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YMCA EDUCATION CENTRE (YEC) 
 

YEC has been offering educational courses since 1913. Besides providing education for local and 
international students towards Secondary Education in Singapore and self-improvement, it also offers 
intensive preparatory courses and enrichment programs.  

In 2009, YEC expanded its education business by offering quality tertiary programmes in partnership with 
the Australian Maritime College (AMC) based in Tasmania, Australia and the University of Strathclyde, 
through its School of Business (SBS), based in Glasgow, Scotland, to deliver Bachelor and Master degree 
programmes on a part-time basis to qualifying students in Singapore. 

2009 was an important milestone for the Strathclyde MBA programme as it marked the 20th anniversary of 
the programme in Singapore. Since 1989, more than 400 students have graduated from this programme, 
all of whom are now part of the Strathclyde MBA Alumni. The Strathclyde Business School has the 
following distinguishing features that set it apart from other such schools: 

 Strathclyde Business School’s full time MBA programme has been ranked 87th in the 2013 
Financial Times Global MBA ranking which lists the top 100 programmes in the world each year.  

 Out of thousands of business schools worldwide, only those that are accredited (AACSB or EQUIS) 
and meet strict criteria, are eligible to take part in the FT ranking. 

 SBS is placed in the top 25 of European business schools ranked and, reflecting the increasing 
competitive nature of business schools globally, one of only 11 business schools in the UK to be 
included in the ranking, and the only Scottish university to feature. 

 The FT’s ranking follows on the back of other recent plaudits, namely, THE University of the Year 
2012; reaccreditation by EQUIS for the maximum 5 year period; ranked in The Economist’s top 
100 global MBA programmes; ranked in the FT’s top European graduate business schools. 

YMCA Education Centre (YEC) is an entity that incorporates the School with its secondary education and 
preparatory/enrichment course offerings and Tertiary. Besides preparing students for educational 
excellence and exciting careers, it is also the aim of YEC to inculcate positive character values such as 
caring, honesty, respect and responsibility in developing the body, mind and spirit through the courses that 
it offers.   

YEC is ISO and EduTrust certified. The EduTrust certification is for 4 years from 16 Dec 2011 to 15 Dec 
2015. For details go to: http://www.cpe.gov.sg/cos/o.x?c=/cpe/peis&ptid=401&func=profile&pid=213 

Vision and Mission 

YEC has a vision and mission to meet key stakeholders’ and industries’ needs and expectations. 

The vision and mission are relevant to YMCA Education Centre’s business and national development. 

YEC reviews the vision and mission to ensure its relevance, for continual improvement, at least once a 
year, during management review. 

The management team uses internal and external communication channels to communicate the vision and 
mission to all staff, students, key stakeholders through briefings, sharing sessions and relevant marketing 
collaterals. 

The staffs are able to articulate the vision and mission and what the vision and mission mean to them with 
respect to their job functions. 

The management team communicates the vision and mission clearly in the website, student handbook, 
and relevant marketing collaterals within school premise(s). 

YEC reviews the effectiveness of the communication channels, for continual improvement, at least once a 
year, during management review. 

http://www.cpe.gov.sg/cos/o.x?c=/cpe/peis&ptid=401&func=profile&pid=213
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YMCA Education Centre's partnership with the University of Strathclyde Business 
School  

Over the past 5 years the nature of the Strathclyde MBA in Singapore has been changing and the 
Strathclyde Business School now has full 'triple international accreditation' – making it one of less 
than 1% of such Business Schools in the world. YMCA Education Centre is the new Strathclyde 
partner, responsible for promoting the Strathclyde MBA in Singapore, handling enquiries, 
providing information and receiving applications. To maintain high standards of consistency 
throughout the world, all admissions decisions are made by the University of Strathclyde. 

Strathclyde Business School provides teaching materials and sends Strathclyde faculty members 
to Singapore to run intensive seminars. All assessment is the responsibility of Strathclyde and 
successful participants will be awarded a University of Strathclyde Master of Business 
Administration. 

YMCA Education Centre provides local administrative services as well as holding counseling 
sessions, seminars and examinations. YMCA Education Centre is fully committed to continuing to 
grow the reputation of the Strathclyde MBA in Singapore 

The Strathclyde Business School in Singapore (SBS) 

The University of Strathclyde is an established name in the Singapore MBA market, and its 
alumni are present in all areas of Singapore business life, from government via business to 
politics. 

Strathclyde has had a presence in Singapore for more than 20 years. YMCA Education Centre, 
took over the university representation from Times Management Institute in 2009. It now offers its 
administrative support and facilities for teaching for both our local tutors and Strathclyde 
academics, and continues to work on building Strathclyde’s reputation in Singapore for quality 
education. 

We believe that we offer one of the best MBA learning experiences in the world. A bold 
statement, but one we believe we can qualify… 

Pioneers  
SBS is an educational pioneer – and the Strathclyde MBA has been continually evolving, 
improving and striving to reflect current practice since 1966. SBS is one of only 40 business 
schools in the world to hold international accreditation from the 3 industry hallmarks of excellence 
– AMBA, AACSB and EQUIS. 
 
Research and teaching excellence 
SBS has consistently demonstrated excellence in the quality of teaching, research and 
knowledge exchange, and its drive and motivation to continue to improve is boundless. The 
results of the most recent Research Assessment Exercise 2008 (RAE) affirmed the school as a 
leader for "world leading and internationally excellent" research, with SBS being rated top for 
research in Scotland – by a long way – and 7th equal in the UK. 
 
Internationally placed  
SBS operates a substantial international operation with 9 well-established offshore centres in 
Europe, the Gulf and SE Asia. It has a large international student base and alumni, offering 
students great potential to network both during and after their MBA studies. 
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Holistic approach 
While many traditional MBA programmes consist of a set of unlinked single discipline classes, 
SBS recognises that the job of a senior manager involves making decisions across a range of 
functions. The Strathclyde MBA has therefore adopted a holistic integrated approach to 
management education which aims to develop executive potential by giving a broad 
understanding of business and management and a depth of vision essential to tomorrow’s top 
managers and corporate leaders. 
 
Wide range of electives  
In addition, the breadth and expertise of our faculty means that we can offer more than 25 
elective subjects, ensuring that students have the best choice of specialist study areas. 
 
Experienced colleagues  
Unlike many other MBAs, SBS ensures that all of its course members are experienced business 
people. Therefore your colleagues will truly understand the dynamics of the work-place, and be 
able to contribute more readily to sessions. 
 
Small classes  
The class sizes are made up of no more than 65 –70 course members, allowing maximum 
interaction with peers and enhancing the quality of learning for all. 

MBA Programme Benefits and Outcomes 

The Strathclyde MBA qualification is aimed at talented, ambitious and well-qualified people with 
solid business experience. In particular it: 

 thoroughly prepares one for higher level, policy-forming positions  
 allows one to make a successful career move from one field or industry to another  
 allows a smooth progression from a technical specialism to general management  
 polishes the skills and enhances the abilities of people working for themselves or about to 

set up in business  

What are the prime benefits? 

Self-Development: 
 A broad understanding of business and management issues  
 Strategic orientation and the ability to successfully implement the strategies formulated  
 Development of management skills, techniques and competences  
 Self-awareness as a manager and leader  
 Increased confidence in all areas of business  

Career Development: 
 Enhanced promotion prospects  
 New career opportunities  
 Greater career security  
 Access to the extensive Strathclyde MBA alumni network  

What are the benefits for employers and sponsors? 

Improved corporate performance: 
 Greater understanding of corporate goals  
 More knowledgeable and successful management  
 Advanced communication through mutual understanding  
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 Greater awareness of external influences and recognition of the need for a quality 
customer focus and market orientation  

 Increased potential for the effective utilisation of valuable corporate, human and other 
resources  

Human Resource Development: 
 Greater ability to attract and retain high potential managers  
 Flexible approach to management education  
 Structured development of individual managers  
 Integral part of succession planning and development of tomorrow's leaders  

YMCA EDUCATION CENTRE LOCATION MAP 

 

View YMCA of Singapore, Singapore in a larger map 

 
YMCA Education Centre  
One Orchard Road, Level 2, Singapore 238824 
General Line: 6586 2222  
Web site: http://www.ymca.edu.sg/tertiary 
 

  

http://maps.google.com/maps/ms?ie=UTF8&hl=en&view=map&msa=0&msid=108258179443352229631.000474c73e68fad213c54&ll=1.297778,103.84846&spn=0.003754,0.00456&z=17&source=embed
http://www.ymca.edu.sg/tertiary
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COURSE ADMINISTRATIVE INFORMATION 

 

Semester Schedule – OCT  2013 Intake  

 Academic Year: 1 Oct – 30 Sep (following year) 

 Semester 1 - 1 Oct 13 – 31 Mar 2014 (Year 1) 

 Semester 2 - 1 Apr 14 – 30 Sep 2014 (Year 1) 

 Semester 3 - 1 Oct 14 – 31 Mar 2015 (Year 2) 

 Semester 4 - 1 Apr 15 – 30 Sep 2015 (Year 2) 

 Examination Period: March 2014, Aug 2014  

Semester Schedule – APRIL 2014 Intake 

 Academic Year: 1 Oct – 30 Sep (following year) 

 Semester 1 - 1 Apr 14 – 30 Sep 2014 (Year 1) 

 Semester 2 - 1 Oct 14 – 31 Mar 2015 (Year 1) 

 Semester 3 - 1 Apr 15 – 30 Sep 2015 (Year 2) 

 Semester 4 - 1 Oct 15 – 31 Mar 2016 (Year 2) 

 Examination Period: August 2014, March 2015  

 

Key  Dates 

Activity OCT 2013 SEMESTER APR 2014 SEMESTER 

Semester Period 1 Apr to 30 Sep 2013 1 Oct to 31 Mar 2013 

Intensive Seminars/Workshops Between 1 Oct to Feb 
2014 

Between 1 Apr to July 
2014  

Local Counselling Sessions As above As above 

Examination Registration Form Issue Date 18 Jan 2014 18 Jun 2014 

Examination Registration Form Submission 
Date 

18 Feb 2014 18 Jul 2014 

Installment Fee Payment Advisory for next 
semester 

30 June 2013 30 Jan 2015 

Examination Period  Mar 2014 Aug 2014 

Course Registration Form and Time-Table 
Schedule issue for next semester 

15 Feb 2014 15 Aug 2015 

Installment Fee Payment Period for next 
semester/Collection of course texts 
(subject to availability) 

24-30 Mar 2014 24-30 Sep 2015 

Examination Results Letter issue Date 1
st

 week Jul 2014 1
st

 week Nov 2015 

 

Time-table Schedule 

Before the commencement of each semester, students are emailed the time-table schedule with lecturer 
and local counsellor details for the upcoming semester with examination dates plus updates if there are 
changes. 

 

Submission of Course Work  
It is compulsory for all students to upload their final submission of all assignments to Turnitin through My 
Place for plagiarism detection. Students will be required to submit their assignments together with their 
print copy of the TurnitinUK Originality Report in person to YEC by the stipulated submission deadline, 
attached with the Individual or Team Course Submission Form. Students can obtain this form from the 
YEC Education reception counter at Level 2. 
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If students are only able to submit their assignment after our official operating hours, you can drop it into 
the “Assignment Drop Box” just beside the reception counter. 

 
Note: Request for extension of Submission Deadlines  
Any requests to extend submission deadlines need to be raised with the programme administrators for 
approval by the course co-ordinator before the due date. You must have a valid reason for making such a 
request and it is subject for review/ approval on a case-by-case basis.  
 

Quality Assurance Procedures 
To ensure that common standards for the Strathclyde MBA are being maintained across all delivery routes 
all assignments are second marked by University academic staff. It should be noted that marks may 
change during this process and therefore all marks given by local counselors are not final until they have 
been ratified by a Board of Examiners. 

 
Marking Scheme 
The following broad guidelines for allocation of marks have been adopted: 
 

75% or more Excellent 

65% - 74% Very good 

55% - 64% Good 

50% - 54% Just acceptable 

46% - 49% Poor 

45% or less Very poor 

 
Examination Period 
There are two examination diets per year: March and August.  
Students are required to register for the examinations by submitting the Examinations Registration Form 
via email, fax or mail to YEC by a stipulated period as advised by the administrator. 
 
IMPORTANT: Students are required to submit all the relevant assignments within the stated deadline in 
order to be eligible for the examinations. It is the student’s responsibility to ensure that the centre receives 
the Examination Registration Form. The University of Strathclyde will only prepare the exam papers for 
those students whose names appear on the candidate list. 

