COURSE APPLICATION FORM @ Frhoyl op HEIR T FEH IR

N N Singapore Chinese Chamber Institute of Business
'[«%%EDE EFI = i%% CPE Registration Mo ST2550008] Period of Registration: HVS22 - 10526
FOR OFFICIAL USE
COURSE TITLE: COURSE
(RREREH): FEE
Intend to attain a Full Diploma / Certificate Qualification RECEIPT
BB AR RALBIRE NO.
START & END RECEIVED
OF COURSE DATE: BY
(REBEEH):
APPLICATION DETAILS Hi&E#H#l
Will you be using SkillsFuture Credit to pay for the course fee? Yes I:' No
BREER “RREEZIHB KA RITREZE? = S
Amount payable by (circle where applicable) SkillsFuture Credit / Paynow / Cash / Nets:
£ (BEE) KREAEEIFBI/Paynow/3l £/Nets £5: $
SkillsFuture Claim ID / Training Grant Ref No./
Paynow Ref No. (C.12 Digit No.): $
Please tick here if you wish to have your personal data collected used and disclosed for publicity and course information updates. I:' Yes
HERRFREEENDIARR, FATREFZRENZIRERN, BELITA. =

PERSONAL DETAILS N A &R

Full name:
(Name as in NRIC / Passport / Passes)

NRIC / Passport / FIN No.
SUMESHE /PR AIESH:

Date of Birth:
HAERE: / /
dd H mm A yyyy £

Gender: I:' Male I:' Female Nationality: Singapore PR Others:
MR % ES E NSk ARBR Hf:
Address: Singapore
ik R %R

E-mail Address: Highest Qualification:

e iRk : RE¥H:

Contact Number: Office No.: Residential No.:

45570 DAERIESHE: FEBRIESH:

PRESENT EMPLOYMENT DETAILS ZEER&#]

Company Name: UEN No.

ACIEE ATEMRHS:
Company Address: Singapore
ACIE: b2 R4
Participant’s

Designation

¥ RERfL:

Office Contact Contact Person’s Office

Person: No.: Contact No.:
AEBFREN: BXERANSHD: NAEBIESH:

Contact Person’s
Designation:

N B BRER NFRAL:

Contact Person’s
Email Address:

BXE% A BB HR At :

All information provided by students are treated with strictest confidentiality and are meant for internal usage only.
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IMPORTANT INSTRUCTIONS &EZE#w

1. Please Clgmbplfte thﬁ application form and SUb"d‘it to our centre at least 3. Application form with incomplete information will not be considered.
two weeks before the course commencement date. KR A SR o B R R R I R4S
Address: 47 Hill Street, #08-01/02, Singapore 179365 TR "
Tel: 63341080 Singapore Chinese Chamber Institute of Business (SCCIOB) reserves the
Fax: 63371165 right to verify the information provided in this application form.

g 2R EEFBE A RIEAPRMA FRTRE.

BIERERIERMIAY, FAETRA PR ZARIERE
R F| EHATS, #08-01/02, HB4ES(179365)

4. Allinformation provided by students will be treated in the strictest

BiE S 63341080 confidence. By signing the application form, you expressly consent
#HS#3: 63371165. to SCCIOB collecting, using and disclosing the personal data
provided in the form for the purposes of course administration,
2. Completed Application Form must be accompanied by annual reporting to the regulatory bodies and other course
Copy of personal identification — I/C for Singaporeans and PRs, Passport / information.
Work Permit / Employment Pass for others. BAp (o TI R EAMNE S RAMA BRI HZERES, BiTES i
BESTIREBERBE, B LT —A ANSEFmE gﬁgggﬁgﬁizggggggéﬁig,E;%;ﬁ%@i%
ARFKABR)S PR/ AL AR )N, AT BEARBETHRER, IEBEVMETHNEERERERX
REBMAE.

TERMS AND CONDITIONS Bft & 14 5 &4

Enrolment g% Our Classes &%
SSG Application &R EABEFHAY SCCIOB reserves the right to vary, change and
amend the course commencement date, content,

In order to qualify for SSG funding, applicant hasto  €ntry requirements, curriculum, examination rules,
comply with all SSG terms and conditions. lecturers, lesson dates, venue, and other aspect of

Website: https://www.skillsconnect.gov.sa/sop/portal/under/Terms%20And% the course at any time prior to or during the delivery
20Conditions/Termsandconditionsforfunding.jsp of the course.

