institution

· General acknowledgement

6.2 Travel During Semester & Examination

While traveling is allowed during the semester breaks or weekends, the students are not encouraged to travel or tour during the semester or examination periods indicated in the academic calendar because missing such an important event require studens to re-enrol for the subjects that they missed. The request for travel documents and letters from the Centre Registrar Office will not be entertained unless and until it can be proven that the travel is on the serious grounds or extenuating circumstances such as a death in the family or the severe illness of a family member or war-related reasons all of which may allow the student to apply for a deferment. If such reasons are given, the student would usually return to his / her home country (no travel letter is required) and not to another country (where a letter issued by Olympia College is required), however, students are required to submit relevant supporting document such as death certificate to the college as soon as the student returned. Leisure travel and tour during the semester will inevitably affect the accumulation of component marks, if not the studies of the student. 
7 Discipline Guidance 
Dress code
· Students are expected to dress neatly and with decorum at all times. 
The following rules and regulations are to be adhered to by all students while on the college premises:-

A) Uniforms

·  This is designed and specified by the College for secretarial and hotel management students.

· All students are required to be in full uniform at all times within College premises and during revision classes and tutorials unless special permission has been granted by the Lecturer in Charge.

· Professional Office Attire are to be worn on every Mondays.

B) Shoes

· No sandals, slippers or open front shoes allowed.

· Sport shoes must not be worn with professional office attire on Mondays.
Hand phone

· All hand phones are to be turned off at all times during class, unless student is expecting an important call, upon approval by the Principal, the hand phone should be switched to silent mode. No student will be allowed to send text messages when a class is in progress and during examination no hand phones would be allowed into the examination hall for whatsoever reasons.
Relationship 

· The College recognizes that the cultivation of proper relationships between men and women can be a real blessing. However, if these relationships hinder a student’s primary purpose of studying at OLYMPIA COLLEGE, steps will be taken to ensure that proper priorities are reestablished. If a student’s conduct with members of the opposite sex becomes indiscreet and reflects negatively on the College’s or the student’s reputation, disciplinary measures will be taken. Disciplinary measures will include suspension of the student from the College’s program of study and suspension from graduation.

8 Deferment
8.1 Deferment of Studies
Deferment of studies may be defined as the approved period of non-study requested by a student. The reasons for this request must be valid and acceptable before approval can be given. This is especially applicable to foreign students who are residing in Malaysia on student visas.

Request for deferment of semester is unlikely granted approval but may be considered on a case-by-case basis and depending on the circumstances. Absence of one semester or 3 months (whichever is longer) without notification will result in automatic termination of studies. Candidates in such situations may need to re-apply as a new student.
For foreign students, the approved deferment must be accompanied by a show of purchased air ticket by the student to leave the country during the specific period of deferment. Students are strongly not encouraged to defer their studies on tolerable grounds as it will prolong their length of studies. The usual deferment allowed at any one time of request is one semester. 
Student is allowed to defer a maximum of 2 semesters throughout the entire programme. Further deferment will result students not able to complete within the stipulated time frame, hence student will be required to re-enrol into the programme as a new student. This may become a problem to international student because this requires further explanation to the Immigration Department and might result in summon and delays in visa renewal.

    8.2  Deferment of Coursework or Examination Subject
Students who wish to defer the completion of either the coursework or an examination after the commencement of the module should gain permission in writing from the Course Coordinator.  Deferments to take a recommended module may result in the course being extended for up to 8 months until the deferred module is offered once again on the timetable.  Deferment for examinations is permitted for a maximum of three subjects in the course.  The applicable reasons for a deferment are:-

1) Absence due to sickness (to provide original medical leave from a clinic or hospital)

2) Absence due to bereavement (to provide a copy of the death certificate)

3) Absence due to work commitment (original employer letter to be provided)

4) Absence due to being overseas (a copy of air-ticket to be provided).

In the event that a deferment form and accompanying documents are not provided, the grade for the subject will be recorded as ZERO which will result a ‘FAIL’, and will require student to re-sit as a referral candidate.  When deferments are not formally notified, the Board of Examiners will record the absence of a mark as FAIL in that component and no appeal will be entertained by the Board.
8.3 Deferment Procedure

The request for deferment must be accompanied by a duly completed Deferment Form. The Form must be circulated to the relevant Department / School / Faculty for authorized signatures prior to submitting to the Centre Cashier to settle a deferment fee. All deferment forms must be accompanied with supporting evidence and parents’ approval. There will be a fee impose to deferment. 
Student is responsible to observe the next semester starting date and report to the respective faculty by meeting the course coordinator. 
8.4 Fees

Approved deferment does not promise nor grant students the opportunity to defer their fee payment; hence students are expected to continue paying their fees as scheduled. However on a humanitarian ground, the college might exempt the student from incurring tuition fees since there is no attendance of classes. 
However, where and if the deferment is for an existing semester that the student is currently in and the application is done immediately, complications may arise in the computation of fees because the student may have attended some classes. The fees will be ascertained by the Finance Office and the rules governing the deferment.
The final computation is at the final discretion from the Headquarters on a case to case basis.

9 Transfer of Programme

9.1 General

A transfer of programme is defined as a switch from an existing programme of study to a new

programme, a transfer is usually effective in the next new semester.

9.2 Eligibility and Procedure
To initiate a transfer of programme, the said student must possess the following

· a full acceptance into an existing programme;

· meeting of the entry requirement of the new programme;

· approval from the Principal of the accepting Faculty;

· Payment of the programme transfer fee.
· Confirmation by the cashier that existing programme fees are up to date.

The Programme Transfer Form needs to be filled and submitted after approving signatures are obtained by the student from the respective Principal, releasing Head of Department and receiving head of Department. In any case, the transfer cannot take effect immediately unless the transfer was promptly completed at the end of the semester, after the final examination.
Sponsored students (especially by governments) may need to obtain further approval from their sponsoring government according to additional regulations not stated in this Handbook. Where latest government regulations and / or changes are enforced, the College is compelled to adhere to and execute such latest intervening rules without prior notice.

9.3 Subjects Completed Previously

The student is required to acknowledge that some of the subjects successfully completed in the existing old programme may not be transferable or may not be accepted into the new programme. Hence, the undertaking of such subjects may at times be considered “wasted” by some transferring students, although the knowledge gained would be invaluable. Where relevant, subjects completed may be accepted by the new School / Faculty and exemptions be given accordingly.

10 Government Requirements

The Ministry of Higher Education through the Malaysian Qualification Agency (MQA) has imposed upon students to undertake certain compulsory subjects at both the Foundation level and the Undergraduate level. Students are strongly urged to complete these subjects required by the government within the first year of their programme, and if possible, within the first semester. Delay in undertaking these subjects may affect students’ timetable and workload in the subsequent semesters and years. Students who have completed the whole program but have not undertaken these subjects with a minimum pass are deemed to have not met the graduation requirement and thus, will not be allowed to graduate. The requirements are outlined below.