 
Mar 2014 Examination Schedule  

Date Subject Time 

 
Monday 17 March 

Financial & Management 
Accounting 

5.30 pm – 7.30 pm 
 

 
Tuesday 18 March 

Operations Management (Open Book) 5.30 pm – 8.30 pm 
 

 
Wednesday 19 March 

Marketing Management 5.30 pm – 7.30 pm 
 

 
Thursday 20 March 

Analytical Support for  
Decision Making  (open book) 

5.30 pm – 8.30 pm 
 

 
Tuesday 25 March 

Financial & Financial 
Management 

5.30 pm – 7.30 pm 
 

 
Wednesday 26 March 

Managing People in  
Organisations 

5.30 pm – 8.30 pm 
 

Aug 2014 Examination Schedule  

 
Date Subject Time 

Monday 4 August Financial & Management 
Accounting 

5.30 pm – 7.30 pm 
 

Tuesday 5 August Operations Management (Open Book) 5.30 pm – 8.30 pm 
 

Wednesday 6 August Marketing Management 5.30 pm – 7.30 pm 
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Thursday 7 August Analytical Support for  
Decision Making  (Open book) 

5.30 pm – 8.30 pm 
 

Monday 11 August Financial & Financial 
Management 

5.30 pm – 7.30 pm 
 

Tuesday 12 August Managing People in  
Organisations 

5.30 pm – 8.30 pm 
 

 
Open Book Exams: Please note that the use of Ipads and tablets is not permitted to be used during the 
open books exams on the MBA programme.  Only hard copy written material is allowed to be taken into 
the exam. 
 
Use of calculators: It is recommended that students have a basic scientific calculator for use in 
examinations as, although calculators may normally be taken into the examination venue, they must not be 
used to store text nor formulae nor be capable of communication. Invigilators may require calculators to be 
reset. Financial calculators are not permitted 
 

Assignment and or Examination Results 
All assignments are subject to moderation/second marking process. The official results are released only 
after verification by the Board of Examiners for both the assignments and the written examinations: 

 March examination – released in June 

 August examination – released in Nov 
Students will be notified by mail of their updated results and the follow-up action needed. 

 
Assignment/Exam Review Process and Result Appeals 
 
The second marking and Board of Examiners final review processes are explained below. 
  

• All assignment marks are sent for second marking.   As part of their duties, they are sent 
representative samples of assignments and examinations to review marking levels, and 
have the right to ask to see any assignment.  

• The second marking reports and examination marks are reviewed by the MBA 
Examinations Board. Alongside the Strathclyde subject coordinators who sit on the 
Examination Board, there are also a number of External Examiners appointed to the 
Board by the University Senate. 

• The external examiners are senior academics at other UK Universities and their 
responsibility is to ensure fairness and consistency of assessment across the programme, 
across all centres.  

• The decision of the External Examiner is final. 
  
Given that the University has a well- established and tested second marking and external 
examination process in place,  students cannot demand that their assignment/examination be 
remarked or appeal the mark.  
  
However, in the event a student fails a subject, he/she can request for a Result feedback 
within 4 weeks of receiving the result.  The feedback will give the student an opportunity to 
find out where marks have been lost and how these can be improved upon in the re-sit. 
  
Enrolment of Subjects for new semester 
Students are required to register for the number of subjects they intend to undertake four weeks before the 
commencement of a new semester (Apr or Oct). A Subject Enrolment Form will be sent via email. It is the 
student’s responsibility to ensure that the enrolment details are correct. Failure to do so may result in a 

delay in student receiving their course materials or the registration may be rejected. 
 
Course Fees 
The total course fee for the Strathclyde MBA Programme is S$35,000 (since Oct 2011).  Your course fees 
plus FPS insurance and Medical Insurance fees are to be paid in four equal amount installments as 
detailed in the Student Contract. Each installment payment is to be paid one week before the 
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commencement of a new semester – see below. A payment notification email message will be sent to 
remind students the payment deadline as per the Student Contract. All course fees are payable to YMCA 
Education Centre. 

 

Installment Payment Schedule for Oct 2013 and Apr 2014 Intakes 

Note: The course fee installment payment plan is tied to each semester. The schedule is as follows: 

OCT INTAKE 

 Installment #1 – due for payment by 1 Oct 2013 

 Installment #2 – due for payment from 25 Mar – 1 Apr 14 

 Installment #3 – due for payment from 24 Sep – 1 Oct 14 

 Installment #4 – due for payment from 25 Mar – 1 Apr 15 
APRIL INTAKE 

 Installment #1 – due for payment by 1 Apr 2014 

 Installment #2 – due for payment from 24 Sep – 1 Oct 14 

 Installment #3 – due for payment from 25 Mar – 1 Apr 15 

 Installment #4 – due for payment from 24 Sep – 1 Oct 15 

 
Tuition Grant 
The tuition grant is a form of early bird discount for each intake. The grant offered may vary for each intake 
and for different periods prior to course commencement. The grant is deducted during the 4

th
 installment. 

The grant amount must be approved by the Head of Tertiary or Education Department.  

 
Student ID Card 
Students who accept a place in the MBA offer with University of Strathclyde Business School are eligible 
for a Student ID card with their registration number. All students are reminded to bring along the Student 
Card when taking examinations. In order for SBS to generate the ID card, students must upload their photo 
(JPEG) to the Pegasus website where they applied for the programme. 

 
Transfer Policy and Procedures 
 
Transferring Between Centres and UK Programmes 
Due to the inherent flexibility of the programme it is possible for a member of one centre to transfer 
permanently from one centre to another or to one of the UK programmes. Transferring between centres or 
the UK programmes on a permanent basis, requires a change of registration and passing the 
administration from one centre to another and the transfer arrangements must be made via YEC  
Administrator and the Administrator at the University.  
 
There will usually be a fee implication involved in transferring, and YEC will advise of this. Prior to making 
the transfer you must agree to accept the fee implications. Transfer to the full time programme is 
dependent upon availability of places. 

 
See Appendix B for the Transfer Procedures 

 
International Programme Refund Policy 
(Course Fee / Refund/ Withdrawal Policy and Procedures) 
 

 Fee Protection Scheme (FPS) Insurance is compulsory (Non Refundable) 

 Medical Insurance (Non Refundable) - If you are protected by your own medical insurance 
coverage in Singapore, you can opt out from the medical insurance scheme.  

 

There is a cooling-off period of 7 working days for maximum refund. You can receive maximum refund 
stated below within 7 working days after signing the contract. 
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You have to write to YMCA Education Centre to cancel the Agreement (Contract) within the Cooling-off 
Period.  You may send such Notice of Cancellation by email or fax to the following contacts, or leave a 
copy with our administrative office. 

YEC Email Address: tertiary@ymca.edu.sg 
YEC Fax Number:     65-6586 2383 
YEC Administrative Office Address: 1 Orchard Road, Singapore 238824 

 
A student who withdraws from the programme within 6 weeks of the start date, which is either 1

st
 of April or 

1
st
 of October upon any semesters, may be entitled to a refund as stated below.  

% of Refund If Student’s written notice of withdrawal is received 

[95] 
(“Maximum Refund”) More than [1] days before the 

Course Commencement Date 

[95] 
Before, but not more than [1] days before the Course 

Commencement Date 

[87] 
After, but not more than [28] days after the Course 

Commencement Date 

[50] 

More than [28] days after the Course Commencement Date, 

but not more than [42] days after the Course 

Commencement Date 

[0] More than [42] days after the Course Commencement Date 

 
All refunds will be made payable to the party who made the payments in the first instance and within 7 
days after receiving the withdrawal notice. It should be noted that the University will pursue the non-
payment of any outstanding fees and will take any necessary steps to recover any unpaid debt. Full details 
are set out in the Standard Student Contract.  
 
Unsuccessful application: In the event SBS does not approve a student admission application on the 
grounds of failing to meet entry requirements, work experience or not providing the required information, 
the applicant will be notified and given the reasons for rejection. At this point as no course fee is collected, 
there is no refund involved. The application fee levied is non-refundable. 

 
Information on the mandatory ERF and EDUTRUST Schemes 
The Singapore Ministry of Education has introduced two schemes to regulate the operations of the private 
education industry. One of these is the Enhanced Registration Framework (ERF). The ERF as set out 
under the Private Education Act and the Private Education regulations has made it mandatory for all 
private education institutions (PEI) to be registered with the Council for Private Education (CPE) under the 
new regulatory regime. Established under the Private Education Act, the CPE is a statutory board 
empowered with the legislative power to regulate the private education sector.   

 
The second scheme is EduTrust. The EduTrust Certification Scheme aims to enhance the quality of the 
private education providers in Singapore in order to achieve a world-class education hub internationally 
renowned for its educational service qualities.  
 
Some of the criteria set out in the EduTrust Certification Scheme are mandatory for students of private 
educational institutions. They are as follows: 
 

A contract between YEC  and student is compulsory 
Students and YEC will have to sign a standard contract provided by the CPE.  
In line with the provisions, students are required to pay course fees directly to YEC.  
 
We describe below the new payment scheme as well as the Fee Protection Scheme that will ensure that 
the fees paid by students are protected. 

 

Fees are to be paid in EQUAL instalments for the duration of the course  
In line with this, the CPE is allowing us to adopt the following payment scheme: 
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-  The first 3 instalments will be of equal amounts (say, $X) 
-  If any grant is given, this will be reflected in the 4

th
 and final instalment (i.e. $X minus the tuition grant 

amount). 

 
Fee Protection Scheme (FPS) is required for ALL students  
Students will have their fees protected with an insurance scheme 
(http://www.cpe.gov.sg/cos/o.x?c=/cpe/pagetree&func=view&rid=259). This insurance must be purchased 
when students pay their fees, based on the amount that is paid. Students who have outstanding 
installments will need to pay an around 1% of the payment made for the fee protection scheme. The 
insurance company is one of the CPE-appointed service providers, LONPAC INSURANCE BHD 
(http://www.lonpac.com/) 

  
CPE-Approved Student Contract 
As required by the Council for Private Education, YMCA Education Centre will enter into a contract with 
students. The student contract lays out important terms and conditions governing the relationship between 
the students and YMCA Education Centre. To view a sample of the student contract, please click here. 
 
It is YMCA Education Centre’s standard operating procedure to enter into a Student Contract with students 
prior to confirmation of enrollment and this policy is communicated to the student through our various 
communication channels, including our website. 
 

Fee Protection Scheme 
YMCA Education Centre has in place the Fee Protection Scheme (FPS) to provide full protection to all 
fees* paid by all students as stipulated by the CPE. The FPS facility available is Insurance. *All fees refer 
to all monies that are paid by students to be enrolled in YMCA Education Centre courses except for course 
application fee and miscellaneous fees, if any. GST is not inclusive as part of fees to be protected. 
 
YMCA Education Centre has entered into a master insurance agreement between CPE and Lonpac 
Insurance Bhd. (the “Master Insurance Agreement”) for the purpose of insuring, among other things, the 
Student. This Master Insurance Agreement can be found here and sets out, among other things, the 
events under which students are indemnified for their Course fees paid to YMCA Education Centre. 
 

Medical Insurance 
YMCA Education Centre has also a Medical Insurance (MI) scheme for all of its students as required by 
CPE under the EduTrust certification scheme. This medical insurance scheme will minimally provide for an 
annual coverage limit of not less than S$20,000 per student, at least B2 ward in government and 
restructured hospitals and 24 hours coverage in Singapore and overseas (if student is involved in school-
related activities) throughout the course duration. 
 
Full-time Local/Permanent Resident or non-Student Pass International students who are protected by their 
own medical insurance in Singapore can opt out of the aforementioned medical insurance scheme. 
Evidence of the medical insurance must be produced prior to course admission. This Medical Insurance 
scheme is not mandatory for part-time students. 

About the Council for Private Education (CPE)  

Established under the Private Education Act, the Council for Private Education is a statutory board 
empowered with the legislative power to regulate the private education sector. In addition to its role as the 
sectoral regulator of private education institutions, the Council facilitates capability development efforts to 
uplift standards in the local private education industry. The Council is governed by a Board, helmed by Mr 
Lin Cheng Ton, Chief Executive Officer of Nanyang Polytechnic International, and comprises experienced 
individuals from the fields of education, quality assurance and business, as well as economic agencies 
involved in the promotion of the private education sector. Overseeing the day-to-day operations of the 
Council is the Chief Executive Officer, Mr Henry Heng. For more information, please refer to the Council for 
Private Education website at www.cpe.gov.sg 
 

STUDENT SUPPORT AND SERVICE QUALITY INFORMATION 

Service Quality Targets 

YMCA Education Centre is committed to: 

http://www.cpe.gov.sg/cos/o.x?c=/cpe/pagetree&func=view&rid=259
http://www.lonpac.com/
http://www.cpe.gov.sg/cos/o.x?c=/cpe/pagetree&func=view&rid=486
http://www.ymca.edu.sg/wp-content/uploads/2010/09/FPS%20Master%20Insurance%20Policy.pdf
http://www.cpe.gov.sg/
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 Responding to feedback within 2 working days 
 Resolving grievances /disputes within 21 working days. 
 Issuing examination results within 3 months from the final examination (Tertiary courses); 

14 working days from the last test date (School courses). 
 Processing refunds within 7 working days 

Feedback/Grievance Mechanism 

YMCA Education Centre values your feedback. Should you have any pressing issues, please contact us 

immediately, through the following channels: 

1. In Person: Face-to-face discussion 
2. By Phone: Mondays to Fridays from 9am to 7pm, Saturdays from 9am to 1pm. 
3. YMCA Admin Office (Closed on Sundays and Public Holidays). 
4. By E-mail 

We will investigate and act to resolve areas of concern. Our interim response is within 2 working days. 
Depending on the complexity of the case, our response time is within 21 working days. If YMCA Education 
Centre is unable to solve the complaint amicably, students can refer to CPE mediation channel. 