BAZERRBOFAANTE, BEFAUTHE  spsprpeppmmimenaEsmen
8, REAR, AR B, BRAE EHE
5, £iR BR, HRARERALX(E A MIRA.

1. An applicant needs to be either Singapore
Citizen or Singapore Permanent Resident, Self-
Sponsored trainee or Company-Sponsor trainee

aged 21 years and above. Payment {3k
HEEATEF MG ARSI EXAER, B3 Allcheque payment is to be crossed and made
BRATAMSE, FEH21 FRELE payable to “SCCIOB"”. Please indicate your name and

2. Al participants have to meet the minimum the course fitle behind the cheque.

;;;gs\,_f ';‘%QL{'%ETE}E;E;E g,]";’,ffgg‘?’%‘_’”ed Payment for company sponsored learners must be
F L AT B IR IR IR : made via company cheque or bank transfer.

3. An applicant needs to achieve at least 75% A X ENFUT A4 SCCIOB’, ERmHmEgs

attendance in the course enrolled, passed all the .g.o = = g - SA A
coursework and assessments where applicable. REERSEXRORE. FARRALMFRART

SREEATE D 5WMHEE, BiT B mASBBIMSER, SHRLFAEADE FHEGT
SRR SN *ft.

4. No replacement lesson / assessment will be .
provided by SCCIOB should participant fail to Refund iBK
attend any lesson / assessment in the course No refund is allowed unless the Institute cancels or

enrolled. postpones the course.
MBS R SEkeESINERER, Hing BREAZRBUBSERE, ARXZREASRIEIR
PHEEBFSEEZRASREMRIIE 4

5. SSG will only fund each SSG Funded S,

Programme enrolled once. Participant will have

to pay full course fee if he/she had previously Grievances and Feedback Process Ai#5 &I & {&
received funding for the same programme. Grievances and feedback from students can be made
BREEXRBRASAPFERF—IRE—RK. ¥ viathe Customer Feedback Form obtained from the
B RALZEZ TR ELRBINAE, #H reception or email to Feedback@scciob.edu.sg.

Kk BEXNREN, REXFEREER. FATRSE P RIEFREISE FHHE

6. Participant is required to participate in SSG Feedback@scciob.edu.sgf 7T R Z AN H MBI K
Training and Outcomes Measurement i 8

(TRAQOM) online questionnaire.
FRATESSHERBRELRBFHIFRRNE  Extension Policy
(TRAQOM) "#E 8%, An extension is defined as an extension in course
duration after course commencement supported by
Photography & Videography A& i fx &R valid reason(s), and official documentary evidence.
Do note that photographs and videos may be taken ~ To be approved by the Executive Director. The
during the course for training, assessment, and students still have to complete the course within the

reporting purposes. maximum study period of the respective training

BEE, HTFEERIHEEN, DREAETESIAR  programme.

BRI, No extension and deferment for learners tapping on
SSG funding.

APPLICANT’S DECLARATION Hii& A 847 BH

Withdrawals Policy iBiEBE

Our Institute’s policy with regards to refunds for
withdrawal is as follows:

REBERIRAIBFMZFRKAM AT

2 REEFTEE ST ERIR
RFRELA: HIEMAER:
% of course fees to If Student’s withdrawal
be refunded: form is received
BEEFIRBEL RN
100% +
At least 7 days before
the course

commencement date
EEMRAH=ZE X
75% 3 — 6 days before the
course commencement
date
EEMRAHET=X
0% Less than 3 days before
the course
commencement date

All withdrawal shall be in accordance with the
aforementioned clause on refund. Participant must
complete and submit the withdrawal form.
Participant be informed of the outcome within two
(2) to (4) weeks and it takes approximately another
four (4) to six (6) weeks to process the refund.
Please note Application and/or Membership fee is
not refundable.

Administrative fee might be imposed where
applicable.

FBERMRIRRIBYNFE ERBRMN. 2 ABTUR
SHREZRRBIERE. FREEXRARETERK
FRRABFLER, FEERRBBEBRLERAMEIX
AR ERKERR. HIR, RERBRNSRR
FEBRAK. FRT RS WERITEEA.

