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Welcome Letter from  
Raffles Business Institute 

 
 
1 December 2008 
 
To:  Students of Postgraduate Diploma in Strategic Business IT 
 NCC Education 
  
 
Dear Students, 
 
I would like to extend my warmest welcome to you on the Professional Diploma in Strategic Business IT 
programme.  The programme offered by the NCC Education.  On successful completion of the Professional 
Diploma in Strategic Business IT programme, you can undertake further online study to gain the MSc in 
Strategic Business IT awarded by University of Portsmouth. 
 
Please find enclosed in your Orientation Kit the following information: 
 
1. Programme Structure, Academic Support Schedule and Payment Information 
 
2. Academic Support, Programme Rules and Regulations 
 
3. Student Service provided by Raffles Business Institute 
 
I strongly advise you to follow strictly the Programme Rules and Regulations.  Last but not the least, a 
programme structure of your Postgraduate Diploma / MSc in Strategic Business IT Course has been 
prepared for you.  You may refer to it as you progress along in your studies. 
 
If you have any queries, please feel free to contact any of our Programme Administration Executives.  We 
would be pleased to offer our services to you.  I would like to take this opportunity to wish you all the best 
in your studies. 
 
Yours sincerely, 
 
Danny HO 
Director 
Raffles Business Institute 
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SECTION 1 PROGRAMME STRUCTURE, ACADEMIC SUPPORT  

SCHEDULE AND PAYMENT INFORMATION  
 

PROGRAMME STRUCTURE  
 

Postgraduate Diploma / MSc in Strategic Business IT  
 

Programme 
Module 

Duration 
Module Descriptions Assignment Information 

3 Months 1 Strategic Business Analysis  

1 Assignment  

(average 8000 words) 

 

3 Months 2 
IT – The Next Five Years / 

Principles of Enquiry  

1 Assignment  

(average 5000 words) 

 

3 Months 3 Task Management 

1 Assignment  

(average 5000 words) 

 

Postgraduate 

Diploma in 

Strategic 

Business IT 

3 Months  4 
Computer Networking and 

Management  

1 Assignment  

(average 7000 words) 

 

**Student Must successfully complete the above 4 Modules in order to enroll into the below Top-up MSc programme 
**The top-up MSc programme will commence in March and September every year. 

 

3 months 
5 Research Methodologies T.B.C. 

MSc in Strategic 

Business IT 
6 months 6 Dissertation 

1 project  

(average 15000 words) 

 

 
The information is accurate as of 1 December 2008 

 
All students are required to follow the above schedule and submit their assignment on or before the due date to Raffles Business 
Institute  at 2/F, Centre Point, 181-185 Gloucester Road, Wanchai, Hong Kong.  
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Programme Fee Information 
All payments should be made payable to “Raffles International College (HK) Limited” in a form of crossed cheque to 
Raffles Business Institute IN PERSON.    

PAYMENT SCHEDULE 
Installment Amount Due Date 

1st Installment 

 
HK$10,000 

With other fees are as below : 
*  Registration Fee HK$16,000 

         *  Administration Charges HK$3,000 
Total Amount : HK$29,000 

 

Upon acceptance 

2nd Installment HK$10,000 On or before 15 Dec 2008 

3rd Installment HK$10,000 On or before 15 Mar 2009 

4th Installment HK$10,000 On or before 15 Jun 2009 
Total amount of the programme fee is HK$59,000 
 
**NCC Education Ltd & Raffles Business Institute reserve the right to change the above programme  fees without prior notice. 
Note:  All refund case will refer to below Refund Policy; otherwise, all programme fees paid are non-refundable. 
 

Refund Policy 
�  All fees paid less application fee will be refunded if the course is withdrawn or not offered. 
�  On premature cessation of the course, all fees and charges that have been collected in respect of any part of the 

course failing to be conducted on or after the date of the cessation will be refunded with 1 month of premature 
cessation. 