Please click here to download the dispute resolution process chart or refer to Page 22 – 
Appendix D. 

Pricing Policies 

 

Pricing Policy Relating To Promotions 
As a matter of pricing policy, YMCA Education Centre does not provide discounts and other form of 
promotional pricing apart from tuition grants. 
 
Payment Scheme 
Payment can be made on a modular basis or by instalments according to a predetermined plan. There is 
an application fee payable upon enrolment: S$75.00 for Singapore Citizens/SPR and S$105 for foreigners 
 
Payment Mode 
Payments by students may be made either in full for subjects offered on a modular basis or by installments 
via cheques, NETS, bank drafts, or credit cards. All payments have to be made out strictly in Singapore 
Dollars and made payable to “YMCA Education Centre”. 
 
Pricing Accuracy 
YMCA Education Centre is committed to the avoidance of over or undercharging. To ensure accuracy of 
charging, it is our policy to list clearly all programme fees including total amount payable and its breakdown. 
 
Issue of Payment Receipts 
Receipts issued to students for course fees payment shall contain the following information: 

 YEC name and address 
 Payment intention 
 Date of payment 
 FIN or Student Identification Number(NRIC or Passport) 
 Course Identification Number 
 Qualification awarding body Programme fees 
 Payment/ Installment Amount (Accumulated) 
 Amount outstanding 
 Name and signature of staff collecting the money and issuing the receipt 
 Receipt number 
 Additional charges and services rendered. 

Commitment on Confidentiality of Student Data 
YMCA Education Centre will safeguard, abiding to strict standards of security and confidentiality, any 
information our students share with us. We will limit the collection and use of student information to the 

http://www.ymca.edu.sg/wp-content/uploads/2011/07/Dispute-Resolution-Process-Flowchart-7-July-2011.pdf
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minimum we require to deliver superior service to our students, which includes advising our students about 
our academic services and other opportunities. Every effort shall be made to ensure that the integrity of the 
personal particulars and confidential information entrusted to us are not compromised unless required by 
law. We also undertake not to divulge students’ personal information to any unauthorized third party 
without the prior written consent of the Student. 
 

Communication of Course Promotional Materials 
YMCA Education Centre is committed to ensuring that our Programme brochures provide detailed and 
accurate information on the following: Terms of programmes –tuition fee and non-tuition fees, programmes 
availability, duration of programmes, programmes structure, programmes outcomes, pre-requisites and 
programmes requirements. Assurance of quality of programmes. Contact Details – Institution Address, 
Facsimile Numbers, Names of Contact Persons, Telephone Numbers, Email Addresses Payment Details. 
Programme Brochures and Programme Fee Lists are also easily accessible to students before they sign-
up. 
 

Education Support Services 
YMCA Education Centre is committed to providing advice on courses and post-graduation opportunities. 

 
Classrooms and Facilities 

 As per recommended guidelines, YEC tutorial classes maintain a student to teacher ratio of 30:1 

 There are 2 function rooms which can accommodate up to 80 students for intensive seminars and 
lectures classroom-style or in cluster-group settings 

 6 classrooms with capacities ranging from 20 to 40 students class-room style 

 All are equipped with full AV facilities to support the learning process.  

 Assignment drop-in facility for the benefit of students who cannot submit work during office hours. 

 Room booking service: Students are allowed to book classrooms for their private discussions 
during weekdays and weekends. Requests must be submitted at least 2 days in advance by email 
to the course administrator. 

 A resource room where students can come together to access course materials, reference books, 
past MBA project materials as well as hold group discussions. 

 Course administration office: Provides a full suite of student support services on level 2. 

 Y café:  Offers a variety of local and western food and drinks to cater to the needs of the students 
at reasonable prices. It is open from 7.00am to 10.00pm daily. 

 Roof-Top Swimming Pool: Located above the 9
th
 floor, the fully renovated swimming pool is open 

to all students. 

 Gymnasium: A well-equipped gym, from treadmills to exercise bicycles to an assortment of 
weights. The gym instructor, Simon Chua, is an Asian Games gold medallist in body-building, will 
be on hand to give students useful tips and friendly advice to maximise their workout. 

All facilities come with wireless internet connectivity at all times.   

Correspondence with YEC staff 
YEC is the local centre for the Strathclyde MBA Programme in Singapore. Therefore, all 
correspondence between student and University of Strathclyde will be through YEC . 
Please quote your full name, student ID number, intake year/name and leave your contact details 
when corresponding with us. 

 
It is important to notify YEC immediately of any changes in your personal particulars so that you 
can be reached in a case of an emergency. 
 
The Administrative Office: 
YMCA Education Centre  
One Orchard Road, Level 2, Singapore 238824 
General Line: 6586 2222  
Web site: http://www.ymca.edu.sg 
 
Operating Hours: 
9.00am – 7.00pm (Mondays to Fridays); 9.00am – 1.00pm (Saturdays) 
Sundays & Public Holidays (Closed) 
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Contacts of YEC Staff:  

Mr A Meyappan    
Tel: 65862379 
meyappan@ymca.edu.sg 
Mr Alex Chiew   
Tel: 65862380; Fax: 6586 2383 
alexchiew@ymca.edu.sg 

 
  

mailto:Meyappan@ymca.edu.sg
mailto:alexchiew@ymca.edu.sg
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COURSE ACADEMIC INFORMATION 
 
IMPORTANT NOTE: Attendance at classes 

 

Students should only be attending a class for a second time where they have a legitimate reason to do so. Going forward 

any student attending a class for a 3rd time will be charged the equivalent of £100. 

 

Students should be encouraged to sit exams at the next diet after attending the class or the one after that. They should not 

be sitting exams 18 months after attending classes once all strategy and elective classes are complete. 

 

Before attending SAE or Making Strategy, student must have completed at least 60 credits – at a minimum this would 

mean the Reflective Practitioner module and 4 subjects from the Making the Business work module - including having 

taken the exam. NO Student would be allowed to attend SAE or MS without having taken the majority of the Making the 

Business work module. In order to contribute to MS and SAE, students must have attained knowledge from the Making the 

Business work module.  

 

Electives: Students must have completed a minimum of 60 credits to attend electives however ideally we would like the 

strategy classes completed too. We understand this is a challenge for those enrolling in April intakes. Knowledge in all 

areas is essential in order to contribute to elective assignment as it is not fair on other students having to carry students 

through assignments because they have not attended the class most appropriate to the elective. Both lecturers and 

students have complained about this. 

 

 
Course No:   ETM1A (SBS) 
 
Course Name:    UNIVERSITY OF STRATHCLYDE Business School 

MASTER OF BUSINESS ADMINISTRATION (External Degree 
Programme – Part Time) 

 
 
THE STRUCTURE OF MBA 
There are 3 levels of student registration. These are: 
 
Associate (Credit loading agreed on entry) 
 
Associate students are individuals who after having gone through a formal application process are 
undertaking a limited number of core MBA classes. These classes can only be taken from the core 
subjects undertaken in Semester 1 or 2. Associate registered students will attend local counselling 
sessions, intensive seminars and undertake course assessments in a similar manner to both Diploma 
and MBA registered students. They may apply for either Diploma or MBA registration on successful 
completion of the core classes they have been assigned. Those individuals who do not progress towards 
completion of the Diploma or MBA will be awarded either certificates of attendance or certificate of 
competence (classes completed successfully). 
 
Diploma (120 Credits) 
 
Diploma entered students have not met the full entry requirements of the MBA programme but have 
achieved a level of entry that allows them to complete the first 120 credits of the full MBA programme. 
When the assigned classes have been successfully completed they will have completed the entry 
requirement of the 180 credit MBA programme and can progress their studies towards completion of the 
full MBA. Progression is automatic once the 120 credits have been completed. Individuals who do not 
wish to progress to the full MBA programme may graduate with an award of Diploma, which includes all 
modules as the MBA except the Electives and the final project. 
 
MBA (180 Credits) 
 
An MBA registered student has met the full entry requirements entailed in the application process and 
has undertaken a course of study which will require successful completion of all modules which amounts 
to 180 credits of work.  
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GENERAL DESCRIPTION 
 
The MBA programme aims to give a broad understanding of management issues at a senior level along 
with appropriate skills and techniques but, at the same time, the programme allows a degree of 
specialisation if required. While many traditional MBA programmes consist of a set of unlinked single 
discipline classes, we recognise that the job of a senior manager involves making decisions across a 
wide range of functions. The Strathclyde MBA therefore offers you a holistic, integrated approach to 
management. 
 
Our purpose is to provide you with a high quality learning experience, through working with experienced 
academics and student colleagues and through the use of high quality learning materials which reflect 
scholarly research. In terms of output, the focus is on enabling you to develop as a manager so that you 
can add value to your organisation in any situation and in a timely manner. It is intended that the MBA 
should include collaborative learning in which work experience, knowledge, understanding and applicable 
skills are shared, worked with and reflected on. 
 
The Strathclyde MBA draws on a number of specialist areas, but the purpose is not to train specialists. 
Rather, the purpose is to enable you to develop as an excellent generalist, who knows what you need to 
know of diverse areas of management and who can integrate your knowledge. The MBA seeks to help 
you develop ways of grappling with opportunities and problems in the practice of management through 
developing as a reflective, open-thinking, adaptive learner. This will be facilitated through enhanced 
understanding of the interplay of theory and practice in management. 
 
The structure and content of the MBA reflect these aims. The first module, ‘The Reflective Practitioner’, 
explores concepts and skills of management and learning which will be applied and developed 
throughout the course, and your career. The second module ‘Making the Business Work’ enables you 
to explore the languages, concepts, skills and application of specialist areas from the perspective of the 
general manager. The third module, ‘Strategic Management for Sustainable Success’, develops your 
ability to work as a manager in modern, complex organisations through using and integrating a wide 
range of techniques and theories pertinent both to day-to-day management and strategic change. The 
fourth module, ‘Personal Development’, enables you to choose where to develop further, either 
continuing a generalist approach, or seeking to understand a particular subject in greater depth. This 
includes, ‘the MBA Project’, which enables you to explore in depth a managerial, organisational or 
environmental issue, and through so doing, to put into practice relevant knowledge and skills, and to 
reflect on learning outcomes. 
 
The MBA has been designed to be delivered internationally on a part-time basis. The programme has 
been specifically designed to provide you with a stimulating and challenging learning experience which 
normally takes between two and five years to complete. Most participants finish the instructional parts of 
the programme in two to three years. While we will do our utmost to help you, clearly your progress and 
the value you gain from the course will depend on the time and effort you are able to give to the 
programme. Some students have indicated that the programme requires you to spend 15 to 20 hours per 
week on the course activities. However, the flexibility of the programme means that you are able to plan 
your studies in conjunction with your personal and work commitments. 
 
The MBA Programme consists of a number of learning components including extensive course materials, 
written by Strathclyde academics and supported by textbooks where appropriate. University of 
Strathclyde faculty staff supported by local counselling staff will provide more than two hundred hours of 
teaching and workshops at the local learning centres. This means the programme that is delivered to the 
full time students will be delivered in the international learning centres on a part time basis. In addition to 
the face-to- face seminars by Strathclyde academics, the programme is supported by counseling 
sessions which are conducted in the local learning centres by University approved counsellors. Although 
attendance at the local counselling sessions and most of the intensive seminars provided by visiting 
Strathclyde faculty is voluntary, it is compulsory that you attend a number of local workshops.  
 
The programme is identical to that of the UK programme and this leads to the award of the Strathclyde 
MBA degree. 
 
We hope that this MBA programme will not only give you a stimulating and challenging experience, but 
that it will also enhance your career prospects and as a result, that you will view the MBA as an 
investment towards your future career.  
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ENTRY REQUIREMENTS 
 
The selection process is designed to identify talented professionals from a wide range of academic, 
business and cultural backgrounds who might gain from, and contribute to our learning community.  
 
Qualification and Experience 
 

Standard Entry:  

 Obtain a Bachelor degree in any discipline. Professional qualification will also be considered.  

 Be at least 24 years of age.  

 Obtain a minimum of 3 years full time working experience where the management of people and 
resources has played a role.  

 
Diploma Entry 

 Have a non-degree or professional qualifications with at least 8 years of full time working 
experience. 

 
 
Interpersonal and Team-working Qualities 
 

 Applicants have to submit 3 essay questions as stated in the Online Application in order to assess 
the knowledge, skills and working experiences.  

 Applicants are requested to furnish 2 reference letters to support their working experiences and 
academic record.  

 
Interview  
 

 There will be a formal interview arrangement to discuss the achievements and aspirations, either 
through phone or face to face with the Strathclyde Business School International Division staff.  

 
 

NATURE AND DURATION OF PROGRAMME 
 
The programme semesters are delivered in blocks of six months with examinations at the end of each. 
Within each semester a group of subjects will be offered at your centre. The semester starts on October 
1

st
 and in April 1

st
 each year.  

 
It is important you recognise that the programmes shown are intended as illustrative in order to indicate 
the minimum time that is required to complete the MBA degree programme. Many participants find that 
they require more time due to personal and professional commitments. The flexibility within the 
Strathclyde MBA programme allows participants to study at their own pace and this ensures that they 
gain the maximum benefit from each part of the MBA course. 
 
