NOTICE OF REVIEW
· EDUTRUST CERTIFICATION –

	Instructions 

	1. 
	This notice must be submitted with Sections A and B duly completed and endorsed by the private education institution (PEI).

	2. 
	The notice must include:

a) Written submissions in support of the application for review; and
b) Supporting documents relevant to the application for review. 

	3. 
	A cover letter, signed by the PEI’s CEO (or equivalent) on the PEI’s official letterhead must accompany this notice.

	4. 
	All Terms and Conditions governing the Review for the EduTrust Certification Scheme will apply. 

	5. 
	Please send the submission, complete with all documents, to:



The Secretariat - EduTrust Review Panel 


c/o  The Council for Private Education


2 Bukit Merah Central, #05-00, 
SPRING Singapore Building


Singapore 
159835

	Section A

	Private Education Institution (PEI) Details

	Name of PEI 


	:
	

	Contact Person Details

	Name
	:
	     

	Designation
	:
	     

	Postal Address
	:
	     

	Phone No.
	:
	     

	Email Address
	:
	     

	        ______________________________________                                              _________________

        Name and Signature of CEO (or equivalent)                                                 Date




3 June 2010

	Section B


	 Review Classification (Please tick appropriate box below)

	 FORMCHECKBOX 
  Rejection of EduTrust application 

 FORMCHECKBOX 
  Non-award of EduTrust certification

 FORMCHECKBOX 
  Suspension or termination of EduTrust certification

 FORMCHECKBOX 
   Award of EduTrust tier

 FORMCHECKBOX 

Other decisions made by CPE



	Basis for Review (Please describe below)

	____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

  

	Fees payable (Please tick appropriate box below)

	           FORMCHECKBOX 
 S$1,500 (excluding GST) for PEIs with less than S$1 million turnover

           FORMCHECKBOX 
 S$3,000 (excluding GST) for PEIs with S$1 million to S$15 million turnover

           FORMCHECKBOX 
 S$5,000 (excluding GST) for PEIs with more than S$15 million turnover


Note : Post this form and other supporting evidence, together with a cover letter using your PEI’s official letterhead signed by the CEO or equivalent, to below address.

The Secretariat - EduTrust Review Panel 

             c/o The Council for Private Education 


2 Bukit Merah Central, #05-00, SPRING Singapore Building, Singapore 159835

Terms and Conditions Governing the Review for EduTrust Certification
Notice of Review

1 A PEI may submit a request for a review of the decision by CPE after being officially informed by CPE on the outcome of the PEI’s EduTrust application. The request must be made in writing on the requisite Notice of Review (NOR) form within 14 working days from the date of CPE’s notification of its decision.

2 The NOR Form and any supporting documents are to be sent to:

The Secretariat - EduTrust Review Panel 

c/o The Council for Private Education

2 Bukit Merah Central
#05-00, SPRING Singapore Building 
Singapore 159835

3 The NOR Form must be accompanied by a cover letter signed by the PEI’s Chief Executive Officer (or equivalent) and a photocopy of the “Notification of Award/No Award Letter”. 

4 The NOR must set out the PEI’s grounds for seeking a review succinctly but in sufficient detail, to provide the EduTrust Review Panel with a clear understanding of the basis for review.

5 Payment for the applicable fee must accompany the lodgment of the NOR or in a manner as advised by the Secretariat. The applicable fee is:

5.1 S$1,500 (excluding GST) for PEIs with less than S$1 million turnover;

5.2 S$3,000 (excluding GST) for PEIs with S$1 million to S$15 million turnover;

5.3 S$5,000 (excluding GST) for PEIs with more than S$15 million turnover.
6 Incomplete payment or non-payment of the applicable fee would render the application for review void.

Petition of Review

7 The Petition of Review (POR) (henceforth referred to as “Petition”) must be made on the requisite forms and submitted to the Secretariat. 

8 The Petition must be submitted within 21 working days after the Notice of Review (NOR) is lodged with the Secretariat.

9 The PEI must provide clear and succinct written submission(s) of the key reasons for seeking a review (refer to the ‘Written Submission’). The PEI must also submit supporting documents which are appropriately numbered or labeled as stated in Section C.
10 All written submissions must include:

10.1 An executive summary of the PEI’s petition;

10.2 A narrative of the facts relevant to the initial decision;

10.3 The points of fact relevant to the PEI’s petition; 

10.4 The argument for each ground of the PEI’s petition; and

10.5 A listing that states the EduTrust criterion that the PEI is seeking a review of in the written submission.
11 An incomplete submission would be deemed as void and will not be considered for review by the EduTrust Review Panel.

12 A PEI may be allowed an extension of the time period to lodge the supporting documents provided that a PEI has already submitted the Notice of Review within the stipulated time frame. The extension, if granted, is at the EduTrust Review’s Panel’s strict discretion and their decision shall be final.   

13 The EduTrust Review Panel may at its discretion, decide to call for a hearing if the case is complicated and oral evidence from the parties is required for clarification. 

14 During its deliberation, the EduTrust Review Panel may:

14.1 Request for further information or clarification via written submission; and/or

14.2 Summon any person to attend any hearing to give evidence; and/or 

14.3 Order a re-assessment of the PEI.

15 The EduTrust Review Panel may make the following decisions:

15.1 Uphold the petition in full or in part, and direct CPE to take the necessary follow up actions; or

15.2 Reject the petition. 

16 All decision(s) made by the EduTrust Review Panel on the petition outcome shall be final.

17 All decision(s) made by the EduTrust Review Panel shall be confidential and shall not be made public. 

18 The Secretariat shall communicate the decision of the EduTrust Review Panel to the PEI in writing. 

Others

19 Any form of derogatory name-callings, attacks or threats (verbalised and non-verbalised; written and non-written, physical and non-physical) towards the Secretariat and/or the EduTrust Review Panel by the PEI shall constitute as grounds for immediate rejection of the petition(s).

20 All fee payment(s) made are non-refundable.

21 The PEI is deemed to have agreed to the terms and conditions governing the review process.

22 The Secretariat and/or the EduTrust Review Panel reserve(s) the right to amend or vary the Terms and Conditions governing the Review of EduTrust Certification. 

3 June 2010
Please return a signed copy of the terms & conditions to the Secretariat – EduTrust Review Panel