 
*All the above installment amounts are subject to changes by Raffles Business Institute  and/or NCC Education Limited 
without prior notice 
 
Students are expected to meet the payment deadlines promptly . An administration fee of HK$20 per day will be 
charged per day (including Sundays and Public Holidays) if payments were not made on time. The overdue payment 
should be made payable to ‘Raffles International College (HK) Limited’.  Please be reminded that NCC Education 
Limited and Raffles Business Institute reserve the right to discontinue your studies without further notice if your tuition 
fee is not received by the due date.   
**Please be advised that academic deferral does not affect your payment schedule. 
 

Other Exceptional Fees 
Fee Items Amount Time for Payment 

Resubmission Assignment Fee per module HK$1,500 Upon Requested by Student 

Late candidate registration HK$1,200 Upon Requested by Student 

Transfer per module HK$1,000 Upon Requested by Student 

1st Stage Appeal per module HK$1,000 Upon Requested by Student 

2nd Stage Appeal per module HK$5,000 Upon Requested by Student 

Replacement Certificate HK$1,000 Upon Requested by Student 

Extra Certificates for completed module HK$300 Upon Requested by Student 
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SECTION 2 Academic Support, Programme Rules and Regulations 
 

Academic Support  
 
�  Study Materials  
 
Study Materials are ready for collection at our Student and Academic Services Department on the first session of 
each module. 
 
 
�  Local Tutorial Session 
 
There will be local tutorial sessions conducted for below modules.  Two Top-up modules – Research Methodology 
and Dissertation will be conducted by purely online mode.  
 

Module Total hour session 

Strategic Business Analysis 36-hours session 

IT – The Next Five Years / Principles of Enquiry 30-hours session 

Task Management 54-hours session 

Computer Networking and Management 24-hours session 

 
*  Please note that if any lesson with zero attendance for the first hour, the lesson will be 
ceased. 
 
 
Local Tutorial sessions include introduction, overview and depth discussion of the unit.  As they are conducted by 
lecturers who have vast experience in the field, students are strongly encouraged to attend all sessions.   
 
Please refer to your Academic Support Schedule for the date and time.    
 

 

Programme Rules and Regulations  
�  Assignment Submission 
 

*  Students have to submit their assignments on or before the set deadlines. 
 
*  Students are required to submit 1 hardcopy plus 2 soft copies (saved in CD) of your assignment to Raffles 

Business Institute.  Please record the student name and NCC ID in your assignment. 
 
*  Students should keep a duplicate copy of your assignment(s) as all submitted assignments will not return to 

students. 
 
*  Six months after the assignment submission deadline, Student & Academic Service Department will release 

the assignment result to students via email. 
 
*  Students who wish to seek for assignment extension must submit a Request for Assignment Extension 

Form (refer to the attachment) together with the necessary Supporting Documents to Raffles Business 
Institute at least 7 days prior to the assignment submission deadline.  Students can request for extension of 
assignment deadline 1 time per module only. 
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�  Grading of Student Performance 
 
*  The diploma is awarded once a student has achieved at least a pass in all necessary modules.  The diploma 

does not have an overall grade awarded to it. 
 
*  Each individual module taken under the diploma will be graded as referral, pass, credit or distinction.  This is 

shown on the record of achievement awarded at the end of the student’s study.  NCC Education does not 
issue the percentage result awarded to each module. 

 
*  The grading of modules is as follows, based on the overall mark for each module : 

 
Numerical Score Grade 

Students not achieving 
a minimum mark of 
40% 

Referral – An unsatisfactory piece of work which has failed to address all 
aspects of the assessment activity criteria.  The work may contain major or 
minor errors, omissions or insufficiently well-expressed ideas. 

Students achieving a 
mark in the range of 
40% to 64% 

Pass – A satisfactory piece of work showing understanding of the 
requirement of the assessment activity and demonstrating compliance with 
the criteria, without however being of sufficient dept or perception to be 
considered merit-worthy. 

Students achieving a 
mark in the range of 
65% to 74% 

Credit – A good piece of work demonstrating an in-depth understanding 
of the assessment activity and criteria, well researched, free from major 
omissions and with good, perceptive discussion of the relevant issues. 

Students achieving a 
mark in the range of 
75% and above 

Distinction – An outstanding piece of work demonstrating originality and 
creativity in relation to the assessment activity and criteria.  Contains 
highly skilled analysis and perceptive judgment. 