The programme is delivered by means of open learning materials, textbooks issued by the Local Centres 
with tutorials and seminars conducted by Local Counsellors and/or Strathclyde University staff. In each 
subject, you will be expected to complete assignments which are usually included in the final assessment 
and there are examinations in all subjects marked with (E) on the programme schedule. 
 
COMPLETION PERIOD 
 
The MBA programme is designed to be completed in 2 years of part-time study. 
However, a student may take up to 6 years to complete the programme: 5 years for the course work and 
1 year for the dissertation/project. An extension beyond 6 years may be granted under very exceptional 
circumstances. 
 

SUMMARY 
 

The overall process of the Strathclyde MBA is summarised as follows: 
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You begin with the skills and learning processes vital to the reflective practitioner. Then you 
explore the contribution of specialist areas to management and organisations. Followed by 
developing an understanding of techniques and theories of management and strategy, and 
integrating the diverse areas of theory and practice. Subsequently, you choose your path 
towards further development. Finally, you launch your post-MBA career as an on-going learner 
– fully able to understand, implement and manage different forms of thinking and practice. 
 
 
MODULE AND CREDIT STRUCTURE 

 
The programme is credit-based and is made up of 4 modules, comprising one or more study units. In 
order to complete the Strathclyde MBA you must accumulate 180 credits. 
 

Module 1: The Reflective Practitioner - 20 credits 
The Learning Manager/Business Simulation  6 credits 
Governance     7 credits 
Entrepreneurial Management and Leadership 7 credits 
 
Module 2: Making the Business Work - 60 credits 
Financial & Management Accounting   10 credits 
Finance & Financial Management    10 credits 
Operations Management     10 credits 
Managing People in Organizations    10 credits 
Marketing Management     10 credits 
Analytical Support for Decision Making   10 credits 
 
Module 3: Strategic Management for Sustainable Success - 30 credits 
Exploring the International Business Environment 10 credits 
Strategy Analysis & Evaluation    10 credits 
Making Strategy      10 credits 
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Module 4: Personal Development - 70 credits 
Strategic Consulting in Practice    10 credits 
2 Elective courses      20 credits 
Project (inc. Project Methodology)    40 credits 

 
Notes: 
Course members may select to do an individual project or a group project (see Project Guidelines 
published on the intranet for more details). 
It has been normal practice for most students to wait until they have completed instructional classes 
before commencing their project. Starting the project in Semester 3 or 4 will allow you devote most of 
your time to the Project itself. Students having been given the decision of “Proceed to Project” by the 
Board of Examiners on will have one year from the date of this decision to complete their Project. 
 

Programme Schedule 
The programme semesters are delivered in blocks of six months with examinations at the end of each 
semester. This pattern is illustrated on this page. Within each semester a group of subjects will be offered 
at our centre. The semester starts in October and in April each year. It is important you recognise that the 
programmes shown are intended as illustrative in order to indicate the minimum time that is required to 
complete the MBA degree programme. Many participants find that they require more time due to 
personal and professional commitments. The flexibility within the Strathclyde MBA programme allows 
participants to study at their own pace and this in turn ensures that they gain maximum benefit from each 
part of the MBA course. 
 
The programme is delivered by means of open learning materials, textbooks issued by the Local Centres 
with tutorials and seminars conducted by Local Counsellors and/or Strathclyde University staff. In each 
subject, you will be expected to complete assignments which are usually included in the final assessment 
and there are examinations in all subjects marked with (E) on the programme schedule. The dates of 
intensive seminars will be issued by the Local Centre Co-ordinator. 
 
Students who commence the MBA programme in October will proceed through the programme in 
the following manner: 

PROGRAMME A – OCTOBER INTAKE 

 
SEMESTER 1 - OCT 
Marketing Management (E)  
Financial & Management Accounting (E)  
Finance & Financial Management (E)  
Exploring the International Business 
Environment 

 
SEMESTER 2 - APR  
Operations Management (E) 
Analytical Support for Decision Making (E) 
Managing People in Organizations (E) 
Governance 
Programme Seminar 

SEMESTER 3 - OCT 
Strategy Analysis & Evaluation 
Making Strategy 
Strategic Consulting in Practice 
Entrepreneurial Management and Leadership 

 
 
SEMESTER 4- APR  
Project Methodology 
Elective subject 1 
Elective subject 2 
The Project 

The Learning Manager 

 
Students who commence the MBA programme in April will proceed through the programme in the 
following manner: 

PROGRAMME B – APRIL INTAKE 
 
SEMESTER 1 - APR  
Operations Management (E) 
Analytical Support for Decision Making (E) 
Managing People in Organizations (E) 
Governance 
Programme Seminar 

The Learning Manager 

 
SEMESTER 2 - OCT  
Marketing Management (E)  
Financial & Management Accounting (E)  
Finance & Financial Management (E)  
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Exploring The International Bus Environment 

SEMESTER 3 - APR  
Project Methodology 
Elective subject 1 
Elective subject 2 
The Project 

 

 
SEMESTER 4- OCT  
Entrepreneurial Management and Leadership 
Strategy Analysis & Evaluation 
Making Strategy 
Strategic Consulting in Practice 

 
 
 

Programme Credits and Assessment Overview:  Programme  A - Oct Intake 
 
1st Semester (October 2013 – March 2014) 
 

Module Subjects Credits Assessment Element 

The Reflective 
Practitioner 
 
 

The Learning Manager **(TLM) 
Programme Seminar ** (PS) 
 

6 
 
 

Workshop - Pass/Fail 
Workshop - Pass/Fail 
 

Making the Business 
Work 

Financial & Management Accounting 
(FMA) 
Finance & Financial Management (FFM) 
Operations Management (MM) 

10 
 

10 
10 

50% cw + 50% exam 
 
50% cw + 50% exam 
50% cw + 50% exam 

Strategic 
Management for 
Sustainable Success 

Exploring the International Business 
Environment (EIBE) 

10 100% cw 

 
 
2

nd
 Semester (March 2014- September 2014) 

 

Module Subjects Credits Assessment Element 

The Reflective 
Practitioner 

Comparative Corporate Governance 
(CCG) 

7 100% cw 

Making the Business 
Work 

Marketing Management (MM) 
Managing People in Organisations (MPIO) 
Analytical Support for Decision Making 
(ASDM) 

10 
10 
10 

50% cw + 50% exam 
50% cw + 50% exam 
60% cw + 40% exam 

 
3

rd
 Semester (October 2014 – September 2015) 

 

Module Subjects Credits Assessment Element 

Personal 
Development 

Elective 1
#
 

Elective 2
#
 

The Project (inc. Project Methodology) 
Project Methodology ** 

10 
10 
40 

100% cw 
100% cw 
100% cw 
Workshop - Pass/Fail 

 
4

th
 Semester (October 2015 – March 2016) 

 

Module Subjects Credits Assessment Element 

Strategic 
Management for 
Sustainable Success 

Strategy, Analysis & Evaluation (SAE) 
 
Making Strategy (MS) 

10 
 

10 

100% cw 
 
100% cw 

The Reflective 
Practitioner 

Entrepreneurial Management and 
Leadership 

7 100% cw 
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Personal 
Development 

Strategic Consulting in Practice ** 
 

10 100% cw 
 

 

 ** Compulsory Workshop 

 cw = Coursework 

 
#
 You must have completed a minimum of 60 credits of the subjects offered in Semester 1 & 2 before 

making your elective choices. 

 To pass a class where there is an exam, you are required to achieve an exam mark of 40% and above. 
 
 
 
 
 

Programme Credits and Assessment Overview - APRIL Intake 
 
1st Semester (April 2014 – September 2014) 
 

Module Subjects Credits Assessment Element 

The Reflective 
Practitioner 

The Learning Manager ** 
Programme Seminar ** 

6 Workshop - Pass/Fail 
Workshop - Pass/Fail 

The Reflective 
Practitioner 

Comparative Corporate Governance 7 100% cw 

Making the Business 
Work 

Operations Management (OM) 
Managing People in Organisations (MPIO) 
Analytical Support for Decision Making 

10 
10 
10 

50% cw + 50% exam 
50% cw + 50% exam 
60% cw + 40% exam 

 
2

nd
 Semester (October 2014 – March 2015) 

 

Module Subjects Credits Assessment Element 

Making the Business 
Work 

Financial & Management Accounting 
(FMA) 
Finance & Financial Management (FFM) 
Marketing Management (MM) 

10 
 

10 
10 

50% cw + 50% exam 
 
50% cw + 50% exam 
50% cw + 50% exam 

Strategic 
Management for 
Sustainable Success 

Exploring the International Business 
Environment (EIBE) 

10 100% cw 

 
 
3

rd
 Semester (April 2015 – September 2015) 

 

Module Subjects Credits Assessment Element 

Personal 
Development 

Elective 1
#
 

Elective 2
#
 

The Project (inc. Project Methodology) 
Project Methodology ** 

10 
10 
40 

100% cw 
100% cw 
100% cw 
Workshop - Pass/Fail 

 
4

th
 Semester (October 2015 – March 2016) 

 

Module Subjects Credits Assessment Element 

Strategic 
Management for 
Sustainable Success 

Strategy, Analysis & Evaluation (SAE) 
 
Making Strategy 

10 
 

10 

100% cw 
 
100% cw 

The Reflective 
Practitioner 

Entrepreneurial Management and 
Leadership 

7 100% cw 
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Personal 
Development 

Strategic Consulting in Practice ** 
 

10 100% cw 
 

 

 ** Compulsory Workshop 

 cw = Coursework 

 
#
 You must have completed a minimum of 60 credits of the subjects offered in Semester 1 & 2 before 

making your elective choices. 

 To pass a class where there is an exam, you are required to achieve an exam mark of 40% and above. 

 
The Four Compulsory Workshops 

 The Programme Seminar(Induction ½ day; Business Game 1 ½ days): Sat and Sum (10am to 5pm)  

 The Learning Manager (2.5 days): Friday (7.00-10.00pm), Sat and Sun (9am to 6pm) 

 Strategic Consulting in Practice (2.5 days): Friday (1.00-8.00pm), Sat and Sun Sat and Sun (9am to 6pm) 

 Project Methodology (1/2 day) (6.00pm to 10.00pm) 
 
These are taught by visiting Strathclyde academics, except The Learning Manager – taught by a trainer from 
Capelle Consulting in Singapore appointed by Strathclyde.  
Workshop attendance is Compulsory.  Assessment is by a combination of attendance, participation and 
peer assessment. 

Plagiarism and Collusion 

Plagiarism: offence of attributing someone else’s work to your own name.  

Plagiarism usually involves copying large sections, or complete papers, from published sources and 

submitting them as part, or all, of a piece of coursework without acknowledging the source.  

Collusion: offence of submitting work as your own when it has been done jointly with another person(s).  

While you are encouraged to work jointly with other course members to explore ideas or resolve difficulties in 

understanding, coursework that you submit under your own name must be your own.  

The University regards these offences as extremely serious and penalties range from a fail in the unit 

concerned, to a ruling that the offender be disbarred from the University. A degree awarded may be withdrawn 

if plagiarism or collusion are subsequently discovered as there is no ‘statute of limitations’ on these offences 

Watch the webcast by Dr George Burt on the Intranet – My Place 

 

STUDY RESOURCES 

Students are provided with all the course materials and access to resources required for their course of study. 
These include: 

■  COURSE TEXTS 

Texts are provided for the core modules and are often customised to meet the requirements of a module. 
Texts are not provided for electives unless specified. However, in order to excel in assignments and 
examinations, students need more resources and these are provided as listed below.  

■ SBS INTRANET (MY PLACE) AND ONLINE RESOURCES 

In addition to the course materials provided, all students will be issued with a user ID and password to access 
the SBS Intranet known as “My Place” which contains a wealth of information and library resources. The site 
address is:  http://www.intranet.sbs.strath.ac.uk/ 

An extensive range of useful information and resources are presented on ‘My Place’ including: 

Course Information 

MBA Handbook 

Course outlines, readings, slides 

The Reflective Practitioner (Year 1) 
 The Learning Manager  

http://www.intranet.sbs.strath.ac.uk/
http://classes.myplace.strath.ac.uk/course/view.php?id=10680
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This course is designed to offer you an opportunity to raise your self-awareness and open the gateway for you 
to life–long learning about yourself in the role of a manager. The course is about you and how you think, feel 
and behave, both as an individual and in the group environment. It is our strong belief that individual self-
awareness and effective group working are inextricably linked. 
 
As this course revolves around 'the self' you will only get out of it what you put in. Only you really know 
yourself. It is not our intention to tell you how to be, or to prescribe - rather to offer you tools, techniques and 
opportunities to be a learning manager. 
 

 Comparative Corporate Governance This course conceives managers as being the custodians of 
organizational governance. It explores the nature of organizational governance; the role of directors; and the 
perspectives of key stakeholders as agents of control and change. An international and comparative approach 
is taken, reflecting on the roles of international and regional organizations as well as on governance systems 
in Europe, North America and Asia-Pacific. 

