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Introduction

This Handbook is intended to provide you with useful information and guidance
relating to your study at LiPACE in a direct and expeditious way.

In addition to the information provided in this Handbook, you may also obtain
information on the School’s website at www.hkmu.edu.hk/lipace/ftp and by
contacting the programme team by phone or via email at:
https://www.hkmu.edu.hk/lipace/support-enquiries/contact-lipace/.

As a student of LiPACE, you are entitled to Microsoft Office 365 (0365) to access
email messages on Mobile phones/devices, through which both the School and you
can effectively communicate with each other. To keep abreast of the most-up-to-date
information, you are strongly encouraged to access the School’s website and check
your email account at least on a daily basis.
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Programme Information

2.

Exemption Policy

Exemption may be granted for individual courses if a student has successfully
completed a course of comparable content and standard at a recognized tertiary
institution or through a professional examination.

Recognition of Prior Learning (RPL): Anyone with certificates of ‘Recognition of Prior
Learning’ (RPL) under the Hong Kong Qualification Framework (HKQF) can apply for
exemption of courses. Applicants have to take the initiative to submit relevant
documents and there is always a limit set for course exemption. Be reminded that RPL
qualifications are NOT applicable to all programmes and the School has the final
authority to accept or reject any applications submitted.

Application for exemption must be submitted with supporting evidence (e.g. copies of
certificate of academic or professional qualification, syllabus, etc) no later than 14
calendar days after the course commencement. Late applications made after 2 weeks of
the course commencement will not be accepted.

Exemptions can only be granted up to 50% of QF credits / a maximum of 50% of the
courses in any circumstances. However, individual programme(s) may just allow less
than 50% of exemptions.

Applicants are required to fill in the “Course Issues Application Form” (FCS003) which
is available from the School Office or website
(www.hkmu.edu.hk/LIPACE/Forms/FCS003.pdf). A non-refundable administrative fee
will be charged on applications for each individual course exemption. For the details for
administrative fee of exemption, please refer to Table 1 on page 8 of this handbook.

Where necessary, applicants may be required to take an oral, written or practical
assessment in order to prove that they have achieved the required course standard before
the approval is granted.

Maximum Period of Study

For new intakes of programmes from September 2022, the maximum period of study of
a student shall be the normative period of study (N) of his / her programme plus two
years (N+2 years), e.g. 3 years for a part-time programme of which the normative period
of study is one year or less than a year. This period shall include any periods of leave of
absence, deferment and suspension of studies. A student must complete all graduation
requirements of his / her programme within this maximum period of study.

A student who fails to complete all graduation requirements of his / her programme

within the maximum period of study shall be required to de-register from his / her
programme of study.
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Attendance

Unless specified otherwise, students who apply for a Certification of Attendance must
have attended at least 70% of classes. Applications can be made within one year of
course completion by submitting a completed “Course Issues Application Form”

(FCS003).

Students who, without reasonable reasons (e.g. illness with medical proof), have failed
to meet the attendance requirement of an enrolled course will not be allowed to attend
the examination or pass the course or will be required to re-take the course.

Application for permission to be absent should be made, in writing, to the Programme
Leader not later than 7 calendar days after the absence and must be supported by relevant
documents. Approval for absence will normally be considered only in exceptional cases.
Under no circumstance will the actual attendance be affected by any leave application.

For claiming reimbursement from the Continuing Education Fund (CEF), students need
to meet the required attendance of at least 70% or such higher attendance requirement
as prescribed for the course (whichever is higher).

Assessment

For courses with examinations, students are required to adhere to the stipulated
guidelines set for examinations. For details, please refer to “Student Guidelines on
Examination” (Appendix A).

All Results of assessment are subject to Programme Management Committees’
moderation and approval. Unless otherwise specified, the assessment of the courses in
the Programme is graded according to the following scale:

Mark Grade

80 -100 A Excellent
70 —-79 B Very Good
60 — 69 C Good
50-59 D Pass

<50 F Fail

Zero mark will be given if a student is absent from the assessment without any valid
reasons (e.g. medical grounds). In addition, penalty will be given to students who do not
meet the deadline for assessment.

Students who would like to defer their assessment with legitimate reasons need to send
in their applications (using the “Course Issues Application Form” (FCS003)) with
relevant administrative fee and relevant supporting documents within 7 calendar days
after examination.

For the purpose of quality assurance, it takes time to monitor the assessment marking
and approve the assessment results. Transcripts/course results will generally be
uploaded to the Student Portal within 8-12 weeks after examination. Students could
view their academic record via the Student Portal. Those students who have provided
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their mobile phone number to the School will be notified by SMS after the results are
released on the Student Portal.