10.1
 Malaysian Muslim Students

This group of student is required to undertake the following subjects at both the Foundation and the Undergraduate levels. Students are required to attend classes and pass the examination.

· Malaysian Studies

· Bahasa Malaysia

· Islamic Studies

10.2       Malaysian Non-Muslim Students

This group of student is required to undertake the following subjects at both the Foundation and the Undergraduate levels. Students are required to attend classes and pass the examination.

· Malaysian Studies

· Bahasa Malaysia

· Moral Studies 
10.3
 International Students
This group of student is required to undertake the following subjects at both the Foundation and the undergraduate levels.  Students are required to attend clashes and pass the examination.

· Personal Development and Study Methods

· Introduction to Analytical Thought

· Introduction to perspective learning
10.4      Exemptions from MQA Subjects

Exemptions from the MQA subjects are possible in the following situations:

i. Students with a credit in Bahasa Malaysia paper in the SPM may be exempted from the MQA Bahasa Malaysia paper;

ii. Students who do not have a credit in Bahasa Malaysia paper in the SPM (e.g. only a pass) but have somehow obtained a Principal in the Bahasa Malaysia paper at the STPM level may also be exempted from MQA Bahasa Malaysia.

iii.  Students who have already attempted the MQA subjects and achieved 50% and above pass mark may apply for exemptions should they wish to study other internal programs.
iv. Students who have previously completed and passed the MQA subject examinations in other institution.
Apart from the above three exemptions, there are no other exemptions for MQA subjects. The graduation requirement of Olympia College is therefore added with the successful completion of the above subjects on top of the completion of the core programme modules. Failure to comply with the requirements would result in the non-attainment of the graduation requirement, notwithstanding that the core modules are completed.

11 Selection of Course

11.1 Minimum Credit Hours
In a normal semester that is from January – April and May – August of each year, a full time student is required to undertake four to five subjects or approximately 15 credit hours, whichever is higher. In the short semester (September – November of each year), students are expected to undertake approximately nine credit hours or two subjects, whichever is higher. The number of subjects would depend on the credits assigned to the subject. This regulation applies to all programmes.
11.2 Attendance Listing
Once the course selection has been approved, the student’s name will appear in the attendance list in the following semester. This list will facilitate the lecturer in taking attendance and for ensuring the eligibility of the student. If the student’s name is not listed, then he/she is required to report to the Registrar Office immediately.

11.3 Transfer of Centre
Students who wish to transfer to another centre may do so before the commencement of a semester.  The student would be required to complete a Transfer  Form which is obtainable from  the Registrar Office to be formally approved by the Principal.  Once the approval has been received, the student would be required to settle the transfer fee at the Cashiers and hand the form back to the Registrar Office. 
11.4 Modular Subjects and Courses
At times and in certain programmes, subjects could be offered on a modular basis. The modular system provides benefit to students so that students do not need to have pre-requisites to progress their studies in most cases. However, students are advised to seek consultation from the respective course coordinator when enrolling for a module. The college has pre-planned the modules so that students can complete their study in the shortest period of time with best learning experiences. In this case, students are not permitted to drop the modules but may defer the modules by giving one month’s notice to both, the School / Faculty and the Registrar Office.

The list of modules offered will be provided by the Faculty separately. The Faculty may also vary the procedure slightly to accommodate certain situations that are essential to the smooth operation of the modular courses. Students will be notified accordingly.

11.5 Withdrawal of Courses
A student who wishes to withdraw from a course is not encouraged but is permissible to a certain extent of time in each semester. A student may have had attended many weeks of lessons, but decided to stop undertaking the subject for various reasons. In this circumstance, the student may withdraw from the course, if the withdrawal is within the due date given, i.e. before the deadline for course withdrawal (usually by end of week 3 in a semester), only semester 1 fee is payable and the college will take the initiative to waive subsequent semester fee. Student should know that when one decides to return, the fees paid are non-transferable again.
The withdrawal will need the approval of the Principal together with a remittance a processing fee. The tuition fee paid for the course is not refundable.

12 Course Components

12.1
Nature and Structure of Courses

A course may have several components in which students are required to undertake and complete in order to accumulate marks to form a total mark towards the end of the semester. Course components are spread over the entire semester to assess and evaluate the student’s learning outcome at each and different point of time. The system is also aimed at enabling the student to gather marks throughout the semester instead of being evaluated on a concentrated 100% final examination.

The common course components are as follows, although not all components will be applicable to all subjects:
· Assignments
· Tests
· Quizzes
· Projects
· Laboratory work
· Presentations
· Thesis / dissertation / independent study
· Final examination
Although the above components appear in most of the courses, there may be exceptions in certain programmes and faculties. The composite components is determined by various factors such as appropriateness of component assessment, relevance of component evaluation, adherence to approval given by Malaysian Qualification Agency (MQA), and / or synchronization with the common academic practice worldwide.

12.2 Cumulative Marks
Marks will be awarded to all components assessed throughout the semester. Students are required to attempt all components in any particular subject. These marks are cumulative and will be added to the mark obtained in the final examination to provide an overall result. Students are also encouraged to keep records of their own marks for each component in order to have an overall assessment of their personal academic performance before the final examination.

Once the final examination is conducted, the total marks compiled by lecturers and Faculties will undergo a stringent evaluation by the School Examination Board before another round of endorsement by the Examination Board. The results are usually released on the first week of the following semester, in some campuses, results are presented to parents in front of students on the parents day, although there are circumstances in which a handful of results could be released earlier (e.g. Foundation level) or later (e.g. final year courses). 
Should the overall result of the student fall between the marginal pass / fail category (in which he / she will sit for a supplementary examination), his / her existing marks from all course components will be maintained and re-used in the computation of the new total mark, together with the new mark obtained in the supplementary paper. This applies to students enrolled in the Certificate and undergraduate programmes only. However, students should take special attention that the college may anytime request for the student to re-fulfill the component again when there are changes in the assessment structure, assessment requirements and any other changes to academic standards and requirements. Therefore, it is advised for all students to re-attempt their failed modules without delay.

12.3 Submission of Coursework
Whether assignments or projects, students undertaking courses are academically bound by the compulsory submission of coursework required in those courses. Students are also advised to be aware of the respective due dates and deadlines for submission, as well as the penalties for late submission. Students are also advised to adhere to the stringent format required each course / lecturer in order to avoid marks deducted for non-compliance.