Deferment Policy ZE&IBU

Deferment is not allowed 7 days or less before the
commencement of the course. (Terms & Conditions

apply)
NSETRAITRIUAER LR (EAT
FEREHM)

(For Official Use)
Verifier’s Details

I:l | declare that all information given in this application is true and complete to the best of my knowledge. | will be fully liable for
any misrepresentations given in the form. | understand and accept the terms and conditions set by Singapore Chinese
Chamber Institute of Business. | acknowledge that | have read, understood, and agreed to the SCCIOB Personal Data Protection
Policy — Student, and hereby consent to the collection, usage, and disclosure of my personal data by SCCIOB for the purposes
stated in the SCCIOB Personal Data Protection Policy — Student.

7 IR AE P R TR AL PR A R S S e BE . JRAG LR 44 FeMs P R AR TR R S AT, IR TR R BN
FR T S B ZA I T 25 191

SIGNATURE

NAME OF
PROGRAMME
CONSULTANT

Signature of Applicant B35 A 9% % Date HEA

All information provided by students are treated with strictest confidentiality and are meant for internal usage only. Version 7: Jan 23
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Singapore Chinese Chamber Institute of &ssz%ss

Training Agreement
SkillsFuture Credit — Eligible Courses / SSG-Funded Courses

This AGREEMENT is made between Singapore Chinese Chamber Institute of Business (SCCIOB), and
(Name in NRIC) {I/C No.).
SCCIOB shall admit the participant into SkillsFuture Credit — Eligible Courses / SSG-Funded Courses and the participant
shall agree to the following terms and conditions:

1. Participant must be either Singapore Citizen or Singapore Permanent Resident, Self-Sponsored trainee or Company-
Sponsored trainee aged 21 years or above. For applicant exceeding the age limit as specific for the course applied,
applicant has to be

o Employed in the related industries together with a company recommendation letter.

o Physically fit enough to manage the job requirements of the relevant industries.
Participant has to attain at least 75% attendance for the course enrolled.
Participant is required to complete all the coursework, sit for all the assessments and pass the coursework and
assessments on their own without any external help where applicable.

4. SSG will only fund each SkillsFuture Credit — Eligible Course / SSG-Funded Course once. Participant will have to pay
full course fee if he/she had previously received funding for the same course.

5. Participant has to meet the minimum entry requirements {MER) for each course such as:

o GCE'N' /0" levels / NITEC / 3 years of relevance working experiences
o English and / or Chinese (Hanyu Pinyin) language proficiency
o Participant must be proficient in basic computer literacy in order to carry out task like Word processing and
E-learning.
o Successful in the Admission Interview
6. Participant who enrolled in course delivered via synchronous e-learning must comply to the foliowing:

o Ensure that computer wifi connection is stable, webcam and sound system are turned on at all times
o 100% commitment throughout the course
= Participant are not allowed to work /run errands and attend the lesson at the same time.
= Participant are reminded to take early dinner for courses scheduled in the evening.

7. To qualify for the SSG funding, participant has to submit all supporting documents at least 7 working days before
course commencement. Funding eligibility of the participant will be based on the supporting documents submitted
before course commencement.

8. Participant is agreeable that the collection and use of photocopy of the identity card is for the purpose of verifying
the authenticity of trainee’s identity, and proper governance of training grant disbursement (including SSG audit)

o For facial recognition attendance taking & classroom access, all participants must submit & digital photo for
courses conducted via classroom delivery.

8. Participant has to be punctual for each session in the course schedule. Participant will be marked absent for that
session if he/she is late for more than 15 minutes or leaves before the session ends.

10. Participant who is making payment via his/her PSEA account need to submit the application at least § weeks before
course commencement and shall be liable to repay any shortfall should his/her PSEA accounts have insufficient credit.

11. For use of SkillsFuture Credit to pay of offset the course fees of approved courses, SCCIOB staff and its associate
consultants could only provide guidance but unable to operate on your behalf.
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12.

13.

14.

15.

16.