 
 

�  Re-sits 
 

*  Students who fail to reach the required Pass for a module are graded as a referral.  Please note that students 
are not allowed to re-sit module assessments in order to improve their grade.  Re-sits can only be taken when 
a student has failed to achieve a pass grade. 

 
*  Students who have to re-sit any assessment for any reason in order to achieve the diploma will not be eligible 

for the award of credit or distinction for the module which they have to re-sit.  These students will be 
restricted to a pass grade. 

 
*  Students may re-sit as often as they are able within their three-year eligibility period and students need to pay 

$5,000 per attempt. 
 
 
�  Deferrals 
 

*  Students are not allowed to defer the registered module(s) after the module commenced; otherwise HK$1000 
transferal fee will be applied for any deferral request.  

 
�  Overall Referrals 

 
*  If a student has not achieved a full diploma by the end of the period of eligibility, they may request a record 

of achievement that will show the grade awarded for each individual module attempted. 
 
*  If a student wishes to re-attempt the qualification, they may register and start again as a new student.  Should 

this be the case, the student will not be allowed to carry any assessment results over from their original 
sittings. 
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�  Credit Exemptions 
 

Students with an in-depth knowledge of computer networking and with professional certification can claim 
exemption from the Computer Networking and Management module.  The professional qualifications that we 
currently recognise are : 
 
*  Microsoft Certified Systems Engineer (MCSE) 
*  Cisco Certified Network Professional (CCNP) 
*  Novell Certified Linux engineer (Novell CLE) 
*  Certified Novell Engineer (CNE) 

 
To gain an exemption for the Module 4 Computer Networking and Management, one of the above 
Certificates must be provided for approval by NCC Education Limited. 
 
No deduction in tuition fees will be applied should a student be granted for credit exemption(s). 
 
No extra fee need for exemption granted. 
 

 
 
�  Issue Certificate and Official Transcript 
 

In order to gain the NCC diploma in full, students must complete and pass all required modules within 3 
years. 
 
Note : After completed the Professional Diploma in Strategic Business IT, students can undertake further 
online study to gain an MSc in Strategic Business IT awarded by University of Portsmouth. 
 
 

�  Notification of Contact Information 
 
In the event of an emergency or unavoidable programme changes, we will need to contact students quickly.  
Students are therefore required to ensure that Raffles Business Institute  is kept informed of student’s 
current address, fax, contact numbers as well as email addresses to prevent any unnecessary 
inconvenience.  Changes in contact details should be notified in formal writing by completing the ‘Change 
of Address Form’ (Refer to the attachment) and submit to Hartford Institute either by email, fax or post 
immediately.   
 
 

�  Class Evaluation 
 

As part of Raffles’ continuous effort to provide quality programmes and services to our all our students, a 
student evaluation per subject will be conducted.  Please take some time to provide complete the Class 
Evaluation Form provided by the Programme Administration Executive in due course. 
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SECTION 3 Student Service Support by Raffles Business Institute 
 

SERVICES PROVIDED AT RAFFLES  
 
Our Programme Administration Executives will help you throughout the course of your studies.  You may approach 
our Programme Administration Executives when you need help administratively.  
 
Telephone     : (852) 2520 6886  
 
Facsimile : (852) 2520 1079  
 
E-mail            : prog_admin@raffles-international-college.edu.hk 
 
Address : Raffles Business Institute 
               Student and Academic Services Department 
                           2/F, Centre Point, 181-185 Gloucester Road, Wanchai, Hong Kong. 
 
You can be assured that your query will be attended to within 24 working hours upon receipt of the request. 
 
 

Academic Supports 
 
Academic Advising 
If students are having academic problems and seek for appropriate help, an official advising service can be applied.  
Students are required to fill in the Advising Form for a 30-min appointment with our academic.  Details can be 
obtained from Student and Academic Services Department. 
 
Bonus Seminars / Workshops 
From time to time, Raffles Business Institute may organize seminars or workshops for supplement of students’ 
learning. 
         