12.4 Attendance and Absenteeism

Olympia College regards class attendance highly and policies developed are repeatedly emphasizing the importance of achieving 80% attendance of the overall attendance for each subject undertaken. Students who are unable to meet the 80% attendance will be issued a warning letter and will be subsequently barred from sitting the final examination by their lecturers. 
The first attendance report will be submitted approximately between week 2 to 3 in a normal semester (between week 1 and 2 in a short semester), leaving sufficient opportune time for students to improve their attendance in the balance of the semester before the examination tokens are officially issued. Where courses consist of quizzes, tests and / or mid-term tests, students are required to ensure attendance in all assessments. Absenteeism will have to be reported to the respective lecturers concerned urgently and evidence of proof must be submitted for consideration of another (possible) assignment or a replacement test as the lecturers deem fit. At times, the marks of a missed component may be spread or added to other components.

Absenteeism may be excusable on proven medical grounds and documents are presented to the lecturer, or with a submission of a letter explaining the extenuating circumstance. Unlike absenteeism from final examination, the decision for absences in quizzes, tests and mid-term tests, and the remedial actions to be taken is entirely within the jurisdiction of the respective lecturers and Faculties. However, students should be aware that regardless of acceptance on the absenteeism reasons, absenteeism for class will still contribute negatively to the attendance requirement, yet the absenteeism reasons and it’s evidences and proofing document is important to the college as an official evidence and record for your absenteeism and that is a requirement by the law.
Students who arrive late will be admitted to the class at the sole discretion of the lecturer. If admitted, the onus is on the student to ensure that the attendance is taken. Habitual offenders may be referred to the Student Disciplinary Board for actions. Also, students who are caught marking attendance on behalf of their friends will both be barred from the examination and / or referred to the Student Disciplinary Board.

13 EXAMINATIONS
Exam registration

Students are required to register for each term examination. The registration for exam usually opens at the beginning of a semester and ends on week 6 of the semester. Students are required to check the notice board for the exact registration and closing date and register for the exams before the due date. When registering for exam, students are required to fill the exam entry form and obtain the approval from the course coordinator. The course coordinator will help you to double check to ensure you have filled in the form correctly and select the right course, however, please note that it is the student’s sole responsibility to ensure all information in the exam registration form is up-to-date and correct. After the course coordinator has signed to approve the exam registration form, students will bring the form together with the exam registration fee to the cashier for submission. In most cases, the exam processing fee is only RM10.00 but if it is a re-sit, the exam fee will be RM120-RM1,000 depending on the course. Students should know that there will is a penalty on late exam registration and this penalty could be as high as RM300 – RM500.00 per subject.
After the examination department has processed the exam registrations, the examination department will prepare for the examination docket. As soon as the docket is being released, usually by week 11, students are required to collect the dockets from the Cashier. Students are required to ensure that their payment of fees are up-to-date before collecting the dockets. Once the student has collected the docket, he or she should check all information in the docket to ensure the name, address, subject, examination date and time are all correct. If there are any mistakes in the docket, student should bring the docket to the registrar office for immediate correction. The Centre Registrar Office should replace a new docket within 24 working hours. Students are required to bring along this examination docket when sitting for exam, without this docket, student will not be allowed into the exam hall.
13.1 Final Examination Component – Nature
Students are required to sit for a final examination towards the end of each semester, if the course being undertaken requires this assessment. The final examination is run by the Registrar Office that also determines the examination timetable. The examination question papers set by examiners are first moderated for quality by the respective Schools and Faculties before submission to the Registrar Office for distribution.

The duration of the final examination may vary between 1.5 hours to (normally) 3 hours, depending on the programme and the course. The venue of the final examination is usually at the Examination Hall but could be located elsewhere depending on the capacity and the logistics of the entire examination.

13.2 Examination Timetable
The examination timetable is electronically computed and will rarely result in clashes of papers. However, if and when there is a clash, the affected students are duty bound to report the clash to the Centre Registrar Office immediately upon the publication. 

Students are required to check the final examination timetable at the college notice boards at the Registrar Office. Incorrect information recorded by students will not be entertained and absenteeism on such grounds will lead to a re-sit of the said paper in the future semester.

The examination timetable is set after taking into account the entire examination papers of the College and the period of days allocated. At times, certain papers could be scheduled within the same day to avoid clashes of certain students undertaking other subjects. Negotiations will not be entertained as examination is regarded as an assessment of how much knowledge, principles, concepts, theories and / or practice a student have already learnt and acquired throughout the semester.

At times, examination period may fall within festive seasons. While sensitive care is taken into account particularly if it is religiously inclined, the examination nevertheless will have to proceed thereafter. Pleas to take leave will not be accepted.
13.3 Eligibility, Barring and Un-Barring
In order to meet the eligibility to sit for the final examination, students are required to meet the 80% attendance requirement in the semester. If this requirement is not met, lecturers will submit a “Bar List” to the Registrar Office to prohibit the students from taking the examination and thus, disallowed from entering the Examination Hall.

The Bar List will be published on the notice board at the Registrar Office approximately two weeks before final examination period. Students are encouraged to view the list urgently to check if they have been barred and if so, there is still time for them to take remedial actions such as attending the remaining classes or discuss with the lecturers concerned. The lecturers will notify the Registrar Office again to “unbar” the students if they are satisfied with the students’ explanations and / or actions. The other cause of ineligibility to sit for the final examination is the long outstanding and unsettled tuition fees. The Finance Office will issue a list of such candidates to the Registrar Office  and their examination dockets will be forwarded to Finance Office for withholding. Students who have not paid fees up to the last day of classes will not be eligible to sit for any papers missed in the final examination. Payment of fees during the examination period will NOT entitle the student to sit for any papers missed in the final examination or in the supplementary examination as a replacement. 

Although students are required to settle their tuition fees before the semester commences, they nevertheless have the entire semester to settle their fees before the final examination. While delay in fee payment may be tolerated on valid grounds, the onus is on the student to approach the cashier to discuss an alternative and acceptable pattern of payment.

The Registrar Office will not entertain any verbal barring or unbarring of students without the receipt of relevant documents from the lecturers / Schools / Faculties / and Finance Office.

13.4 Quarantine
Where and if there is a clash of examination time or unreported undertaking of different levels of subjects during the semester, candidates may either be quarantined and /or merge the two papers into four hours or at a duration that the Registrar Office deems fit.

In order to avoid clashes, students are strongly advised to select courses at the same level during the semester as undertaking courses at different levels will subject the students to the risk of clashes in the final examination. The clashes in the class timetable during the semester are already an indication of a possible clash in the final examination too.