FroodR P EIR I T EEPIR

Singapore Chinese Chamber Institute of Business

To undertake that you did not receive any cash incentives, financial assistance, or kickbacks whether monetary or in
kind that is directly or indirectly related to the enrolment with SCCIOB.
Participant is required to participate in SSG Training and Outcomes Measurement (TRAQOM) questionnaire and/or
SCCIOB feedback survey at the end of the course.
Sponsoring company has to pay the course fee for the sponsored participants from the company bank account.

o Applicable funding will be accorded based on SME status. Sponsored companies have checked and updated

their status in Enterprise Portal and Skills (EPJS) at htips://www.enterprisejobskills.gov.sg/
o For employer sponsored participant, participant must be registered under the UEN of the sponsoring

company that is contributing his/her CPF.
Participants have to take pre-enrolment placement test and end of course assessment (BCT) for Certificate in
International Business Mandarin programmes.
No replacement lesson / assessment will be provided by SCCIOB should participant fail to attend any lesson /
assessment in the course enrolled (Except for Diploma in Translation & Interpretation and Tourist Guide. Medical
and Compassionate reasons will be evaluated on a case-by-case basis).
o Should participant fail the assessment/Examination for STB Tourist Guide Licensing Examination
= He/she has to pay supplementary examination fee to retake the examination within 3 months
from announcement of the first examination result.
= He/she hasto pay the balance of SSG grant if did not pass the supplementary examinations within
3 months. SCCIOB will refund once he/she pass the supplementary examination and SCCIOB had
received SSG grant disbursement.

Failure to comply with the terms and conditions stated above, the participant will have to reimburse SCCIOB
the corresponding funding grant by SkillsFuture Singapore {SSG) for the following course (subject to
prevailing GST)

Course Title:
The contents of this Training Agreement were explained to me in English / Mandarin by:

Associate / Programme Consultant

Collaboration Partner

Date

Signed by Justin Lsei %@

Name in NRIC: Director (Sales & Marketing)

Date: Singapore Chinese Chamber Institute of Business
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SCCIOB PDP POLICY

Singapore Chinese Chamber Institute of Business

Personal Data Protection Policy - Student
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SCCIOB PDP POLICY

At Singapore Chinese Chamber Institute of Business (SCCIOB), we are committed to protecting and
safeguarding the personal data we have collected from you.

This Personal Data Protection Policy describes the types of personal data we collect from our
operations. The Policy also sets forth how we collect, use, disclose or otherwise process this data,
provides other details about our personal data practices, and explains how to contact us if you have
any questions or concerns.

In this Policy, "personal data" means data, whether true or not, about an individual who can be
identified: (a) from that data; or (b) from that data and other information to which we have or are
likely to have access. Other terms used in this Notice shall have the meanings given to them in the
Singapore Personal Data Protection Act (where the context so permits).

Our Obligations

Collection of Personal Data

Purpose of Collection

Consent and Right to Withdraw Consent

Rights of Access

Disclosure of Personal Data

Security, Storage and Duration of Data Retention
Exceptions and Exclusion of Liability

Integrity of Personal Data

Transferring and Sharing of Personal Data
Protection of Personal Data in SCCIOB’s Possession
Language

Changes to our Personal Data Protection Policy
Governing Law

SCCIOB Do-Not-Call Policy

OCZIrA-"IOMMUO®SR
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SCCIOB PDP POLICY

A. Our Obligations:

1. Consent Obligation
SCCIOB only collects, uses or discloses personal data of which you have given their consent.

SCCIOB allows you to withdraw consent, with reasonable notice, and shall inform you of the
likely consequences of withdrawal. Upon withdrawal of consent to the collection, use or
disclosure for any purpose, SCCIOB shall cease such collection, use or disclosure of your
personal data except as required for administrating the course by any persons, government
agencies, statutory authorities and/or industry regulators, to whom we are compelled or
required to do so pursuant to any law.

2. Purpose Limitation Obligation

SCCIOB may collect, use or disclose your personal data for the purposes that you would
consider appropriate in the circumstances and for which you have given consent.

SCCIOB may not, as a condition of providing a service, require you to consent to the collection,
use or disclosure of your personal data beyond what is reasonable to provide that service.

3. Notification Obligation
SCCIOB shall notify you of the purposes for which SCCIOB is intending to collect, use or
disclose your personal data on or before such collection, use or disclosure of personal data.