 

 Entrepreneurial Management and Leadership – offered for study in Year 2  
In order to remain competitive in rapidly changing market-places, established companies need to be 
adaptable, creative, innovative and opportunistic – in other words, they need to be entrepreneurial. Middle 
managers play a critical role in enhancing and sustaining the entrepreneurial capability of established 
organizations.  The class is designed with the intention a) to raise the self-awareness of MBA students by 
refflecting on the entrepreneurial skills and practices middle managers need to possess to  manage and 
lead organisations in competitive and rapidly changing environments, and  b) to open the gateway of 
lifelong learning for them in continuously assessing their self-efficacy and role as potential corporate 
entrepreneurs.  

 
Making the Business Work (Year 1) 

 
Financial & Management Accounting  
The unit is designed to provide an understanding of accounting that is essential for any manager and to 
develop the ability to use accounting information, especially for decision taking purposes. The focus will be on 
understanding the nature and limitations of the information provided in the financial reports and to ensure that 
managers appreciate the significance of the financial implications of any decisions or policy initiation being 
proposed. 
 
No previous knowledge of the subject matter is assumed and the emphasis will be on the needs of managers 
who are not specialists in accounting and finance. However, the class will also provide the basis required to 
undertake the more specialised optional classes in accounting. 

 
Finance & Financial Management  
The primary aims of the Finance and Financial Management class are to develop an understanding of the 
principles of finance and financial decision taking, the nature of financial markets and institutions, and 
corporate financial theory. The principles of financial decision taking will consider applications covering 
personal finance, the public and private sectors. The analysis of financial markets and institutions will provide 
a general introduction to the financial environment. The primary focus of the class will be on corporate 
financial theory and this will address two basic questions. How should a company evaluate proposals to invest 
in additional assets (the investment decision)? And secondly, how should funds be raised to finance the 
purchase these assets (the financing decision)?  

Operations Management  

Every organisation has an operational engine that drives the business. This may be a production line, a design 
facility or a call centre. Regardless of the business that you are in there will be an operational hub where the 
processes are carried out that create the products and services that your organisation provides to the 
customer. 
The aim of this class is to introduce the methods and techniques used in the practice of Operations 
Management and to help you to understand how to manage these. It will begin by defining the organisation as 
a conversion process. It then goes on to explore how firms set-up their operations and make them coherent 
with their overall corporate strategy. Key aspects of design, planning and control of operations systems will be 
addressed and an understanding of the operations function in a global context will be provided. The theme of 
this class is to provide a theoretical framework for thinking about operations in both manufacturing and service 
contexts and to describe some practical applications of operations management. 

 
Managing People in Organisations  

http://classes.myplace.strath.ac.uk/course/view.php?id=10681
http://classes.myplace.strath.ac.uk/course/view.php?id=17468
http://classes.myplace.strath.ac.uk/course/view.php?id=10684
http://classes.myplace.strath.ac.uk/course/view.php?id=11370
http://classes.myplace.strath.ac.uk/course/view.php?id=11369
http://classes.myplace.strath.ac.uk/course/view.php?id=10683
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The module is based around the central theme of change. Today almost every organisation, every manager 
and every employee, irrespective of which sector you work, irrespective of where you work, is confronting 
change and a change in business context – and this has major implications for the way organisations are put 

together, for the employment relationship and for employment policies. 
 

Marketing Management  

Marketing Management introduces major marketing concepts and techniques and the marketing 
planning process. This includes exploration of what marketing is, understanding of marketing 
orientation and buyer behaviour. The development of an appropriate marketing strategy for an 
organisation will be emphasised to enable the manager to make important marketing decisions. The 
changing role of marketing, within and between organisations, will be studied incorporating 
information technology, new organisational structures and different forms of market relationships. 
 
Skills Outcomes 
On completion of the marketing management course, students should be able to: 
 Conduct a market situation analysis for an organisation 
 Apply marketing concepts to real business problems. 
 Present and defend a marketing plan. 
 
Analytical Support for Decision Making  
As a manager, you must learn be able to extract useful management information from data and to think 
analytically about decision situations where there is uncertainty or incomplete information. This class will help 
you understand a variety of means in which data may be processed in order to make usable decision-making 
information. As well as demonstrating how analytical methods can serve to provide management information, 
this class will provide you with tools for analysing and improving the decision process. You should develop a 
rounded view of both the usefulness and limitations of selected techniques and approaches. 
 
This class supports other elements of the MBA programme in providing a sound understanding of the 
principles, together with skills in the practice of the collection, interpretation and analysis of qualitative and 
quantitative data to inform decision making. It pays particular attention to the understanding and modelling of 
variability, uncertainty and risk and of multiple, conflicting priorities. 

Year 2 
Strategic Management for Sustainable Success (SMSS) 

 
Exploring the International Business Environment  

E.I.B.E. aims to help students understand and become comfortable with the inherent ambiguity and 
uncertainty in the contextual (or macro) environment where the irreducible uncertainties lie and 
which impacts all organisations but which they essentially have no control over; this is distinct from 
the stakeholder or internal environments of organisations over which they have varying degrees of 
control. The focus in the class is on the examination of an amalgam of contextual ‘driving forces’, the 
large-scale fundamental forces in the environment and their causal and inter-relatedness that bring 
about change in the patterns and trends that we identify as underpinning observable events in the 
world. 
 

Strategy Analysis & Evaluation  
SAE introduces students to an array of strategic frameworks and models used to critically analyse 
organisations and the competitive threats and opportunities arising from their contextual and transactional 
environments, 
which combine to influence business level strategy. The class will provide students with tools and processes to 
develop and evaluate a variety of business strategies, policies and strategic options, relating these to the 
concept of the organisational ‘Business Idea’ as the key to strategic adaptation and SUSTAINABLE 
COMPETITIVE ADVANTAGE. 

 
Making Strategy  
The class aims to develop students’ ability to make strategies for their own department, operating unit, SBU, in 
contrast to servicing a Chief Executive. It seeks to introduce in theory and practice the principles of negotiating 
strategy in a small management team.  

http://classes.myplace.strath.ac.uk/course/view.php?id=11368
http://classes.myplace.strath.ac.uk/course/view.php?id=10685
http://classes.myplace.strath.ac.uk/course/view.php?id=10686
http://classes.myplace.strath.ac.uk/course/view.php?id=10687
http://classes.myplace.strath.ac.uk/course/view.php?id=13490
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Learning outcomes 
 
1.   Subject-specific knowledge and skills including: 

 The ability to facilitate negotiation across competing views about the strategic future of the 
organization, and in particular manage different perspectives and organization politics;  

 The ability to understand and develop action plans with respect to the systemic pattern of strategic 
issues facing the organization;  

 The ability to detect emergent strategizing and so emergent goals;  

 The ability to determine the strategic focus of an organization through an in-depth and facilitated 
analysis of distinctiveness as patterns of competences, and so;  

 The ability to understand and apply the concepts of business model, distinctive competences, and 
core competences;  

 The ability to apply causal mapping and feedback loops to explain the basis of the business model 
and develop strategic priorities. 

2.   Cognitive abilities and non-subject specific skills including: 

 The ability to identify, understand and apply a wide range of management theories as conceptual 
handles to enhance practice;  

 The ability to understand the language of strategy and strategic management that is rooted in strategy 
making as a social process.  

Personal Development  

 
Strategic Consulting in Practice (SCiP) 
This course builds on the other strategy classes EIBE, SAE, Making Strategy and the Reflective Practitioner 
class. It provides opportunities to further experience and apply strategy tools to real organizational issues. To 
appreciate how different tools and techniques can be integrated so as to build up a more coherent and robust 
set of options recommendations. To also learn to manage the uncertainties and ambiguities that exist when 
applying strategy tools and techniques. 

 

The Project (inc. Project Methodology)  

The MBA project is intended to provide you with an opportunity to explore at length some aspects of theory or 
methods, knowledge or skills introduced in the earlier stages of the course. The primary aim is to enhance 
your own learning in an area of your own choice. Creativity is encouraged and, within reason, you are allowed 
the flexibility to design the project in the way you wish. Ultimately your choice will be based on the 
requirements of the topic, your individual preferences and those of your supervisor. Whatever 'type' you 
chose, the central aim is to enhance your own learning and your project report should reflect this. 
The quality of your project will be judged both on process and output, and these notes seek to provide 
guidance in both areas. 

Information on Electives:   

Two of these must be completed in Year 2. SBS issues information on electives as follows: 

 Face-to-Face Electives at all centres: In Nov or Dec students receive details for the electives they 
 can sign-up in the current academic year (Oct – Sep). Availability is on a first-come-first-served basis. 
 If there are less than 15 signed-up, the elective will not run.  

 Summer Electives at Glasgow: In Jan/Feb students receive details for the electives they can sign-
 up in the current academic year in Glasgow in June. Availability is on a first-come-first-served basis  

 Open-Learning Electives at Glasgow: In Jan/Feb students receive details for the electives they can 
 sign-up in the current academic year by self-study with a tutor to guide.  

The relevant details can be found under Electives in My Place: 
http://classes.myplace.strath.ac.uk/course/view.php?id=13459  

http://classes.myplace.strath.ac.uk/course/view.php?id=10689
http://classes.myplace.strath.ac.uk/course/view.php?id=10690
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Business Information Service - (BIS) 
The aim of the BIS site is to provide students with information, support and advice as they progress through 
the programme. Within these pages, students will find access to: 

 Full text of journal articles 
 Links to high quality web sites 
 Information on companies 
 Newspapers from around the world 
 Pricing history for stocks & market indices 
 Access to a variety of electronic resources 
 Detailed analyst reports on companies & industries 
 Assistance with searching databases 
 Library Catalogues and databases 

 
Learning Support  
This section contains advice that will be useful to you during all parts of the programme and includes topics 

such as assignment writing and reading skills. Please make full use of the resources provided for your 
studies. 
 
IT Resources 
Course Software (Decision Explorer, VISA) 
Financial & Management Accounting 
Anti-virus (McAfee), Readers & Converters 
 
Careers Portal 
Resume help from Careers Service 
 
Webcast 
Plagiarism, speakers 
 

MBA Final Project  
 
Overview 
The project is an integral part of the learning process in the MBA degrees, each of which has its own unique 
focus. The MBA Project explores questions that integrate students’ learning about the usefulness of theory in 
management practice and the potential to broaden theory from experience.  
 
There are six stages that you will go through in order to complete your Masters project. 

 Initial thinking 

 Project Methodology Class 

 Project proposal 

 Supervision 

 Project work 

 Project assessment 
 

The project constitutes a significant proportion of your entire degree (40 credits for MBA). It is a matter for you 
to decide how long to devote to this process. However, you should not expect to complete the process in 
less than 300 hours. 
 

Initial Thinking 
It is never too early to start thinking about your project, but by the time you have finished your Project 
Methodology class you should be well on your way. If you take more than a pause at this stage you may find it 
hard to regain momentum. You will gain maximum benefit from the taught elements of the course if you keep 
the pace of your studies going without a break. Please do not take the risk of becoming a casualty by missing 
your absolute submission deadline and ending up with a diploma instead of a Masters’ degree – you’ve 
worked too hard already. 
 

http://www.sbs.strath.ac.uk/intranet/learning-support/assignment_writing.asp
https://www.sbs.strath.ac.uk/intranet/learning-support/reading-skills.asp
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For many students, the preliminary phases, when you may have little idea of what your project topic might be, 
can be the most daunting part of the whole process. A good way to begin is to reflect on those aspects of the 
course that have intrigued you, or stimulated new ideas for you, or that you’d like to know 
more about. Alternatively, you may turn your thoughts towards your career development and use your project 
as a stepping stone towards your future.  
 
The first thing you need to think about when you begin to plan your project is what kinds of learning objectives 
do you wish to focus on. Obviously, you will need to select a broad area of interest, such as one of the 
Management Functions or Strategy, or a topic which integrates material from several such 
areas. You then need to decide what particular kind of learning to aim for. Normally you would emphasize at 
least one of the following, although you should endeavour to consider all four. 
 

 You might wish to focus mainly on a substantive topic, seeking to further your knowledge of it and 
exploring theory relevant to it. One outcome might be to reform the concepts or models of practice 
involved. For example, I wish to learn more about the way in which information technology – and 
particularly the Internet – is affecting how business is conducted in large multinational companies. 

 

 You might focus mainly on processual skills and concepts, seeking to reflect on problems and 
solutions in implementing techniques, concepts or models. This may lead you to a better 
understanding of potential pitfalls and barriers to implementation which can inform you, and perhaps 
others, who seek to implement similar approaches in similar circumstances. For example, 
I wish to understand more about how the tools of strategic analysis may be applied in an  organisation, 
how they may need to be adapted, what processes need to be used in conjunction with the tools in 
order to ensure that they actually influence the organisation’s strategic behaviour and how much value 
they bring to this. 

 

 You may wish to focus mainly on methodological skills and processes. Seeking to understand the 
ways knowledge can be developed from data. For example, I wish to gain a critical understanding of 
how to research or investigate organisational culture, developing the debates 
concerning methods of collecting and analysing cultural data. In particular I will question the possibility 
of gaining an understanding of actors’ subjectively-meaningful actions using questionnaires. 