13.5 Examination Docket
It is the responsibility of every student to obtain an examination docket approximately two weeks before the final examination from the Registrar Office.  The examination docket will outline all the subjects that the student is undertaking for that particular semester. Without the examination docket, the student will not be permitted to enter the Examination Hall. Where the student has been barred from a final examination, a line will be drawn across the subject and the student is urged to act swiftly to unbar himself or herself by checking with the Registrar Office.
13.6 Prohibited Items in the Examination Hall
Certain items and materials are strictly prohibited from being brought into the examination hall. When students are caught with these items in the examination, they may be found guilty of cheating and may, on advice of the Chief Invigilator, be dismissed immediately. This is notwithstanding that the examination has commenced or not, and whether the prohibited items brought in intentionally or otherwise. The onus to check that these prohibited items are not brought into the examination hall rests with the students.

Such prohibited items include materials borrowed from someone else (e.g. friend, classmate, house mate, family member, and so forth). The onus to check whether such items borrowed contained prohibited writing, engraving, carving, markings and so forth, rests on the student. Items that are allowed into the examination hall will be checked by the Exam Invigilators when suspicion arises. Examples of such items are outlined below:

Prohibited Items to be checked

· Mobile phones
· Papers of any size
· Caps
· Books or notes
· Electronic devices
· Bags of any kind
· Coats, jackets, pockets, pants
· Calculators
· Calculators covers (on the floor)
· Pencil cases / boxes (on the floor)
· Spectacles casings
· Dictionaries (where allowed)
· Rulers
· Books (where allowed)
· Examination Dockets
· Wallets and purses
· Others

Prohibited items found in the examination hall will be confiscated and used as evidence in the College Examination Board meeting and may never be returned to the student, except for mobile phones where the student is required to pay the penalty of RM50/- in order to retrieve the mobile phone (but not always, in some cases, the college reserved the right to confiscate the mobile phone). The severity of having mobile phone in the examination hall is grave, notwithstanding whether the phone is switched on or off, or whether there was intention or not. The regulation must be adhered and the onus to do so rests on each student.

Students are advised to seek alternative avenues to safeguard their mobile phones and other valuable belongings, if they insist on bringing these items to the examination. Olympia College will not be held responsible for the loss of any item within the premises if the student does not heed the advice of not bringing valuable items to examination.

13.7 Washroom Procedures
Students are not allowed to go to the washroom immediately after entering the examination hall and within the first 30 minutes of the examination. For the same reason, students are not allowed to visit the washroom towards the last 30 minutes before the examination ends.  Each student will take their turn to go to the washroom duly escorted by an Invigilator and students are only allowed to use a maximum of 5 minutes.  Students are advised to visit the washroom before any examination session. Where appropriate, students may be subject to a body search by the Invigilator (of the same gender).  
13.8 Seating Arrangements
At each examination session, students are given special seat arrangements that are totally different from other sessions. Such seating arrangements will be posted onto the nearest notice boards to the examination hall 15 minutes before each session. Students are therefore encouraged to proceed to the examination hall early to check their respective seat numbers. The arrangement is fixed according to the attendance logistics and unauthorized movement is strictly prohibited, unless instructed or requested by the proctors.

13.9 Examination Materials
All materials distributed to candidates at any examination session are to be returned to the examiner, used or unused. Taking materials out of the examination hall is regarded as an offence and will subject the student to penalty of some form deemed appropriate by the College Examination Board, if discovered.

13.10 Time Keeping
As a reminder, students are encouraged to adhere to the following practice:
· Arrive early to check the seat number
· Remain seated until the examination starts
· Remain in the examination hall without moving about within the first 30 minutes of the examination, leaving the hall or visiting the washroom
· Remain seated within the last 30 minutes prior to the completion of the examination without moving about within the first 30 minutes of the examination, leaving the hall or visiting the washroom
· Remain in the examination hall until the examination ends.

The adherence to the above practice is regarded as compliance to the time management of the examination. Students arriving after the first 30 minutes will not be allowed into the examination hall, unless authorized by the Chief Invigilator. 

13.11 Passing Marks and Grades

Students are expected to be familiar with the grading system of their respective programmes in their Faculties. While a 40% passing mark (for Certificate, Diploma and Undergraduate subjects) and 50% passing mark (for MQA and Postgraduate subjects) may generally be adopted, students are advised to reconfirm with their Principal or appointed Heads of Department. The overall grading system of Olympia College is presented as follow. 

13.12 Grading Structure 
For every module the following Cumulative Grade Point Average (CGPA) will be followed for all Olympia College internal programmes:

	MARKS
	GRADE
	CGPA

	80 - 100
	A
	4.0

	75 - 79
	A-
	3.67

	70 - 74
	B+
	3.33

	65 - 69
	B
	3.00

	60 - 64
	B-
	2.67

	55 – 59
	C+
	2.33

	50 - 54
	C
	2.00

	47 - 49
	C-
	1.67

	44 - 46
	D+
	1.33

	40 - 43
	D
	1.0

	BELOW 40
	F
	0


  13.13   Transcripts and Examination Results
The semester’s examination results will be posted on the college notice board. A transcript is a document that indicates the cumulative academic performance of the student during his / her tenure at Olympia College in which ever programme he / she enrolled in. The transcript is usually requested by students at the end of the programme (i.e. students have already completed the programme), by the banks, sponsored bodies or government for various reasons. Every student will be issued a first free-of-charge transcript. Transcripts requested thereafter will be charged at a nominal fee. To request for transcripts, students are required to approach the Centre Registrar Office to complete a form, three working days before the desired receipt of the transcripts.

The first transcript issued by Olympia College is free-of-charge but the subsequent transcripts will be charged a nominal fee. 

With effect from 01 April 2010, all transcripts will be reflected using the grade point average format with a total bottom line overall result represented by the cumulative grade point average (CGPA).

13.14 Compensation of Marks
Where a student marginally fails one module, the Board of Examiners may exceptionally exercise its discretion and compensate the failure.  The Board of Examiners is authorized to allow compensation in one module only in each year of the programme, provided the average marks for the module is normally not less than 38% and no component contributing to the assessment falls below 35%.  

Compensation should be justified by an appraisal of the student’s overall performance on the programme to-date. The mark recorded for the one allowable compensated module will be limited to 40%.  Compensation is given at the discretion of the Board of Examiners.

13.15 Exam Re-sit

A student failing one module will normally be referred in that module and be required to re-sit that module in the failed component or components.  A student must pass each individual component of the module and a minimum of Grade D must be obtained for each component.

For each module a maximum of two (2) re-sits are allowed.  A student failing one module will be referred in that module and required to resubmit either one or both components of the failed module. 

Students are required to attend classes again when they have fail more than 2 times by paying individual subject fee because this is the final chance for the student to pass the subject and earlier attempts proven the student’s difficulties in passing the said exam paper.

If the student does not achieve a minimum pass mark of 40% (Grade D) for the second re-sit, he or she will be required to withdraw from the program.   Only in exceptional circumstances will the Board of Examiners permit a student to re-sit a particular module after having failed two re-sits of the said module.  For this purpose, the student concerned must appeal in writing for the decision to be considered by the Examination Board.  Students who have failed in any THREE modules will be required to complete the failed modules before progressing to new modules.
13.16 Appeal for Internal Moderation

Student may appeal against any decision of the Board of Examiners by production of any evidence or other submission for the consideration of the Board of Examiners within two (2) weeks from the date of release of examination results.