4, Access and Correction Obligation
Upon request, your personal data and information about the ways in which your personal
data has been or may have been used or disclosed within a year before the request should
be provided. However, SCCIOB is prohibited from providing you access if the provision of the
personal data or other information could reasonably be expected to:

e cause immediate or grave harm to your safety or physical or mental health;

o threaten the safety or physical or mental health of another individual;

e reveal personal data about another individual;

e reveal the identity of another individual who has provided the personal data, and
the individual has not consented to the disclosure of your identity; or

e be contrary to national interest.

SCCIOB shall correct any error or omission in your personal data upon your request. Unless
SCCIOB is satisfied on reasonable grounds that the correction should not be made, SCCIOB
should correct the personal data as soon as practicable and send the corrected data to other
organisations to which the personal data was disclosed within a year before the correction is
made, or with your consent, only to selected organisations.

5. Accuracy Obligation
SCCIOB shall make reasonable effort to ensure that personal data collected by or on behalf of
SCCIOB is accurate and complete if it is likely to be used to make a decision that affects you,
or if it is likely to be disclosed to another organisation.

Version 3: Sep (2022)



SCCIOB PDP POLICY

6. Protection Obligation
SCCIOB shall make reasonable security arrangements to protect the personal data that
SCCIOB possesses or controls to prevent unauthorised access, collection, use, disclosure or
similar risks.

7. Retention Limitation Obligation
SCCIOB shall cease retention of personal data or remove the means by which the personal
data can be associated with particular individuals when it is no longer necessary for any
business or legal purposes.

8. Transfer Limitation Obligation
SCCIOB shall transfer personal data to another country only according to the requirements
prescribed under the regulations, to ensure that the standard of protection provided to the
personal data so transferred will be comparable to the protection under the Personal Data
Protection Act, unless exempted by the Personal Data Protection Commission.

9. Openness Obligation
SCCIOB shall make information about SCCIOB's data protection policies, practices and
complaints process available on request.

B. Collection of Personal Data

The types of Personal Data we collect essentially depend on the purpose of collection. Thus depending
on the purpose of collection, the Personal Data collected may be in the form of:

Employment records.
Banking particulars, credit card details.
Audio-visual information.

a. Name.

b. Date of birth.

c. Gender.

d. NRIC/ passport.
e. Contact Information, address.
f.  Nationality.

g. Education.

h. Income.

i

j.

k.

Version 3: Sep (2022)



SCCIOB PDP POLICY

C. Purpose of Collection

The Personal Data as provided/furnished by you to SCCIOB or collected by SCCIOB from you or through
such other sources as may be necessary for the fulfilment of the purposes (“collected”) at the time it
was sought or collected, will be used for such purpose and for the following reasons (collectively
“Purposes”):

Assessing application for membership.

Assessing application for course, funding or grant.

Communicating with you.

Providing services, to process billing / payment transactions.

Responding to an individual's request, enquiry, feedback or complaint.

Administering enrollment to any course offered by SCCIOB.

For marketing and promotional activities, market surveys, course evaluation, trend and

statistical analysis.

For finance activities.

For credit assessments, financial and background investigation as and when deemed necessary.

For the maintenance and upkeep of internal records, filing and operations.

For meeting any legal or regulatory requirements relating to our provision of services and to

make disclosure under the requirements of any applicable law, regulation, direction, court

order, by-law, guideline, circular, code applicable to us or our affiliates.

To enter into the necessary agreement and/or contract.

m. For handling the report for lost item, customer complaints and taking appropriate action
relating thereto.

n. For security and crime prevention purposes, risk management, safeguarding SCCIOB in the
event of any claim, litigation, suits, etc.

0. For compliance with any law, legislation or regulation, or any request, enforcement or
investigation from any governmental and/or regulatory authority.

p. For transfer to third party to facilitate any of the aforesaid Purposes.

@ 000 T

T oo

Please note that it is necessary for an individual to provide us with accurate personal data. Failure to
do so may result in us being unable to process and/or use your personal data in relation to the
Purposes.

If you choose not to provide us with your personal data for the purposes listed above, you may submit
a request in writing or via email to our Data Protection Officer at the contact details provided below
or indicate in the personal data collection form submitted to us (if any).

Depending on the complexity of the request and its impact to our relationship with you, we will not
collect or, within 30 days of our receipt of your request, cease using and/or disclosing your personal
data in accordance with your request.