 

 You might focus mainly on self-knowledge, seeking to expand your thinking and reflective abilities in 
order to understand your own learning and actions. For example, I wish to confront the area of HRM, 
which is uncomfortable for me, to be open to how I might change/develop my management style. 
Don’t worry if you can’t define your learning objectives too precisely at first; you can expect that they 
will evolve and develop during the course of the project. But we do ask that you always have a 
conscious sense of the kinds of learning objectives that you are pursuing and that you explicitly 
update these from time to time during your project. 

 
Project Methodology Class 
Project methodology is a taught class that contributes to the total credit score for your Masters project. The 
slides that support this class may be reviewed on the Intranet. Satisfactory completion of this class is a 
compulsory requirement in your degree structure. Assessment for this class is dependent on the degree and 
route that you are taking, and will be advised during your formal class sessions.   
 
The class will introduce you to alternative conceptual frameworks and the various skills required to carry out a 
research project. These skills include idea generation, literature reviewing, research/investigation design, 
analysis or evaluation of data/information, and critical, theoretically-informed engagement with the data. You 
will also be introduced to the University’s requirements for ethical practice in research. Exercises are used 
during the Project Methodology class, but it is often the case that the ‘reality’ of these issues does not become 
fully meaningful until you actually use the skills yourself. Therefore, you should regard the Project 
Methodology class as a starting point only. You should expect to revisit and revise methodological issues 
throughout your project process. 

 
Project Proposal 
Once you have completed the Project Methodology class, you should be in a position to write a draft project 
proposal. If you are still unable to produce even a rough draft by this time, you should seek academic 
guidance from your Programme Director. 
 
The purposes of the draft proposal are to: 

 help you get started; 
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 alert you to some of the hurdles that the project may encounter; 

 give potential supervisors an idea about your project to allow them to assess whether they could 
supervise your study; 

 provide an initial basis for discussion with your supervisor about the learning objectives, research 
questions, and methodology. 

 You should draft your proposal using the Project Proposal Form (available on the Intranet). The 
proposal should state in general terms: 

 your contact details 

 the topic area and title of the project 

 reasons for choosing the topic 

 learning objectives 

 a main research question (or hypothesis), and subsidiary questions 

 ideas about, and access to, sources of data such as (client) organizations or individual informants 

 a short reflection on the part(s) of your Masters course and other pertinent literature that inform the 
topic.  

 What are the main articles, books or other sources you have read?  

 What were the most relevant aspects of these articles to the research you want to do? 

 a target date for completion and a plan for achieving that target 

 your choice of supervisor 

 and where you are working as a group, a statement of the agreements you have made to support your 
research process. 

 
In addition to your project proposal, all students must also complete an Ethics Application. The University’s 
regulations require that all students (and staff) who are undertaking research on human participants complete 
an Ethics Application to ensure that appropriate standards of ethical practice are maintained. The Ethics 
Application form for Masters degrees in the Department of Management is available on the Intranet. This 
Ethics Application process is intended to encourage you to reflect on: 
 

 how to mitigate potential impacts of your research on your participants /informants 

 how to adequately explain your research so that participants / informants can understand what is 
required of them and give their informed consent to be involved 

 how to avoid covert or deceptive research designs 

 how to protect the anonymity and confidentiality of participants /informants 

 Project Guidelines January 2008 (2).doc 5 © 2008 University of Strathclyde 

 how to maintain high standards of personal integrity in your research. 
 
Supervision 
Once you have written a draft proposal and ethics application (where applicable), your next step is to find a 
supervisor. Your supervisor acts as a guide in the research process and helps you to plan your research and 
reflect on your learning. Your project will not be accepted for marking unless you have worked with a 
supervisor. Supervisors are experts in their field, so when you are seeking someone to supervise your project 
you should be aware of the specialised knowledge that will best support your project. We have an extensive 
list of supervisors (check the Intranet), so it may be necessary for you to approach someone you have not 
already met. 
 

 If you know a member of academic staff from the Department of Management or the wider Business 
School faculty who has taught on your Masters course, you may wish to make informal contact with 
them to discuss an idea. 

 Irrespective of whether you have made informal contact with a potential supervisor or not, the next 
stage is to formally submit your project proposal to your selected supervisor. 

 Submit your proposal directly to the supervisor (usually via email) and await their direct response to 
you. If they decline your request then choose another supervisor from the list and submit the proposal 
to them. Submit your proposal to one supervisor at a time. 

 

 If after several attempts you have still not been able to secure a supervisor, then you should talk to 
your Programme Administrator. 

 Once a supervisor has agreed to work with you, please ask them to sign your project proposal, or 
append an email from them confirming their agreement to supervise. 

 Please submit your Project Proposal TOGETHER WITH THE Ethics Application applicable) to your 
Programme Administrator.  
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 You will not be awarded a Pass for Project Methodology until these documents have been received 
and logged. 

 
Sources of Support and Guidance 
In undertaking your Masters project, you have access to four main sources of support and guidance: 
1. Project Methodology class 
2. Your supervisor  
3. The recommended text, Saunders M, Lewis P, and Thornhill A (2007) Research Methods for Business 
Students. London: Prentice-Hall. 
4. The Department of Management Intranet 
 
Rules and Submission Technicalities 
Attendance at the Project Methodology Class 
You are required to attend the Project Methodology class offered to your Masters route, and you should fulfil 
assessment requirements as instructed during the class. The administrator supporting your programme will be 
able to advise the timetable for Project Methodology classes. 
 
Academic Honesty 
The University of Strathclyde treats the issue of academic honesty very seriously. You are required to 
include a signed copy of a Statement of Academic Honesty in your Project Report. All work submitted in 
your Masters project must be your own or clearly attributed to another author via the use of quotation marks 
supported with a reference to the source of the material. 
 
For example: “This book is designed to help you undertake a research project” 
(Saunders, Lewis & Thornhill, 2003, p.1). 
 
The use of direct quotations should be appropriate and be used to support an argument you are making. It is 
not advisable to use large numbers of quotations to replace your own writing and interpretation of the views 
expressed in the original source material. 
 
Academic dishonesty is defined and illustrated in the Handbook for your Masters degree. It includes the 
unattributed use of materials and ideas from books, journals, newspaper and magazine articles, internet 
sources, the work of other students (past and current at this and other 
Universities), as well as using another individual(s) to write material for you. Please ensure that you read and 
fully understand what constitutes academic dishonesty. 
 
The penalties for academic dishonesty are very serious indeed. Your project will be automatically failed and 
the University of Strathclyde may disbar you from further study. This means you risk losing the opportunity to 
gain any qualification from the University. 
 
Masters Project Report Format 
Word Limit: There is a required length for Masters projects. This is to ensure that all students have made a 
credible attempt (therefore minimum length) and to ensure students are graded fairly (all students have the 
same number of words to gain access to marks). The word limits for Individual and Group Projects are as 
follows: 

 
Minimum/ Maximum 
Number of Words  
Size          Min         Max 
1 Person  12,000   16,000 
2 People  18,000   24,000 
3 People  21,000   28,000 
4 People  23, 000  30,000 
 
This word limit is strictly adhered to and monitored in the grading of projects. If you go over the word limit 
the additional text will be ignored in the grading of the Project. You are required to display the word count of 
the project on the Abstract page of your project. 
 
References, tables, diagrams and Appendices are not part of the official word count. Appendices should be 
used only as appropriate, and not misused as a means of inserting additional text into the project. A reader 
must be able to understand the project without having to refer to the appendices. The appendices are there to 
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act as additional support where necessary or especially relevant. So, raw data should not be included in the 
appendices, but particularly relevant or exemplary sections of data may be. 
 
Reference Style: A reference list must be included in the project. 
Harvard Style referencing is preferred (see section 7 below). 
Paper Size: A4 
Spacing: 1.5 line or doubled spaced 
Font: Times New Roman 11 point or equivalent font size 
Margins: 4.0cm on the left, 2.0cm on the right, top and bottom 
Page Numbering: Sequential throughout the whole report. This includes 
references and appendices. 
 
Confidentiality Statement: If your project contains data of a sensitive or confidential nature, such as 
information about a particular business, its security can be guaranteed by clearly writing the words ‘STRICTLY 
CONFIDENTIAL’ on the front cover and title page of the project. This will ensure that it is 
archived in such a way that others do not have access to it. The internal and external examiners of the 
University of Strathclyde as well as your supervisor may read confidential projects for assessment purposes. 
 

Submission Process 
 
You are required to submit both the hard- and soft-bound copies of your project report as well as a CD copy 
which will be used to check word count and any suspected instances of plagiarism. You are also required to 
upload an electronic copy of your Abstract – you will find a link to the Abstract Uploader on the Project page of 
the Intranet. Unless your project is Confidential, your Abstract will then be made available to other students on 
an Abstracts database. When you submit the bound copies of your project, they should be accompanied by a 
completed Project Submission Form, which asks you to confirm that you have uploaded your Abstract, that 
you have enclosed a CD version, and also that you have included your Word Count on the Abstract page, and 
a signed Statement of Academic Honesty. All students must obtain a receipt as proof of submission. 
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For students registered in an international centre, you must submit your project via your local office in: Abu 
Dhabi, Greece, Bahrain, Dubai, Kuala Lumpur, Hong Kong, Oman, Singapore, Switzerland. These centres 
have their own submission deadlines. It is your responsibility to find out when these are, and to adhere to them. 
 
Once the assessment and grading process is completed, the University of Strathclyde will retain the two 
submitted copies of your project. Unless marked as confidential, students who follow after you may then read 
your work. Note, if you wish to retain your own copy of the project you must make your own 
arrangements for binding. You are strongly advised to gain the approval of your supervisor before 
submitting your work. As this is a formal submission and assessment process, there is no opportunity for 
informal re-submission after the formal submission deadline. 
 
Submission Deadlines 
The Absolute Deadline: Technically, after you have successfully completed the taught element of your 
Masters course, the Board of Examiners will award you a ‘proceed to project’ decision. The absolute 
deadline for submission of your project is one year after the award of this decision. A letter will be sent to 
you confirming the proceed decision and will make your absolute deadline date clear. 
 
Practically though, for the majority of students, the project is completed well before this absolute deadline in 
order to meet one of two graduation deadlines. These fall on the dates shown below every year and cannot 
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be extended under any circumstances. That is, if you miss one graduating deadline but are still within your 
absolute deadline, you may choose to graduate at the next opportunity. 
 
Summer Graduation Deadline 25th March 
Autumn Graduation Deadline 25

th
 August 

 
It is usual for full-time students to work towards the Autumn deadline. Part time, Flexible and International 
Masters students have a choice of graduating deadlines to aim for, but must submit before the absolute 
deadline clearly stated in their proceed to project letter. 
 
Please note, the graduation deadlines are the date that the project must be logged with your Programme 
Administrator at the University of Strathclyde. If you are registered at a centre outside of the UK, your 
centre will adopt an earlier deadline that will allow your project to be forwarded on to the University in good 
time. 
 
Failure to meet the absolute deadline: If you have not submitted a project in time to meet your absolute 
deadline, you will automatically fail the project element of your Masters. This means the Board of Examiners 
will award you a Diploma instead of a Masters degree. You will not be granted an opportunity to re-sit the 
project. 
 
Friendly advice: You are strongly recommended to start seriously working on your project as soon as you 
have finished the taught element of your Masters course. 
 
Re-sit Procedures 
In the event that your project does not pass (ie it receives a grade below 50%), you are allowed ONE re-sit 
opportunity. You will have a further year to complete this re-sit. You may choose to continue to work on the 
same project to obtain a pass grade or you may wish to begin a new project. Either way, you may choose to 
continue to work with the same supervisor or obtain a new one. Equally, your supervisor may choose either to 
continue working with you, or not. A re-sit fee will be charged to cover supervision and administration costs. 
For comprehensive information refer to the Project page on the intranet: 
https://www.intranet.sbs.strath.ac.uk/intranet/project/default.asp 
 

CONDITIONS FOR AWARD OF MBA: 
You must pass (i.e. 50% or above) in all units 
You must satisfactorily complete the workshops 

The Programme Seminar 
The Learning Manager 
Strategic Consulting in Practice 
Project Methodology 

A ‘credible attempt’ must be made in all assessments 
Re-sits: 

• Only 1 re-sit per subject (discretion) 
• Must be taken at next diet (unless approved deferral) 

Graduation 

Awards Congregations 

Awards Ceremonies (or Congregations) are held in July and November each year. All students hoping to 
graduate or be presented MUST enrol to graduate by completing a form. Details of the ceremonies and 
enrolment forms are usually available from Registry in March each year.  

 
Students who wish to graduate in July must register by the last Friday in April - they cannot wait until their 
results or their award has been confirmed. The closing date to register for graduation in July is 30th April 
and for graduation in November the closing date is 3rd September. Postgraduate Diploma students may, 
if they wish, be "presented" at a November ceremony only. To do so, they should complete a Graduation 
Enrolment form and pay the appropriate fee. Graduation information and enrolment forms for ceremonies are 
available here: 
http://www.strath.ac.uk/graduation/#d.en.31649 

Debts 

Under Ordinance 5 of the University, "No person shall be admitted to a Degree...or granted a Diploma...unless 
he has paid the fees prescribed and any other sums due to the University". As well as preventing students 

http://www.strath.ac.uk/graduation/#d.en.31649
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from graduating, outstanding debts will also prevent registration for the next year of a course (Regulation 
6.4.8). 