Student must fill-up the Appeal Moderation form which can be obtained from the Centre Registrar Office and pay a processing fee of RM50.00 per subject with the Cashier.  Upon completion, the original form must be submitted to the Centre Registrar Office for processing.

Appeals shall be considered initially by the Chair, and the Board Of Examiners shall be reconvened where there is a substantial reason to allow a reconsideration of its decision.

Students are to note that the marks by independent marker for the appeal moderation are final and may result to be even lower than before.

A student has a right to appeal against the recommendation of the Board of Examiners where:-

1) There has been a mistake or irregularity in the conduct of examinations or assessments which may affect the recommendation.

2) His or her stage of achievement was adversely affected by illness or other factors which he or she was unable to or for valid reasons unwilling to divulge before the Board of Examiners made its recommendations;

3) There has been a material administrative error, or where the examination or assessment was not conducted in accordance with the current regulations of the course governing student assessment, or where some other material irregularity has occurred;

4) It has been recommended that he or she be penalized for cheating or plagiarism.  Here the student may appeal against the Board of Examiner’s conclusion that cheating or plagiarism has occurred and against the penalty recommended.

Note:  The result of the internal moderation is deemed final and the Board of Examiners will not entertain any further appeal whatsoever.

14 Library
14.1 
Rules & Regulations
The library is accessible to all full-time and part-time students whom officially enrolled in any of the programmes offered by Olympia College. Depending on the library, each campus library has its own rules and regulation to best sit the culture and environment in that center. However, in general, the use of the library is governed by the following basic fundamental rules and regulations.

The general operating hours of Olympia College library are:

Monday – Friday 
09.00am – 8.30 pm

Saturday
             09.00am – 4.00 pm

Closed on Sundays and Public Holidays.
*Students are advised to check with the respective centers for the exact weekend operation hours.

14.2 
General rules and regulations
Each center’s library rules and regulations will have a slight difference because of it’s culture, environment and center policy. However, to enable the library to carry out its function effectively and for the benefit of other users in the library, students are required to adhere to the following rules and regulations when using the library, additional to the center specific rules and regulations, the following rules and regulations are applicable to all libraries in all campuses:

· Wear or accompanied by student identification name tags upon entering the library.
· Users must be decently dressed and conduct themselves properly in the library.
· Reservation of seats is not permitted. The library staff may remove books and other articles left for any length of time on chairs and tables.
· The librarian on duty has the right to request users to leave the premises if they are found to be violating any of the library rules.
· An announcement will be made ten minutes prior to closing time and all users must vacate the premise punctually.
· When leaving the library, all users are required to produce for inspection all books and items taken out of the library.
· The library will not accept responsibility for the loss or misplacement of personal belongings.
· The Librarian is empowered to withhold library facilities for any infringement of these rules.
· The Management may amend the Library Rules and Regulations as and when necessary.

14.3 
General Prohibitions
The following items and actions are prohibited in the Library:
· Smoking
· Consumption of food and drink
· Pets of any kind

· Bags, umbrella, parcels, and the likes with the exception of files and books. Adequate storage facilities have been provided at the entrance to the library
· Talking excessively loud, shouting or chatting noisily with other users or through mobile phones.
14.4 
Circulation Services

General books for normal loan can be borrowed by students and brought out at the circulation counter. Borrowing privileges for the various categories of user are as follows:-

a)  Books

Full-time and part-time students may borrow up to a maximum of three (3) books for a maximum period of two (2) weeks.
b)  Other Library Materials

Other library materials may or may not be accessible to students and they are requested to consult the respective librarian at the circulation counter.

14.5    Rules on Borrowing

Students are required to adhere to the following rules and regulations:

· Borrowers are to produce their student identification cards when borrowing library materials.
· Books or library materials may NOT be brought out to the library until the loan has been recorded. Unauthorized removal of library materials is regarded as a very serious offense.
· Library materials borrowed must be promptly returned on or before the due date.
· The normal loan period for books is one week. The library however may fix varying loan periods for different types of materials or users as it deems fit.
· All borrowers must settle overdue loans before they are permitted to borrow again.
· Users are allowed to borrow library materials up to 10 minutes before the library closing time.
· Borrowers are fully responsible for the materials checked out. It is also their duty to ensure that the materials are returned before or on the due dates.
· Borrowers are prohibited from borrowing on behalf of other users.

14.6     Loss or Damage

Borrowers will be fully held responsible for library materials on loan. If the material is lost, an immediate report should be made to the librarian to enable appropriate action to be taken. A borrower is allowed to either replace the material lost / damaged by directly purchasing or by requesting the library to replace it. If the latter alternative is chosen, the borrower will have to pay twice the market price of the book as a penalty. All books replaced in this manner must be of the latest edition. If the book is one of a set series, the borrower may be called upon to replace the whole set or series.

   14.7    Penalties
Official time for determining fines of overdue books and other purposes will be read according to the time shown in the computer system at the circulation counter. Should the system be down, the correct time will be determined by the library staff at the service counter. Overdue library materials, including reserved materials, are subject to fines. This policy applies to all categories of borrowers. The fines for all categories of books are assessed at the following rate:

· First seven (7) days 

- RM0.50 per day
· Eighth (8th) day to 30th day 
- RM1.00 per day
· More than one (1) month        - Actual COST of the book
Persistent perpetration of this offense may result in students being barred from registration for the following semester and eventually the non-conferment of their degrees / diplomas / certificates and the forfeiture of their deposits.

As soon as a fine is incurred, all library-borrowing privileges will be suspended. Overdue notices are generated every seven (7) days until the third notice, which is clearly marked FINAL NOTICE. All recorded fines must be settled before borrowing privileges will be reinstated. One week after the THIRD and FINAL notice, an invoice will be generated in respect of delinquent accounts and sent to the borrower. Overdue books may be subject to replacement costs, accrued fines and a RM20.00 per item processing fee. Appeals should be directed to the chief librarian.
15 COMPUTER LABORATORY

15.1
 General

· Students are accessible to the computer laboratories either through classes held or by personal use. The following are rules and regulations pertaining to the use of the computers in the laboratories and students are advised to adhere to them.
· Students are allowed to use the computer laboratories during the operation hours only.
· Students must bring along their student identification cards when using any of the computer laboratories.
· Students are required to log off after using the computer to avoid unnecessary complications.
· Students will be held responsible for damage (intentional or otherwise) inflicted upon any equipment in the laboratories.
15.2 
Prohibitions