       
 

Internet and Computer Facilities 
 
This service is free of charge to all Raffles’s students. Booking can be made by phone or in person within 7 days 
prior to using the computer terminal. Usage is limited to one session (one hour) per day. 
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Library Facilities  
 
There is a small collection of books available for students at our centre.  Students are required to follow strictly the 
following Library Rules and Regulations.  
 
 
LIBRARY RULES AND REGULATIONS 
 

�  Students should present the Student Card/HKID when borrowing & returning books. 
 
�  Students should return the books on or before the due date.  
 
�  Students can borrow a maximum of three books for duration of two weeks.  Extension for another two weeks 

can be granted only by email/fax/letter if other students did not reserve the same book.  Students must retain a 
proof of extension of library book from Raffles.   

 
�  Extension is only allowed twice, with a maximum extended period of two weeks at each time, unless reserved.   
 
�  As soon as the 2nd extension period has expired, the borrower has to return the book, otherwise penalty will 

be charged.  The same borrower can loan the same book again after one week from the expiry date of the 2nd 
extension period.  This allows other students the chance to use/borrow the same book. 

 
�  Reserved book will be released to other students if the student who reserved it cannot take & borrow the book 

within one week from the date she/he reserves it. 
 
�  In the event that two students of different Universities borrow the same book, priority will be given to the 

corresponding student of the same University labeled on the book. 
 
�  For late returned books, HK$10.00 will be charged per day per book. (including Sundays & Public Holidays) 
 
�  Lost/damaged book: Penalty of HK$800.00 per book will be charged. 
 
�  Should items borrowed include any CD-ROMs or other complimentary materials, they should be returned 

together with the borrowed item. 
 

�  Due to copyright issue, photocopying is only allowed for a maximum of 10% of the content of the book. 
 

�  Students have the responsibility to return borrowed books on time.  Raffles will not send reminder to students 
regarding due dates. 

 
 

Photocopying/Printing Services 
 
Students can utilize of this service at a minimum charge of HK$1 per page.  
 
 

Request for Additional Confirmation Letter/Documentary Proof  
 
If students would like to request the additional confirmation letter/documentary proof (e.g. payment proof or study 
proof etc), it will incur an administration fee of HK$50 per document.  The document will be issued within 7-14 
working days upon student requested and the administration fee has been settled.   
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Operation Hours  
 
Our operating hours are as follows: 
 
Mondays – Fridays                            :      9:00am to 8:00pm 
Saturdays                                        :      9:00am to 5:00pm                   
Sundays and Public Holidays            :      Closed                   
 
 

Operating Hours Under Typhoons 
 
Typhoons at Signal Number ‘8’ 
– Office will be closed immediately when the signal ‘8’ is hoisted. 
– Normal operations will be resumed two hours later after the signal is lowered to number ‘3’. 
– If the signal is lowered at 3:30pm or afterwards, the office will be closed for the day. 
 
Black Rainstorm Signal 
– If signal is hoisted during office hours, operation will be continued.  
– If signal is hoisted before 9:00am, office will be closed. 
– Operations will be resumed after two hours when the ‘Black’ rainstorm signal is reduced.   
– If the signal is lowered at 3:30pm or afterwards, the office will be closed until the next working day.   

 
Classes Arrangement during Typhoons 
– Classes will be cancelled when typhoon signal ‘8’ or ‘black rainstorm’ warning signal is hoisted. All 

classes in session will be suspended immediately. 
– If typhoon signal ‘8’ or ‘black rainstorm’ is hoisted at or after 3:30pm, all classes commencing at or 

after 3:30pm will be cancelled; whereas if it is hoisted at or after 12:00pm noon, all classes commencing 
at or after 2:00pm will be cancelled.   

----------------------------------------------------------------------------------------------------------------------------------------------------- 
 
NOTE: While professional service is our hallmark, please note that it is not possible for our staff to render the following 
services: 

�  delivery of books / materials 
 
--------------------------------------------------------------------------------------------------------------------------------------------- 
 
All the above information is correct at the time of printing. NCC Education Ltd & Raffles Business Institute reserve the right 
to change the above information, programme structure, curriculum assessment, schedules and fees without prior notice. 
 
 
 
 

-END-  