 

Decisions of Postgraduate Boards of Examiners 

Postgraduate Instructional Courses   

All Faculties in the University operate a system whereby students' examination and coursework results are 
presented to a Board of Examiners for a final decision to be taken with regards to progress or award. For 
postgraduate instructional courses, an examining body of not less than four people is appointed by Senate for 
each course. Members include academic staff responsible for the delivery of the course and an External 
Examiner. These Boards of Examiners make their decision on the basis of student performance and the 
regulations appropriate to each course.  
 
Postgraduate Research Programmes   
The Examination Committee for postgraduate research programmes normally comprises at least two 
members, including an Internal and an External Examiner. The Supervisor may also attend, but in a non-
voting capacity. A viva voce (an oral examination) will normally be held for Doctoral candidates, and may be 
required for some Masters candidates.   
 
Students intending to appeal against the decision of the Postgraduate Board of Examiners should consult the 
appropriate Regulations in the University Calendar. Where an appeal against an award is pending, either at 
Faculty or Senate level, the student IS NOT permitted to graduate. 

 

Replacement Parchment Request 

Graduates who have lost or mislaid their original parchment may request a replacement degree certificate. 
The fee for this service is £35 and we aim to be able to re-issue the replacement to you within 7 to 10 working 
days. The replacement that is issued will be produced within the current University style and will state at the 
top:  

This parchment is issued in replacement of the original which is presumed to be destroyed. 

 

  

http://www.strath.ac.uk/corporateservices/gmpt/academicaffairs/publications/
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Appendix A 

Dispute Resolution Process Flowchart 

 

 
START 

 

1. School student – gets Student Feedback & Service Recovery Form 
    from Education Counter, completes and hands it to 
        counter staff 

   Tertiary student – emails Tertiary staff on feedback 

2. School – Counter staff checks for completeness of form and passes 
     to the Principal 

    Tertiary – Tertiary staff forwards email to General Manager 

3. Principal/General Manager reviews feedback and take appropriate 
actions 

5. Student proceeds to CPE 
for consultation 

Decision? 
4. Student accepts school’s 

decision 

6. Student accepts CPE’s 
decision 

7. Student proceeds to 
mediation 

8. Student accepts 
mediator’s decision 

9. Student proceeds to 
arbitration 

10. Arbitrator’s decision is 
final 

Decision? 

Decision? 

END 
 

No 

No 

No 

Yes 

Yes 

Yes 
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Appendix B 

Procedure for transfers to another centre or UK Programmes 

Objective 

To ensure that  students’ requests for course transfer is managed in a fair and equitable manner. 

Step Activity Remarks 

1 

Publish the availability of transfer 
policies on school notice board, 
official website, student handbook 
and relevant marketing collaterals 

The condition under which transfers are allowed 
include:  

(a) work relocation to another country 

(b) student decides to study full-time on-
campus in Glasgow 

 

2 
Brief prospective student on YEC/ 
SBS transfer policies 

Student enrolment consultancy checklist 

3 
Ensure prospective student 
understands and acknowledges the 
transfer policies 

 

4 
Upon enrolment, brief enrolled 
student on the details of the transfer 
policies 

Student enrolment consultancy checklist 

5 
Enrolled student understands and 
acknowledges the transfer policies 

Endorsed student enrolment consultancy checklist 

6 
Student makes formal request for 
transfer to another centre or UK 
programme 

By email or letter formally to YEC 

7 
Inform EDP Partner about the 
impending transfer request and seek 
approval to proceed 

EDP Partner replies via email 

8 
YEC emails the Centre concerned to 
make the necessary arrangements for 
the transfer. 

Student will be informed of the outcome within 4 
weeks 

9 

Once approved, the Centre will 
prepare the documentation and 
advice on fees payable for the 
remaining portion of the programme  

if any 

Acceptance by student in writing  

10 
Transfer Student’s Personal file to the 
new Centre and update student 
database 

To be acknowledged by the Centre transferred to 

11 Inform FPS provider and CPE  

12 
Review and improve this procedure at 
least once a year 

YEC with SBS 
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Dignity and Respect Policy  
 
1 Policy Statement  
The University of Strathclyde is a community within which all staff, students and visitors are valued for their 

contribution. It is the University’s expectation that all staff, students and visitors participate in the life of the 

University in a manner which ensures that everyone that they encounter as a member of this community is 

treated with dignity and respect. In particular members of the University community are expected to uphold 

the core values of respect for others and equality of opportunity, openness, integrity and honesty.  

 
2 Purpose of Policy  
The purpose of this policy is to:  

visitors are treated with dignity and respect at all times.  

iversity’s commitment to providing an environment which is based on a sense of 

community and which is free from discrimination, harassment, bullying and victimisation (for definitions of 

these terms please see Appendix A.)  

plies with its legal requirements as defined under the Equality Act 2010.  

perceive that they have been harassed, bullied or victimised.  

 

3 Scope  
This policy covers all members of the University community including:  

on placement or visiting the University.  

d placement students.  

 

 

 

 

4 Roles and Responsibilities  
4.1 University Responsibilities  
To ensure successful implementation of this policy, the University commits to:  

communication means such as the University website and other publications, as well as the provision of 

training, where appropriate.  

underpinned by the “One Strathclyde” approach and irrespective of protected characteristics of age, 

disability, gender reassignment, marriage and civil partnership status, pregnancy and maternity, race, religion 

or belief, sex and sexual orientation or any other irrelevant factor.  

 complaints of harassment, bullying or victimisation are treated seriously and with sensitivity.  

University of Strathclyde  

 

 

4.2 Individual Responsibilities  
To ensure successful implementation of this policy, all individuals must:  

 

 

s to ensure the University is a community within which all members 

are treated with courtesy and respect.  

bullying or victimisation.  
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aviour should they become aware that they have behaved unacceptably in relation to this 

policy.  

observe or witness even though no complaint may have been made by the subject.  

 

5 Support and Advice  
5.1 Support for Staff  
Staff who feel that they have been bullied, harassed or victimised or have been accused of bullying, harassing 

and victimising others can seek support and advice from the following contacts and services:  

 

 

 

 

 

 

 

 

5.2 Support for Students  
Students who feel that they have been bullied, harassed or victimised or have been accused of bullying, 

harassing and victimising others can seek support and advice from the following contacts and services:  

g  
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6 Seeking Resolution  
 
6.1 University’s commitments  
The University will treat all records concerned with allegations or complaints made under this policy as 

confidential and complaints will be investigated impartially and as timeously as possible. The University 

commits itself to treat all parties involved with fairness and sensitivity. It should be noted that proven 

instances of bullying, harassment or victimisation will be treated very seriously and may result in formal 

action, including the issuing of disciplinary sanctions, being taken under the relevant staff or student 

procedures.  

 
6.1.1 Personal Action  
If you feel that you have been or are being harassed, bullied or victimised you are encouraged to make it as 

clear as you can to the person(s) causing the offence that this is the case. If you ask the person causing 

offence to stop this behaviour at an early stage this may be sufficient to end the behaviour. In some cases it 

may be that the individual is not aware that the behaviour is inappropriate or it may be the case that the 

individual’s behaviour is being misinterpreted.  

Examples of personal action that may be considered include:  

consider to be unacceptable about their behaviour and requests that he/she stop behaving in this way.  

discussed at a team meeting to ensure that all staff within the team understand the standards of behaviour 

expected and their responsibilities under the policy.  

 

Before taking personal action you may wish to seek advice or support from:  

 

 

 or Adviser  

 

 

 

 

6.1.2 Mediation  
The University has a network of trained mediators who can be engaged at an early stage to assist with issues 

of conflict, including issues that would be considered under this policy. Mediation is a voluntary process 

where an impartial third party enables two or more people to work through issues of conflict or 

disagreement with the aim of improving the working relationship. The focus within mediation is on moving 

forward rather than attribution of blame. As mediation is a voluntary process, individuals have a choice as to 

whether they wish to participate. Where individuals agree to mediation, they should engage in the process in 

a positive and constructive manner with a view to achieving resolution.  

Members of staff who are interested in exploring mediation should contact Human Resources in the first 

instance. Students who are interested in exploring mediation should contact USSA or the Head of 

Department/School in the first instance. University of Strathclyde  
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6.2 Complaints from Staff Members  
 
6.2.1 Informal Complaint  
If you do not want to take personal action, or you have done so but the behaviour has continued, you may 

wish to make an informal complaint. Normally an informal complaint would be made orally however you may 

wish to make an informal complaint in writing. In doing so you should clearly indicate that you wish the 

complaint to be progressed through the informal process.  

Informal complaints should be made to your line manager in the first instance (or your line manager’s 

manager where more appropriate) who will then be responsible for dealing with the complaint. The steps 

which the line manager or equivalent should follow are:  

falls within the scope of this policy as opposed to an alternative policy or procedure. In exceptional 

circumstances, where the behaviour described is considered to be an extreme breach of this policy (for 

example, use of violence or threats of violence or unwanted sexual advances) the complaint should be dealt 

with under the formal complaint procedure immediately. The complainant should be advised of this.  

the complainant the nature and circumstances of the complaint. The line manager should also, either in the 

presence of the complainant or not, advise the person or persons about whom the complaint has been made 

that this is the case and explore the nature and circumstances of the complaint with them.  

 or equivalent should form a view as to whether the complaint merits further action. If 

the line manager or equivalent feels there are issues which need to be resolved they should explore with one 

or both parties (as appropriate) reasonable measures for addressing the concerns raised. This may include 

the provision of further training on bullying and harassment issues, the engagement of a trained mediator or 

other support such as counselling and mentoring. Notes should be taken of meetings with both individuals 

and stored according to relevant data protection principles.  

 

behaviour complained about continues, the complainant should discuss the situation again with the line 

manager or equivalent. In these circumstances the complainant may decide to make a formal complaint.  

guidance.  

 

6.2.2 Formal Complaint  
Stage 1 Formal complaints made under this policy should be made in writing to the appropriate person, as 

detailed in the relevant section below. Following the receipt of a formal, written complaint the University will 

take all reasonable steps to investigate and resolve the complaint as soon as practicable.  

A formal complaint of bullying, harassment or victimisation from a member of staff should be made in writing 

to the complainant’s Head of Department/School/Director in the first instance. If the alleged perpetrator is 

the Head of Department/School/Director then the complaint should be made to the Dean/Chief Financial 

Officer/Chief Operating Officer.  

Following the receipt of a formal complaint, an Investigatory Officer will be appointed by the person to 

whom the complaint is made. The Investigatory Officer will be supported throughout the investigatory 

process by a member of the HR team. University of Strathclyde  
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An outline of the standard process for dealing with formal complaints under this policy is detailed below:  

the complaint and will be provided with a copy of it and this policy.  

ill be held with the complainant and the respondent. Both parties may be 

accompanied by a trade union representative, work colleague or dignity and respect adviser if they are 

members of staff. If the respondent is a student they may be accompanied by a student union representative, 

friend or dignity and respect adviser.  

harassment or victimisation it may also be necessary to interview individuals who are alleged to have 

witnessed the behaviour complained of to establish whether there is any supporting evidence to substantiate 

the complaint.  

stating whether the allegation of bullying, harassment or victimisation has been upheld and/or whether any 

further action is recommended.  

not resolved they may instigate Stage 2 of the formal procedure.  

 

Stage 2 Complainant(s) may instigate Stage 2 of the formal procedure by writing to the Director of Human 

Resources within 14 calendar days of receiving the outcome from Stage 1. The complainant(s) should outline 

why they are dissatisfied with the outcome of Stage 1 or why they consider the matter to be unresolved.  

The Director of Human Resources (or their nominee), along with another appropriate senior member of 

staff, will convene a meeting with the complainant(s) to consider the matter further. The purpose of this 

meeting will be to discuss the complainant(s)’s concerns further and establish what has been done to date to 

resolve the complaint. There may also be a requirement to carry out further investigations and/or meet with 

other relevant parties.  

Following the meeting and further investigations (where required) a written response to the complainant will 

be prepared which sets out the decision taken and any further action required.  

Following Stage 2 of the formal process, the issue will be considered dealt with and there will be no further 

internal recourse.  

 
6.3 Complaints from Students  
If a student thinks they are being subjected to harassment, bullying or victimisation in any form and where 

resolution through Personal Action has been unsuccessful or would be inappropriate e.g. due to the severity 

of the allegations then the University’s formal procedures should be initiated. Use of the University’s formal 

procedures will allow incidents of harassment, bullying or victimisation to be investigated fairly and 

transparently.  

For students the following procedures are available:  

harassment, bullying or victimisation by a staff member or a contractor providing a service on behalf of the 

University the issue should be referred under this procedure. The Complaints Handling Procedure states 

that a complaint must be made within six months of the date of the most recent incident, but clearly it is 

desirable to address matters more promptly.  

bullying or victimisation by another student of the University a report should be made to a relevant 

designated Disciplinary Officer, in accordance with this procedure.  
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6.4 Complaints against External Parties  
 

Complaints against external parties such as contractors, consultants and visitors should be made to a 

member of staff’s line manager or equivalent. The line manager or equivalent should seek to establish from 

the member of staff the nature and circumstances of the complaint before engaging with the external party. 