The following items and actions are prohibited in the computer laboratories:
· Usage of mobile phones
· Food and drinks and general littering
· Loud and distracting behavior

The following activities are not permitted
· Locking of workstations
· Internet chat, web-phone, video streaming, etc.
· Playing games
· Using facilities to earn income in any form
· Abuse of printing facilities (e.g. printing of whole document)
· Hacking and contaminating the computers with virus of any kind
· Giving others authorized access or password
· Swapping of keyboard or mouse
· Downloading and storing obscene materials
· Sending messages obscene, slanderous, threatening or annoying messages
· Installation of unlicensed software
· Conduct any other form activities that is against the law

15.3 
Disciplinary Actions

Disciplinary action taken against students who are found violating any of the above may include:

· Verbal warning
· Formal written warning
· Penalty Payment
· Withdrawal of user account / access

Further actions may be taken against repeat offenders, including:
· Restriction

· Suspension
· Expulsion

16 INTERNATIONAL STUDENTS

16.1 
Policies Governing International Students

An international student is defined as a student:
· Whose citizenship is NOT Malaysian;
· Who is NOT a permanent resident in Malaysia;
· Who enters Olympia College, Malaysia on a student visa permit solely and purely for the purpose of continuing his / her education.

International students form a sizeable portion of Olympia College’s total student population and the rate is continuously increasing. International students may consider the same variety of options as Malaysian students but caution must be made in their subsequent admission to and recognition by professional governing bodies in Malaysia as well as in their home country. 
16.2
 Registration and Admission

The registration procedure for international students to apply for programmes offered by Olympia College may be summed up in the following two steps:

· Submission of the Registration Form together with the Registration Fee and International Student Services Fee. The submission must be accompanied with the relevant certified true copies of previous certificates and transcripts obtained and used for entry into Olympia College.
· Remittance of the other fees and initial tuition fees in full as stipulated in the Letter of Acceptance, which will be issued upon approval of the student visa. International students who remit their money through telegraphic transfer without registering in a diploma or degree programme will be charged an administrative fee of 30% based on the amount remitted. This is to deter misappropriation of telegraphic transfer facilities for personal gains. The offer to international students is valid for one semester or three months, from the date of the issuance of Letter of Acceptance. In the event that an international student is unable to come to Malaysia after validity period, he / she will be required to re-apply via the procedures mentioned.
· With effect from 1st March 2011, all new international students are required to submit a personal bond to ensure commitment in completing the programme within the stipulated time frame. The personal bond will be returned to the student upon graduation only. Personal bond for student who have terminated, withdrawn, absconded, involved in unauthorized activities will not be reimbursed.

· All international students are required to fulfill year 1 fees payment as soon as the student calling visa is issued. This is to reserve the class enrolment for the student.

· The college is dedicated to provide accommodation assistances to students. International students may notify the college in advanced for any needful accommodation requirements.
16.3 
General Requirements

International students studying at Olympia College are encouraged to adhere to and comply with the following:

· Possess sufficient funds to cover their tuition fees and expenses.
· Admit into a full-time programme (as opposed to part-time courses).
· Prohibited from being gainfully employed beyond the stipulated hours allowed by Malaysian Immigration.
· Fulfill the 80% attendance requirement 
· Was not involved in any other activities that are prohibited by Malaysian Government or Malaysian Law. 

Apart from the above, all academic and administrative rules and regulations stated in this handbook are applicable to international students.

16.4 
Withdrawal and Student Visa (International Students)
The treatment for student visas or student passes are appended below under different circumstances and international students are expected to be informed.

a)  Cancellation

A student’s visa will be cancelled under the following circumstances and conditions:-

· Withdrawal – the student is required to complete the Withdrawal Form with the clearance from all relevant departments and School / Faculty. Photocopies of the departing visa and the air ticket bearing the departing date and flight have to be submitted to the Centre Registrar Office.
· Completion of the programme - the student is required to complete the Programme Completion Form with the clearance from all relevant departments and School / Faculty. Photocopies of the departing visa and the air ticket bearing the departing date and flight have to be submitted to the Centre Registrar Office.
· Termination of Studies – a student may be terminated from his / her studies at Olympia College on the grounds of poor performance and / or poor attendance or other reasons related to indiscipline or academic misconduct. The student’s student visa will be cancelled and the student is expected to make immediate arrangements to return to his / her home country as soon as possible. Failure to do so may result in the student’s status being regarded as illegal by the Immigration authorities.
· Transfer of Institution – international students who wish to transfer to another institution will need to have their student visas cancelled as these visas were obtained through Olympia College. The new institution is then expected to apply for the new visas on the students’ behalf.
17 Fees Payment (applicable to both Local and International students)
Students must undertake to settle all tuition and miscellaneous fees promptly according to the payment plan opted (refer to Fee Schedule).  All fee payments must be paid through Centre Cashier within ten days from the start of the semester failing which a penalty payment of RM100.00 per month will be imposed until final settlement by the student.  All payments must be issued official receipts to confirm receipt of payment by Centre Cashier. No other authorized staff members in the college that should accept any fee payment on behalf. 
Students failure to comply on prompt fee settlement would result to interest charges being imposed on overdue fee payments and will be blocked from registering for any examination entry until fee payment is paid up-to-date.  Examination fees must be paid in accordance to the deadline imposed by the Raffles Examination Board.  Any examination late entries after the closing deadline will be subjected to a late penalty payment.  For the purpose of commitment and security, International students are required to pay either full payment or yearly payment. Semester payment or monthly installment payment are not applicable to international student. However, should there are special requirement, student may discuss with the center Principal.

Fees paid are non-refundable.

For PTPTN semester payment students, those students who fail to achieve an average of CGPA 2.0 for the semester examination would be required to settle the pending fees on their own.

18 Student’s Accommodation

Olympia College is focused on providing the best education experiences for the students. The college have appointed specialized agents to provide assistance to students to arrange for accommodation when needed. Accommodation arranged will bring convenience to students in food, beverages as well as other basic necessity. During the search for accommodation, the college is committed to finding accommodation that is located at convenient for students to come to college. However, should there be any special request; students must notify the college at the time when requesting for our service to arrange for accommodation. Students should be aware that the more complex the requirements are, the longer time is required for accommodations to be arranged.  For the student’s safety and security, the college reserves the right to inspect the student’s accommodation at all times. Such inspection will be carried out with written authorization from the college’s Principal only.
19 Safety Guideline

Olympia College is committed to providing a healthy and safe environment for students. Each campus will have its own health and safety management structure which will be explained to you during induction. 
When carrying out projects or research activities which are outside normal coursework, a specific risk assessment will need to be carried out with your course coordinator. Ensure that any agreed controls are carried out so that the work can be done safely. Students are required to obtain approval from the college prior to the execution of any projects. After each execution of a project, a report should be forwarded to the course coordinator for safekeeping and future reference.
If you have an accident you should report it to your course coordinator. This will ensure that an investigation can be carried out so that future similar accidents can be prevented. 

