
IS480 CLIENT MEETING MINUTES 2 

 

Date 6 August 2013 
Week 
14 

Time 1.30pm  

Venue Institute of Adult Learning – level 6 

Attendees LEE Yi Xian, LIM Ken Khoon, TAN Mei Zhen, Fiona WOO Yu Mei, Marc Sim 

Agenda 
Discussion on the questions that were previously sent to Client. 

 

Item  Discussion Points Follow Up Action 

1.  

General 

 All perm and contact staff are handled the same way, and 

some might have bond. 

 All the employees are directly employ by the company 

except the intern. 

 When the person leaves, administrator will de-active the 

account instead of deleting it. 

 4 roles in the company: 

o White-

Technical director, Project director, Project 

Manager, Managing Director) 

o Blue-collared (Marc’s role considered blue-

collared) 

o Drivers 

o Workers 

 Line Manager = supervisors 

 Blue-collared: access to computer. Or (drivers) approach 

HR lady. + notification 

 Levy is revised every half a year. 

 HR prepares the cheque, MD issues them/sign them 

 Missing data such as education qualification and date 

joined should be inside the softcopy/system 

 Notification should be send by email. Notification must be 

send to the next in-line person that required action. 

 Employee type must be capture in the system 

 Administration must be able to change the organization 

chart. (system must be able to cater for further upgrade) 

 If something doesn’t required cost & not important don’t 

need MD approval. 

 MD will have the final say that have anything that do with 

$. 

 HR Department allow to active/deactive user account 

   

Nil 

2.  

Training  & Development 

As-Is 

 Process 
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1. Start with filling up the external course form 

2. HR department will get the required details first 

and fill up the identification of employees training 

needs form.  

3. Get the approval from Manager Director (MD). 

4. Employees went through the training course and 

fill up the effectiveness of the training form after 

the course. 

5. HR department will fill up the employee training 

record after receiving the certificate (90% of the 

external course will have the certificate) 

 For internal training, as long as there is no involvement in 

cost, it does not require MD approval. 

 There is no proper documentation on the reason that the 

employee failed the training course. Instead, Marc will talk 

with them to get the reason. <Blue collar> 

 Usually the workers are send to some training course 

because of some policy/law.  

 HR department will determine if the training is an 

internal/external training course. 

 HR department may attach the training brochure to the 

external training form for the location detail etc. 

 The HR department does most of the current form or 

document and someone with the same authority is able to 

cover sign. 

 If HR department do not approve a proposal, line manager 

will justify the reason verbally or by email to the HR 

department. 

 Line manager should be the one in-charge of assigning 

people to conduct internal training.  

To-Be 

 Follow the work process that is drawn. (Scenario 1) 

 The First person to propose should be the line manager. 

 Self-propose should go through their line manager. 

 Missing data such as education qualification and date 

joined should be inside the softcopy/system, although 

education qualification may not be relevant to the training 

course. 

 The system should have a check box that indicates if the 

training is pass/fail and it should not be too lengthy. 

 The system should be having similar format to the given 

forms. 

 Training certification must be capture into the system. 

 

 

Prepare As-Is (if there is more question) 

Prepare To-Be for discussion 

3.  

Compensation/Benefits 

 

As-Is 

Leave 

 Annual leave is 7 days, maximum is 21 days 

Prepare As-Is (if there is more question) 

Prepare To-Be for discussion 



 If the person is taking leave, the employee needs to notify 

the others on which day he/she is not around. 

 If the employee need bring his wife to see doctor, usually 

the company will just cover one eye and let them go for a 

few hours. 

 Line manager will approve the leave. 

 Blue collar + driver and above is able to apply leave. 

 Workers no leaves, off days no pay. If they want to go back 

to their country (as passports are withheld by the 

company), it will not handled by the system, there’s 

different framework for this. 

 If employee is away from long leave, whether they still 

enjoy the same remuneration is depend on the top 

management. 

 

Medical Benefit 

 Medical Compensation is $30 per visit and up to $200 per 

year 

 $30 per consultation. $200 per year. Package with medical 

group. Card will enable employee to seek medical 

attention. No claiming. Medical group will email. (we won’t 

be including this in the system) 

 Hospitalization fees will be claim from insurance, however 

not all fees is claimable from the insurance. 

 

Funds/Claim/CPF/Levy and others 

 Invoice for claim will go through HR department. 