The purposes listed in above may continue to apply even in situations where your relationship with us
(for example, pursuant to a contract) has been terminated or altered in any way, for a reasonable
period thereafter (including, where applicable, a period to enable us to enforce our rights under any
contract with you).

Version 3: Sep (2022)



SCCIOB PDP POLICY

D. Consent and Right to Withdraw Consent

You shall be invited to give express consent to SCCIOB collecting, using and disclosing your personal
data for the purposes of course soliciting, research activities and future event notification and publicity
as well as SCCIOB's news dissemination.

By so indicating your acceptance of the terms of this Policy, you shall be deemed to have expressly
consented to the processing of your Personal Data by SCCIOB or any of our authorised staff, partners
and/or contractors for the Purposes outlined in C above.

Notwithstanding anything to the contrary, you may at any time withdraw their consent to SCCIOB
processing any Personal Data of you or to any part or portion of the processing by sending to SCCIOB
at the address set out below a written notice of withdrawal. SCCIOB shall take all necessary measures
to give effect to your withdrawal of consent, to the extent that such withdrawal does not conflict with
any of SCCIOB’s other legal obligations. Please note that if you withdraw their consent for any reason,
SCCIOB may be unable to provide certain services to you.

Depending on the complexity of the request and its impact to our relationship with you, we will cease
(and instruct any of our data intermediaries and agents to cease) collecting, using or disclosing the
personal data within 10 business days of our receipt of your request, unless required or authorised
under applicable laws.

E. Accuracy, Rights of Access and Correction of Personal Data

We will make every reasonable effort to ensure that personal data collected by us or on our behalf is
accurate and complete.

You may at any time hereafter make written enquiries, complaints and request for access to, or
correction of, your Personal Data or limit the processing of your Personal Data by submitting such
written request to the Personal Data Protection Officer of SCCIOB via e-mail to dpo@SCCIOB.org.sg or
post it to the address as set out below:

Postal:

Data Protection Officer

Singapore Chinese Chamber Institute of Business
9 Jurong Town Hall Road, #04-10

Trade Association Hub,

Jurong Town Hall,

Singapore 609431

We will respond to your request as soon as reasonably possible. Should we not be able to respond to
your request within thirty (30) days after receiving your request in writing (including both electronic
and non-electronic methods), we will inform you in writing within thirty (30) days of the time by which
we will be able to respond to your request. If we are unable to provide you with any personal data or
to make a correction requested by you, we shall generally inform you of the reasons why we are
unable to do so (except where we are not required to do so under the PDPA).

If your request relates to personal data which we are processing on behalf of another organisation,
we will instead forward your request to the relevant organisation for their necessary action.
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Please note that a reasonable fee may be charged for an access request. If so, we will inform you of
the fee before processing your request.

Any Personal Data retained by us shall be destroyed and/or deleted from our records and system in
accordance with our retention policy in the event such data is no longer required for the said Purposes
in C or any other business or legal purposes.

F. Disclosure of Personal Data

The Personal Data provided to us shall be managed and used in accordance with the terms of this
Policy. However, we may disclose your Personal Data to the following parties:

a. Singapore Chinese Chamber of Commerce & Industry (SCCCI), our parent company, our
business partners, and our affiliates that provide related services in connection with our
services;

b. Our auditors, consultants, lawyers, accountants or other financial or professional advisers
appointed in connection with our services;

c. Our third party service providers, third party management companies, sub-contractors or
other parties as may be deemed necessary by us to facilitate your dealings with us;

d. Our appointed service providers in fulfilling our services; and

e. Any persons, government agencies, statutory authorities and/or industry regulators, whom
we are compelled or required to do so pursuant to any law

Third parties are legally tasked with processing your Personal Data in line with principles specified by
SCCIOB and may not use it for any other purposes. Third parties are also held responsible for securing
your Personal Data at an appropriate level of security in relation to applicable data protection laws
and widely accepted industry standards.

SCCIOB reserves its right to use or disclose any data as needed to satisfy any law, regulation or legal
request, to protect the integrity of our Online Service, to fulfil your requests, or to cooperate in any
law enforcement investigation or an investigation on a matter of public safety.