Fire evacuation procedures are posted strategically in all buildings; ensure that you follow these in the event of a fire alarm. 
Standards of behaviour - How does the college expect its students to conduct themselves? 
· To be considerate and respectful to the needs of fellow students, staff, and visitors to the college; 

· To respect the College’s property and that of others; 

· To act as a responsible member of the local community and behave as considerate neighbours; 

· To comply with reasonable requests or instructions from members of College staff; 

· To produce College-issued ID cards for identification purposes when requested to do so by College staff; 

· Not to engage in any conduct which is intended or is likely to disrupt teaching, learning, examinations, recreational activities or any other activities undertaken by or within the College; 

· Not to engage in any conduct which adversely affects or puts at risk the safety, welfare or well-being of others; 

· Not to damage College property or use it for unapproved purposes; 

· Not to engage in any harassment or intimidating behaviour; 

· Not to engage in any other anti-social behaviour, including causing excessive noise; 

· Not to possess or use, on College premises for any illegal substances or offensive weapons (including replica weapons). 

Special Safety Guideline for International Students
Malaysia is a multicultural but predominantly Islamic country. You should respect local traditions, customs, laws and religions at all times and be aware of your actions to ensure that they do not offend other cultural or religious beliefs, especially during the holy month of Ramadan or if you intend to visit religious areas. 

You should also dress modestly in conservative and rural areas, and when visiting places of worship.  Homosexual acts are illegal. 
If you are a Muslim you should be aware that you may also be subject to local Shariah law. 
There are severe penalties for all drug offences in Malaysia: trafficking (defined here as the possession of a certain quantity of drugs) incurs a mandatory death penalty; possession incurs a custodial sentence and possible whipping.  This includes the possession of or trafficking in Amphetamine-type stimulants.  
You could be asked to take a urine test when you arrive in Malaysia if you are suspected of having used drugs before your visit.  Should the test prove positive, you could be referred for rehabilitation treatment or be deported. 
The importation of unlicensed firearms and ammunition into Malaysia is prohibited.  Possession can carry the death penalty. 

The Malaysian authorities are running a vigorous campaign against illegal immigration and are therefore inspecting immigration documents, such as student visa, very closely. It is important that you neither overstay your visa, nor infringe the terms of entry.  Persons doing so (even overstaying for just a few days) will incur a fine and possibly detention and deportation. Travelling from Peninsular Malaysia to East Malaysia (sometimes known as Malaysian Borneo and comprising the states of Sabah and Sarawak) need to carry passports to enter East Malaysia.
Malaysia is not 100% crime free country. There were confirmed reported incidents involving street crime, particularly bag snatching and pickpockets - and scams involving gambling or spiked drinks. You should exercise caution and avoid any demonstrations, which might place you at risk. You should respect local traditions, customs, laws and religions at all times

· Incidents of bag snatching are common. There have been many cases of bags being snatched by thieves on motorbikes. Deaths have occurred where victims held on to their bags. When going out, avoid carrying valuables with you. Bags with shoulder straps should be carried with the strap across the body and with the bag towards the pavement rather than the road. Always  be aware of your surroundings.

· Take particular care of your belongings especially your passport, as visitors' passports have been stolen on aircraft, cafes, airport and railway terminals, and from hotel rooms.

· Be careful if offered a drink by a stranger, even in a reputable bar or restaurant. Such approaches can involve spiked drinks, and have resulted in cases of robbery and assault.

· Do not open your accommodation to strangers, even those wearing uniform, and especially late at night. This applies particularly to women travelling alone. If the stranger is an officer, you may anytime demand to inspect their Identification Card before you decide next cause of action. If needed, contact the college for immediate support. DO NOT LET THEM INTO YOUR HOUSE UNLESS THEY HAVE AUTHORISATION.
· Credit card and ATM fraud is widespread. Take great care when making payments by credit card and using ATMs. There have been many instances where cards have been duplicated and skimming devices added to ATMs.
Health Information for International Students

Emergency medical care in all hospitals is good. However standards of care in government hospitals can be variable. Both government and private hospitals charge for all services. Private care is more expensive.
Since June 2010 there has been an increase in the number of reported cases of Leptospirosis (also known as Weil’s disease) including some deaths. When you travel, you should avoid bathing in rivers or waterfalls as a precaution against infection.

Malaysia has periodic problems with air quality reaching hazardous levels because of smoke haze. This usually happens between July and November when the weather is hottest of the year and that is the same time when the farmers from neighboring countries burning their farm preparing for new plant. 

Dengue fever, malaria and other mosquito borne illnesses (including chikungunya fever) occur in Malaysia. Dengue Fever is prevalent in all states and serious outbreaks occur from time to time. We recommend students to take precautions against being bitten by mosquitoes, including using insect repellent at all times. There are no vaccinations against these diseases but there are preventative measures that you can take, for example, you should not keep standing water unmaintained, those are places where Adult females lay their eggs. You should visit your GP to discuss malaria prevention tablets. 

There are occasional outbreaks of Hand, Foot and Mouth Disease (HFMD) across Malaysia.

In the 2008 Report on the Global AIDS Epidemic the UNAIDS/WHO Working Group estimated that around 79,000 adults aged 15 or over in Malaysia were living with HIV; the prevalence rate was estimated at around 0.5% of the adult population. This compares to the prevalence rate in adults in the UK of around 0.2%. You should exercise normal precautions to avoid exposure to HIV/AIDS. 
Common Offences Frequently Committed by International Students (Whole Malaysia)
1. ILLEGAL ENTRY

Under Section 6(3) Immigration Act 1959/63

a. International students whose presence in Malaysia can be interpreted as illegal entry if: -
· He/She fails to produce a genuine passport/travel document upon request

· Passport/travel document does not have a valid entry endorsement/visit pass

b. The penalty for an offence on illegal entry: -

· A fine not exceeding RM10, 000.00 or imprisonment not exceeding 5 years or both

· A compound of RM3, 000.00.

d. As such international students are reminded: -

· To take precaution on the safety of their passport/travel document and must carry with them during their stay in Malaysia.

· Must ascertain that they produce their passport/travel document to an Immigration officer at the point of entry and has been issued with the relevant pass.

· To report immediately to the Immigration Department if they lost of their passport/travel document.
2. OVERSTAYING

Under Section 15(4) of the Immigration Act 1959/63
a. Stay exceeding the expiry date/cancellation of visit pass

b. The penalty for an offence on overstaying: -

· A fine not exceeding RM10, 000.00 or imprisonment not exceeding 5 years or both

· A compound of RM3, 000.00.

c. As such, all international students are reminded to re-new their student pass or to leave Malaysia before the expiry of their pass.
3. PASSPORT /TRAVEL DOCUMENT ISSUED WHICH CONTAINS ANY FORGED

VISA/UNLAWFULLY ALTERED PASS

Under Section 15(4) of the Immigration Act 1959/63

a. The penalty for an offence committed under this section: -

· A fine not exceeding RM10,000.00 or imprisonment NOT exceeding 5 years or both.