 For fund transfer, the reference no. is recorded or their 

confirmation page is being attached to the payment 

voucher 

 There is no record whether the employee has UOB 

account, if the employee has, they will just tell the HR lady 

off hand. No records made 

 CPF deduction is standard for local and PR (Check CPF 

website) 

 Include levy for the FT 

 CDAC fund contributed is depend on race: mendaki fund 

etc. follow min. 

 All reimbursements follows MOM policy. 

 Before the remuneration process, they will take into 

account the increment + bonus procedure. Bonus is the 

variable made component. 

 

To-Be 

Leave 

 Increment for leave should be automated by the system 

 Annual leave change to 14 days 

 Number of leave should be adjustable by administrator 



 Medical Certification (MC) should be capture by the 

system. 

 Notify all other employees if an employee is on leave by 

email. 

 Other than the annual leave, the rest will follow the policy 

given by MOM. 

 For leaves such as marriage or compassionate (not handled 

by MOM), put under the category of “Others” or according 

to management discretion. 

 HR department will collect the medical cert and scan it into 

the system 

 

Medical Benefit 

 Only legal marriage is allow to claim for maternity leave. 

Need doctor clarification and marriage certificate/ cert 

number for guys who wish to take maternity leave. 

 

Funds/Claim/CPF/Levy and others 

 Intern pay is not required in the system. 

 Part-time employees’ salary must be capture inside the 

system. 

 Payment voucher must be sign and need 2 copy (1 

company copy, 1 employee copy). 

 Allowance should be capture inside the system and there 

should not be any limit for the top management variable 

(e.g. Marc’s brother, Elson, has variable amount of 

allowances like the phone bill is unlimited. It changes 

depending on the MD’s discretion.)  and it is recorded in 

offer letter. 

 Claims should be done with salary but it will not be CPF-

able  

 Claims will be checked by the 5 management people 

(Managing director, Technical Director, Project Director, 

Project Manager, Business Development). But cheque 

always signed by Managing director 

 System should be able to generate out report that indicate 

how much levy have been paid. 

 Insurance is not included inside the system. 

4.  

Performance Management & Appraisal 

 

As-Is 

 Based on NWC policy and appraisal scored. The 

incremental amount is not fix. 

 Need 3 month of notification/appraisal for salary 

increment. 

 Only the management level is able to propose salary 

increment. Assuming that line manager has already agreed 

on it. 

 practice AWS/NWC/VWC policy in the performance 
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Prepare As-Is (if there is more question) 

Prepare To-Be for discussion 

 

 



 

Summary of tasks to complete: 

incentive 

 normal salary increment is 1 year and the increment date 

should be end of the following month. 

 Increment date and appraisal date is different 

 Appraisal doesn’t affect the AWS/NWC/VWC 

 Workers don’t need appraisal. Their increment is based on 

their line manager and is not needed in the system. 

 Appraisal score is for salary increment and appraisal score 

+ performance + rate of return (company) is for the bonus 

 If the employee leave the company, they don’t need to do 

the appraisal 

 There is no proper documentation for the interview with 

the employee. 

 Employees will not see their own appraisal because of 

sensitive issue. 

 Top Management will be allow to review/edit submitted 

appraisal 

 Line manager is not allowed to edit appraisal after 

submission 

 MD is the one who will approve the appraisal. 

 The increment amount is indicated in the appraisal before 

it is submitted to the MD. 

 Date joined will affect the increment date 

 Increment is usually round to the nearest 50 /100 

 

To-Be 

 No automation in salary increment. 

 Salay increment should be automated once the amount is 

decided 

 To confirm again if amount of salary increment should be 

automated 

 Need the date of the official salary increment. (need the 

date and month) 

 Increment history should be stored. The system will show 

the latest increment by the default, but admin/HR/Top 

management is allowed to view the increment history. 

 The process of increment salary must go through the 

appraisal. 

 AWS/NWC/VWC will NOT be included in the system 

 

S/N  Task description: Participants Involved: Due Date 

1.  

 

Compile the question and answer and put inside the 

dropbox 

Yixian (Training & Development) 

Kenkhoon (Performance 

Management & Appraisal) 

 

10/08/2013 



 

Next Team Meeting Next Client Meeting 

11/08/2013  

 

The meeting was adjourned at 1530 hrs. These minutes will be circulated and adopted if there are no amendments 

reported in the next three days. 

Prepared by, 

 Lee Yi Xian 

Vetted and edited by,  

Lim Ken Khoon 

 

2.  
Prepare As-Is (if there is more question)  

Prepare To-Be for discussion 

Everyone on your respective 

module 

11/08/2013 

3.  
Request to voice record the subsequence meeting with 

client 

Subsequence minutes taker  