G. Security, Storage and Duration of Data Retention

SCCIOB is committed to ensuring that your Personal Data is secure, and in connection therewith,
suitable processes and procedures have been put in place to ensure that all Personal Data collected
by us shall be stored and/or filed in such manner as to ensure that the Personal Data maintains its
accuracy, integrity, remains confidential, is protected against loss, misuse, modification and
unauthorised or accidental access, disclosure, alteration, destruction or manipulation.

To safeguard your personal data from unauthorised access, collection, use, disclosure, copying,
modification, disposal or similar risks, we have introduced appropriate administrative, physical and
technical measures such as up-to-date antivirus protection, encryption and the use of privacy filters
to secure all storage and transmission of personal data by us, and disclosing personal data both
internally and to authorised third parties and agents only on a need-to-know basis.

However, no method of transmission over the Internet or method of electronic storage is completely
secure. While security cannot be guaranteed, we strive to protect the security of your personal data
and are constantly reviewing and enhancing our information security measures.
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SCCIOB shall store and/or retain all Personal Data only for as long as required for the fulfilment of the
purposes stated in B above or pursuant to any legal obligation imposed upon SCCIOB in its operation
of the Services or by virtue of any applicable law that may from time to time be in force.

H. Exceptions and Exclusion of Liability

Notwithstanding the foregoing provisions, SCCIOB reserves the right to refuse to entertain any request
for withdrawal of consent, access or correction in the following circumstances:

e Where there is insufficient information provided by any party making a request to enable
SCCIOB to positively locate or identify the Personal Data in question;

o Where there is reasonable doubt surrounding the identity of the person making the request
or where SCCIOB feels that the requesting party is not in fact the owner or the subject of the
Personal Data in question and is not lawfully entitled to make any requests in relation to the
Personal Data;

o Where permitting access or correction would be tantamount to a violation of an Order of
Court;

e Inrequests for access or for correction (excluding instances of withdrawal of consent):

a) where the burden or expense of entertaining the request for access or correction is
disproportionate to the risk to the privacy of the party making a request;

b) where compliance with the request would involve the unauthorised disclosure of
Personal Data belonging to a third party;

c) where compliance would result in the disclosure of confidential commercial information;
or

d) where access is regulated by another law

In the area of Personal Data protection, SCCIOB shall not be liable for any purported violation, breach
or non-compliance with any precepts of privacy or the protection of Personal Data in the following
instances:

e Where an act of nature or event outside the control of SCCIOB results in the damage or
malfunction or destruction in any equipment or machinery used to secure, store or process
Personal Data;

e Where Personal Data is readily available or able to be found in the public domain; and

e Where, despite SCCIOB’s best efforts, there is unauthorised access, modification, alteration,
misuse, tampering or abuse of Personal Data caused by the malicious or fraudulent or criminal
acts or conduct of a third party not being under the control or direction of SCCIOB.

I. Integrity of Personal Data

We will make every reasonable effort to ensure that personal data collected by us or on our behalf is
accurate and complete.

You are responsible for ensuring that your Personal Data you provide us is accurate, complete and
not misleading and that such Personal Data is kept up to date. We may request your assistance to
procure the consent of third parties whose Personal Data is provided by you to us and you agree to
use your best endeavours to do so.
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J. Transferring and Sharing of Personal Data

It may be necessary, if so required for any of the Purposes, to transfer your Personal Data outside of
Singapore or to disclose your Personal Data to our parent company, business partners, affiliates,
associates, service providers and/or relevant authorities, who may be located within or outside
Singapore. Save for the foregoing, your Personal Data will not be knowingly transferred to any place
outside Singapore or be knowingly disclosed to any third party. However, if we do so, we will obtain
your consent for the transfer to be made and we will take steps to ensure that your personal data
continues to receive a standard of protection that is at least comparable to that provided under the
applicable personal data protection laws and regulations.

SCCIOB also does not sell, transfer or disclose personal information to third parties outside the SCCIOB
Family. The SCCIOB Family includes our parent company, partners, associates and service providers.
However, with your permission, we will on occasion send marketing information on behalf of our
business partners or associates about products or services they provide that may be of interest to you.
You may be asked if you wish to receive marketing materials from SCCIOB's partners or associates. If
you elect to receive such materials, SCCIOB will not share your personal information with such
partners or associates but rather will send an e-mail on behalf of the partners or associates.

K. Protection of Personal Data in SCCIOB’s Possession

SCCIOB shall limit the collection and use of personal information to what is necessary to administer its
services and to deliver superior service to you. To serve you and you better, SCCIOB may combine the
information which you have given to us through our website or other channels.