Student Pass/Visa Requirement for New Student

1. A student candidate is advised to obtain a visa before entering Malaysia.

2. Application for visa should be made at the nearest Malaysian Mission in your country of origin. In countries where there is no Malaysian Mission, application should be made at the British High Commission/Embassy. To apply for a visa, the following documents are required:

i. Valid Passport – Validity of passport not less than 6 month

ii. Form IM.47 (3 copies)

iii. Three (3) passport sized photographs

iv. Airline ticket to Malaysia

v. Proof of sufficient funds

vi. The College’s Admission Offer Letter

vii. The College’s Visa Application Recommendation Letter or the Approval Letter by the Immigration Department of Malaysia for foreign student to study in Malaysia. (The original letter must be presented to the Graduate School for your registration as a student).
Note:

Please check with the Malaysian Mission in your country regarding a visa/student pass requirements before proceeding with your journey to Malaysia. For further assistance, please contact:

Administrator – Phone: +60320503682   or e-mail: caoyu.int@olympia.edu.my
Guidelines for Extension of Student/Social Pass and Visa

1. An applicant must be registered as a student of Olympia College.

2. Students/dependants are RESPONSIBLE to re-new their pass and visa ON TIME.

3. All applications must be submitted to the international department not later than one month before the expiry date of student/social pass and visa. The college will not be responsible for the extra cost imposed on student who has failed to submit their application on time.

4. Validity of passport must be at least 6 months from the expiry date of student pass/social pass and visa.

5. Students/dependants are required to submit the following documents for an extension of student pass/social pass and visa:

Extension of student pass and visa  ( Documents required)
1. Form GS-03 (Pass and Visa Application Form).

2. Form IM-14 (Student Pass Application Form).

3. Copy of passport.

4. Copy of admission offer letter – for new student

5. Copy of latest semester result – for continuing student

6. Copy of the Registration Form GS-04(b) or registration slip.

7. Passport

Extension of social pass and visa (Documents required)
1. Form GS-03 (Pass and Visa Application Form).

2. Form IM-12 (Visit Pass Application Form).

3. Copy of dependent's passport.

4. Copy of student's passport.

5. Copy of admission offer letter–for new student

6. Copy of latest semester result – continuing student

7. Copy of the Registration Form GS-04(b) or registration slip.

8. Passport

Note:

1. Students who have withdrawn or have been terminated cannot extend their student pass and visa.

2. Students who defer, withdraw or are terminated will have their pass and visa cancelled.

3. Student/dependant who overstay must write an appeal letter to the Director of Immigration and follow the college to the department of immigration when needed, student/dependant will be required to attend an “Interview Session” at the Immigration Office accompanied by the college’s officer.

4. A student, whose pass and visa have expired while overseas, is advised to apply for a visa from the nearest Malaysian Embassy before re-entering Malaysia. Upon arrival they will be required to make a new application for student pass and visa. Journey Performed Fee (JP) for an amount that depends on the latest fine, which is usually RM500.00. The fine will be imposed on a student if they re-enter Malaysia without a student visa.

Guideline for Dependants: -How to Enter Malaysia and How to Apply for Social Pass and Visa

DEPENDANTS

1. Definition of dependant(s): Wife/Husband, Children, Mother/Father.

2. Dependants are advised to apply for a visa before entering Malaysia. Students are advised to get a recommendation letter from the Registrar and present the copy of dependants' passports for that purpose.

Dependants who enter Malaysia without visa will have to pay Journey Performed Fee of RM500.00 each.

3. Application for visas should be made at the nearest Malaysian Missions abroad. In countries where Malaysian Missions have not been established, application should be made to the British High Commission or Embassy. For visa application, the following documents are required:

i. Passport or Travel Document

ii. Form IM.47 (3 copies)

iii. Three (3) passport sized photographs

iv. Return or onward - journey traveling ticket

v. Proof of sufficient funds

vi. Graduate School’s recommendation letter

4. Journey Performed Fee (JP) will be imposed on a student if he/she applies a social pass for a new child born in Malaysia and registered in his/her passport.

To apply for a social pass and visa, the following documents are required:

i. Form GS-03 (Pass and Visa Application Form).

ii. Two (2) copies of Form IM-12 (Visit Pass Application Form).

iii. Two (2) copies of student passport.

iv. Two (2) copies of dependant(s) passport.

v. Two (2) Passport sized photographs.

vi. Two (2) copies of latest semester result.

vii. Two (2) copies of Birth Certificate – (if applying for social pass for a baby born in Malaysia).

viii. Copy of current registration form.

ix. Passport.

STUDENT ACKNOWLEDGEMENT OF TERMS AND CONDITIONS
I have read and understood the Olympia College Student Handbook 2011/2012 and hereby agree to adhere to all terms and conditions therein in addition to the following terms.

Induction program

It is compulsory to attend the Induction Program  during the 1st week commencement of program.

Course Duration

The maximum duration to complete a Certificate program is 2 years and for Diploma program is 3½ years.

Program Fee Payment

All program fees must be timely settled according to payment plan and must be paid in full within ten (10) days from the start of a semester failing which a penalty payment of RM100 per month will be imposed until full and final settlement is made.

Fee Refund

All administration fees paid such as application fees, registration fees and exam fees are not refundable.  Tuition fees paid are not refundable in the case of withdrawal or termination after commencement of studies.

PTPTN Loan (applicable to local students)
Students must maintain an average results of CGPA  2.0 every semester failing which the student must personally pay to the College the semester fees due to PTPTN loan rejection.

Examination Resit and Failure

Students are allowed a maximum of two (2) resits per module.  Students who fail to meet the minimum pass mark of 40% after the second attempt will be required to withdraw from the program.   Those who fail three (3) modules in a given semester will not be allowed to progress and must attempt to resit all failed modules first.  
Deferment

Students must officially write to Centre Principal to gain approval before deferring an examination.
Academic Irregularities

The Examination Board has the right to fail part or all the assessments of any student found guilty of cheating and plagiarism.

………………………………………………………… (Student Signature)

Name:      __________________________________     NRIC No/Passport No:  ______________________

Program: __________________________________                                   Date:  ______________________ 
Very Important: Kindly sign this portion and return to Olympia College.
Updated for May 2011 intake onwards 








This Handbook is certified as true and correct as of the date of printing. Olympia College’s reserves the right to make changes whenever these changes are deemed necessary and desirable.
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