The external party should be provided with a copy of the complaint and asked to respond to this. The line 

manager or equivalent will form a view as to what further action may be required including whether any 

further investigation is necessary.  

Complaints against external contractors, consultants and visitors from students will be dealt with under the 

University Complaints Handling Procedure (as above).  

In the case of external contractors, Estates Services hold a central record of which contractors the 

University is engaging for works within the estate. Where the person to whom the complaint has been 

reported is unsure as to who within the University is the main liaison for the external contractor, the line 

manager and Head of Department should contact Estates Services to establish this.  

 
6.5 False Complaints  
 

Any proven instances of complaints being orchestrated with malicious intent or vexatiously will be viewed 

seriously with the likely outcome of disciplinary action being taken against the complainant.   
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Appendix A: Definitions  
 

This Appendix provides definitions of the terms “harassment”, “bullying” and “victimisation” for the purposes 

of enabling staff and students to make informed judgements about whether particular behaviours may fall 

under the scope of this policy.  

Harassment  
Harassment is deemed to have occurred when a person engages in unwanted conduct, potentially related to 

a protected characteristic of another person as defined by the Equality Act 2010, which has either the 

purpose or effect of violating another person’s dignity or creating an intimidating, hostile, degrading, 

humiliating or offensive environment for the person. Harassment may include conduct of a sexual nature.  

It is important to note that harassment may be deemed to have occurred even where there has been no 

intent. Members of the University community must therefore be aware that the perception of the 

complainant is very important and what may be deemed to be acceptable behaviour by one person may not 

necessarily be acceptable to another.  

In defining the types of behaviour that may be judged to constitute harassment the key issue is whether the 

behaviour could reasonably be considered as having the effect defined above, even if others feel they would 

not be offended by the behaviour. The perception of the complainant does not automatically mean that the 

complaint will be upheld however as those responsible for managing or investigating the complaint must 

make an objective assessment as to whether the behaviour complained of can reasonably be regarded as 

harassment.  

In some circumstances, such as where physical or extreme verbal violence has occurred, isolated incidents of 

unwanted behaviour may be deemed to be harassment. In other circumstances, behaviour may be deemed to 

be harassment where it is repeated or sustained.  

In addition to the potential consequences for employment and study of breaching this policy, types of 

harassment may also be unlawful under the Equality Act 2010 and may even constitute a criminal offence. 

Individual staff members who have been deemed to have harassed others may be personally named in legal 

complaints and may be liable to personally pay compensation to a successful claimant.  

The harassment may be related to a particular protected characteristic as defined by the Equality Act 2010. 

The protected characteristics which are relevant are:  

 

 

ender Reassignment  

 

 

 

 

 

It is possible for the harassment to occur in a targeted manner towards an individual or group on the 

grounds of:  

ssed because they are disabled.)  

disabled.)  

d 

because they have a partner or family member who is disabled.)  
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It is possible however that harassment is not targeted at a particular individual or group of individuals but 

rather that within a particular team or group a culture exists which permits offensive or stereotypical jokes. 

In these circumstances an individual may make a complaint on the basis that this culture creates an 

intimidating, hostile, degrading, humiliating or offensive environment even if no-one within the team or 

groups holds the particular characteristic(s) in question.  

Harassment may take place face to face, by writing or in written or electronic communications including via 

social media such as Facebook or Twitter. Examples of the types of behaviour that may amount to 

harassment include:  

 

favours  

y  

 

 

 

 

 

Bullying  
Bullying is deemed to have occurred when a person engages in offensive, intimidating, malicious or insulting 

behaviour which intentionally or unintentionally undermines, humiliates, denigrates or injures the recipient of 

the behaviour. As with harassment, it is important to note that bullying may be deemed to have occurred 

even where there has been no intent.  

Bullying is normally characterised by a pattern of behaviour. One off minor issues of impatience, pre-

occupation or lack of courtesy do not constitute bullying. In some circumstances, such as where physical or 

extreme verbal violence has occurred, isolated incidents of unwanted behaviour may be deemed to 

constitute bullying.  

Bullying should be differentiated from the legitimate exercise of management or supervisory responsibility. 

See Appendix C for more information.  

In addition to the potential consequences for employment and study of breaching this policy, types of bullying 

may also be unlawful and may even constitute a criminal offence. Individual staff members who have been 

deemed to have bullied others may be personally named in legal complaints and may be liable to personally 

pay compensation to a successful claimant.  

Bullying may take place face to face, by writing or in written or electronic communications. Examples of the 

type of behaviour that may amount to bullying include:  

• Picking on people and unreasonably criticising their performance.  

• Unreasonable withdrawal of authority and responsibility.  

• Imposing unrealistic objectives and deadlines or changing objectives without reasonable justification.  

• Isolation or non co-operation at work or in class; exclusions from meetings, seminars or work-related 

social events etc.  

• Aggressive behaviour or conduct, physical or verbal.  

• Reacting to a minor issue with the same vehemence as a major one.  

 

Victimisation  
Under the scope of this policy, victimisation involves treating someone less favourably than another because:  

• An individual has made a claim of harassment or bullying under this policy or a claim of discrimination under 

another policy.  
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• An individual has complained that they may have been discriminated against, harassed or bullied or that the 

University’s equal opportunities policies have been breached in some way.  

• An individual has assisted another who is making such a claim, through providing evidence or some other 

form of support for the person.  

 

Victimisation is entirely unacceptable behaviour that can have a detrimental effect on a work and study 

environment and may lead to reluctance to report acts of harassment or discrimination.  

In addition to the potential consequences for employment and study of breaching this policy, types of 

victimisation may also be unlawful and may even constitute a criminal offence. Individual staff members who 

have been deemed to have victimised others may be personally named in legal complaints and may be liable 

to personally pay compensation to a successful claimant.  

Victimisation may take place face to face, by writing or in written or electronic communications. Examples of 

the type of behaviour that may amount to victimisation are similar to those contained under the bullying and 

harassment sections above.  

 
Appendix B: Role of Dignity and Respect Advisers  
Dignity and Respect Advisers are members of University staff who are appropriately trained to help staff and 

students who have, or perceive that they have been, impacted by the issues raised under this policy. Dignity 

and Respect Advisers can provide advice on informal and formal mechanisms for addressing issues of bullying 

and harassment. They may also support the complainant or respondent through informal or formal 

proceedings.  

A list of current trained Dignity and Respect Advisers is available on the website.  
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Appendix C: Acceptable Management Practice  
 

“Bullying”, “harassment” and “victimisation” as defined in Appendix A should be differentiated from an 

acceptably assertive management style. It is legitimate for a manager to provide clear feedback and take 

action in relation to a member of staff’s conduct or performance provided that this is done in a fair, 

consistent and reasonable way which is in line with existing University policies. In this case any action taken 

by a manager to address performance or conduct concerns will not be considered as breaching this policy.  

There may also be times where a manager makes a decision or issues an instruction which the member of 

staff does not agree with or considers unreasonable. This may not necessarily fall into the definition of 

“bullying”, “harassment” or “victimisation” and may best be dealt with under alternative dispute resolution 

procedures. In such circumstances members of staff should be aware that even if they do not agree with the 

decision made or action taken it may be considered to be in the University’s best interests and therefore this 

needs to be balanced with any individual concerns.   
 



The Strathclyde MBA 
Student Handbook 2013  

Address:  One Orchard Road, Singapore 238824 Tel: 6586 2222   Fax:   6586 2383  
Revised 25 Sep 2013 

48 

Appendix D: Guidance on Investigating Complaints  
 

General principles  

• All matters under investigations will be treated with due confidentiality and sensitivity  

• Investigations should be conducted in a consistent and equitable manner, albeit that there may be variations 

in process resulting from specific factors of the complaint  

 

The complaint should be recorded in writing and include the following:  

• Clear, specific allegations against named people.  

• Dates, times and witnesses (if appropriate).  

• Factual descriptions of events rather than assumptions or opinions.  

• Direct quotes if they are remembered or relevant.  

• A brief description of the context of the incident(s).  

• An indication of how each incident made the complainant feel.  

• An explanation why he or she considers that the complaint amounts to bullying, harassment or 

victimisation if this is not clear.  

• Details of how the complainant has shown the harassment to be unwelcome.  

• Any other documentary evidence.  

 

Interviewing the Complainant  
• Be sensitive to the feelings of the complainant and recognise their feelings even if you personally do not 

think they are justified. The complainant will probably find it difficult to talk about the incident to a third 

party.  

• Avoid questions that might imply that the complainant may have consciously or unconsciously have invited 

the harassment.  

• Avoid pre-judging until you have heard from both parties.  

• Repeating the facts may be embarrassing for the complainant so it may be advisable to get a written 

statement of events which would enable you to refrain from repeating questions.  

• It can be useful for the complainant to have someone with them to provide support during the interview. 

This could be a Dignity and Respect Adviser, colleague, fellow student or trade union representative.  

 

• The respondent should be provided with the full details of the complaint when a full statement from the 

complainant has been obtained.  

• Avoid pre-judging until you have given the respondent an opportunity to present their side of the story.  

• Avoid any suggestion that you condone the behaviour complained of or that the complainant was being 

over sensitive.  

• It can be useful for the respondent to have someone with them to provide support during the interview. 

This could be a Dignity and Respect Adviser, colleague, fellow student or trade union representative.  
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Appendix D 
YMCA EDUCATION CENTRE 

CULTURE STATEMENT 
 
At YMCA Education Centre we believe in a culture of Care, Honesty, Respect and 
Responsibility - our shared values. We are passionate about what we do and we continually 
improve the way we do things to add value to our customers and stakeholders. Our success 
is based on our shared values and commitment of our staff who believe in developing 
individuals for the future; in building strong relationships with our stakeholders and in 
seeking excellence in everything we do. We share our expectations with each other and we 
strive to maintain a workplace built on our core values, trust and goodwill. 
 
CARING 
Strong teams are built on genuine caring for one another. We care about clear 
communication and a sense of teamwork. We care about personal relationships, to love 
others, to be sensitive to the well-being of others, to help others. In caring for our students, 
their parents/guardians, our colleagues and stakeholders, we :- 
a. show genuine concern for their welfare 
b. choose our words carefully and consider others’ feelings 
c. offer help, if it is within our power, when someone is in need 
d. put others before ourselves 
 
HONESTY 
We aim to have integrity; making sure our choices match our values. Integrity is our guiding 
principle and we stand behind what we say we will do for each other, for our students and 
stakeholders. We will :- 
a. be honest even when no one is looking 
b. tell the truth so that others trust us 
c. tell the truth even when it hurts because we want to improve 
d. let our ‘yes’ be ‘yes’ and our ‘no’ be ‘no’ 
e. follow through with promises 
 
RESPECT 
Everyone deserves to be treated with respect, especially when working together toward a 
common success. Our goal is to treat people with courtesy, civility and respect. We value 
the worth of every person. We should be known by our students and stakeholders for the 
respect we show them and each other. We will:- 
 
a. treat others as we would have them treat us regardless of their status 
b. be humble, courteous, civil and polite to everyone 
c. value everyone’s contribution – no one is more important than another 
d. give credit where credit is due 
e. recognise others’ accomplishments and contributions 
 
RESPONSIBILITY 
Each of us brings special talents and areas of expertise to YMCA Education Centre. We 
make a difference and we must take time to feel good about what we do. We take 
responsibility for making every employee and every student feel good about being with us 
and working with pride and a sense of duty. We are responsible to our colleagues, our 
students and YMCA Education Centre. We will:- 
a. do what is right and what we ought to do 
b. be accountable for our behaviour and obligations 
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c. do our job instead of pushing it to someone else 
d. complete our tasks to the best of our ability because we each contribute a small part 
to the bigger whole 
e. admit our mistakes 
 
EXCELLENCE 
We strive for excellence in everything we do. We:- 
a. have passion – pursuing what we do with enthusiasm 
b. meet deadlines and avoid procrastination 
c. work effectively and efficiently and avoid making mistakes 
d. will do our very best 
e. aim for perfection 
f. seek ways to improve our work processes 
g. learn from our mistakes 
h. show professionalism in our teaching, interaction with others, paperwork and service 
provided 
 
HEALTHY ENVIRONMENT 
We create a healthy environment in the workplace. We:- 
a. keep our classrooms, work areas and common areas clean, safe and clutter-free 
b. create a conducive learning environment for our students 
c. report any damaged or faulty equipment, furniture or facilities 
d. are friendly to anyone we meet – smile, nod or say ‘hello’ 
e. are approachable and offer assistance if someone looks like they need help 
f. work as a team for the greater good of the organisation 
g. take initiative for tasks we know we are capable of doing well 
h. address problems immediately instead of harbouring discontent 
 
PRIDE IN YMCA 
As employees of YMCA, we are part of a bigger community. We:- 
a. know how we fit into the organisation 
b. speak about YMCA Education Centre and YMCA of Singapore with pride 