SCCIOB shall protect the confidentiality of all personal information which you have shared with us. In
cases where we share personal information with our parent company, partners or affiliates, we will
protect that personal information with a strict confidentiality as stated in our agreement. Companies
hired by us to provide support services or to act as our agent must conform to our privacy standards.

SCCIOB's corporate policies stipulate that any staff with access to confidential customer information
is not permitted to use or disclose such information except for business purposes. All staff are required
to safeguard such information as specified in their confidentiality agreements with SCCIOB.

In all cases, your personal information is protected by a strict confidentiality agreement. We do not
allow any non-affiliated company to retain your personal information any longer than it is necessary
to provide you with the service or information unless you have granted us permission to do so.

Staff of SCCIOB shall sign the Confidentiality Clause to undertake not to misuse or disclose personal

data in their possession during their course of work and to take every precaution to ensure all personal
data under their possession is being kept confidential at all times.

L. Language
This Policy is issued in English.

M. Changes to the Personal Data Protection Policy

This Personal Data Protection Policy is effective as of 2" July 2014. From time to time, it may be
necessary for SCCIOB to change this policy. If we change our policy, we will post the revised version
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on our corporate website, so we suggest that any interested person check for the most up-to-date
version of our personal Data Protection Policy online.

SCCIOB may continue to use your Personal Data that was collected before 2 July 2014 for purposes
which the Personal Data was collected unless consent is withdrawn by you. If you wish to withdraw
their consent from SCCIOB'’s use of your Personal Data, or if you have any enquiry, request, feedback
or complaint regarding our personal data protection policies and procedures, you may contact
SCCIOB'’s Personal Data Protection Officer of SCCIOB via e-mail to dpo@SCCIOB.org.sg or post it to the
address as set out below:

Postal:

Data Protection Officer

Singapore Chinese Chamber Institute of Business
9 Jurong Town Hall Road, #04-10

Trade Association Hub,

Jurong Town Hall,

Singapore 609431

In such event, the prevailing terms of this Policy from time to time shall apply. By continuing your

relationship with SCCIOB after any amendments have been introduced and published on the SCCIOB
website, you shall be deemed to have accepted the Policy as amended.

N. Governing Law

This Data Protection Policy shall be governed in all respects by the laws of Singapore.

0. SCCIOB Do-Not-Call Policy

We respect the Do-Not-Call Registry, which allows individuals to opt-out of receiving marketing
messages by registering their Singapore phone numbers.

You are advised to manage their preference on how SCCIOB and its partners, associates or vendors
contact you on marketing activities by selecting your preferred contact mode. Marketing Activities
include invitations to SCCIOB's events and activities, etc.
If you do not wish to receive any marketing messages from us, you can inform us via email:

e dnc@scciob.edu.sg
Please note:

a) Any change request will take 30 days to come into effect.

b) Your status will remain valid until you change it again.

c) Your consent on SCCIOB DNC will override the National DNC, regardless of which is submitted

first.

©SCCIOB 2021. All rights reserved.
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DECLARATION

1. | declare and warrant that all information shared to you is precise and thorough to the best of
my knowledge and hereby consent to the collection, use and disclosure of my personal data by
SCCIOB for the purpose of my course application.

2. | understand and agree that if it is subsequently discovered that | have willfully given incorrect
information or withheld any relevant information, my application will be disqualified, and
SCCIOB reserves the right to cease providing its services to me without any notice or
compensation.

3. | acknowledge that | have read, understood, and agreed to the above Policy, and hereby commit
to the provide precise explanation and clarity of the above policy to you.

Please tick the relevant boxes:

v | would like to receive from SCCIOB for information, course update and marketing materials
relating to services offered or disseminated by SCCIOB and/ or its partners and associates via
all forms of mobile messaging (including SMS or MMS), telephone calls email and/ or post.

O Please do not send me any SCCIOB information, course update and marketing materials
relating to services offered or disseminated by SCCIOB and/or, partners and associates via all
forms of mobile messaging (including SMS or MMS), telephone calls, email and/or post.

Self-Sponsored Applicant

Applicant Name
as per NRIC:

Course Title:

Course
Duration:

Signature: Date:
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