At the discretion of the Programme Management Committee (PMC), students who fail
marginally in a course may be granted one opportunity to redeem the failure by making
an application for reassessment to the LIPACE Dean. Students who get an “R” grade in
a course’s assessment need to be reassessed. They are required to apply for reassessment
by submitting a completed “Course Issues Application Form” (FCS003) to us with
relevant administrative fee within 14 calendar days of the results announcement. The
highest overall grade obtained in re-assessment will be capped at Grade “C”. Students
who are not granted the reassessment opportunity or who fail in the reassessment must
retake the course if they want to complete the programme.

Students who would like to appeal against their results should make their applications
(using the “Course Issues Application Form” (FCS003)), together with a non-refundable
administrative fee, within 14 calendar days of the results announcement. Applications
will be submitted to the Programme Management Committee for review and students
will be notified of the decision within 1 month of the date of the application.

Award

When the award is ready, students will receive SMS notification from LiPACE. For
security reasons, students are requested to collect their awards in person at the Kwai
Hing Campus (11/F, Tower 2, Kowloon Commerce Centre, 51-53 Kwai Cheong Road,
Kwai Chung, N.T.) upon presentation of their HKID Card. Alternatively, students may
authorize a representative with a signed authorization letter (Appendix B) (which should
indicate the names and HKID Card numbers of both the student concerned and the
representative) to collect the awards. The representative needs to present his/her own
HKID Card, and copies of the student’s HKID Card and Student Card for collecting the
award.

Students are required to collect the award by the stipulated deadline which is normally
within one month of the date of notification. Any uncollected award certificates would
be disposed of by the School after the deadline. Programme Certificate is a unique
document. No duplicate copy will be issued. Graduates graduated within 7 years from
when their application for re-placement of certificates is made, subject to the submission
of police report/notarized statement/declaration administered by Commissioner for
Oaths, can apply for a replacement certificate. The official documentary proof of the
loss of the certificate must include the following information:

* the applicant’s name and his/her HKID/personal ID number which has registered
with the School; and

* the lost certificate’s award title and the programme completion year; and

* that the lost certificate is awarded by Hong Kong Metropolitan University Li Ka
Shing School of Professional and Continuing Education.

The replacement certificate shall in general follow the current format of the award
certificate and bear the signatures of the current School officers. The application for
replacement of certificate shall only be processed after all the relevant documents and
the application fee have been received. It normally takes 4 weeks to process.
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Replacement of certificate is not applicable to graduates who have graduated more than
7 years. Graduates are advised to apply for a Testimonial to certify their graduation
status.

If a graduate of a programme repeats the same programme, the School will not issue the
programme award again. However, an updated transcript, which lists out all previously
completed courses in the programme, will be issued after the successful completion of
the whole programme.

A weighted average mark (WAM) will be calculated to determine each student’s

award classification (only applicable to Professional Diploma and Diploma
programmes). The formula for the calculation of WAM is shown as follows:

.lil
WAM = z (course weighting);, x (course mark);

where n
= number of courses taken in the programme

Unless otherwise specified, the Programme Award is classified as follows:

WAM Grade

80 -100 Distinction
70 -79 Credit

50 - 69 Pass

<50 Fail

Programme Management and Monitoring

Programme management and monitoring will follow the standard policies, mechanisms
and processes given in LIPACE’s Quality Assurance Manual. LiPACE will continue to
strengthen and diversify its programme provisions to embrace a wide portfolio of full-
time and part-time programmes in different disciplines and at different levels to create
value for learners at different stages of their learning needs.

The programme is overseen by a Programme Management Committee (chaired by
LiPACE’s Dean or his nominee), with the day-to-day operation being managed by the
Programme Leader.

The School is honored to have invited the external parties to assist in the programme
development and delivery.

Intake Schedule

The class confirmation and cancellation are subject to School’s decision. Due to
unforeseeable circumstances, LiIPACE reserves the right to make alterations about the
intake schedule and timetables that are considered to be necessary without prior notice,
though it will make every effort to minimize the inconvenience caused. Students are
advised to notice the School’s announcement and consult the Programme Leader as
appropriate.
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If the programme has been determined to be terminated, a phasing out teaching plan will
be provided for students to complete the programme.

Deferment of Study

Students who intend not to register for any courses in an intake because of health or
financial problems or other personal reasons with justifiable grounds but will
subsequently continue their studies may apply for deferment of studies to maintain a
valid enrollment status with the School.

Students who resume study after deferment will be required to re-take any uncompleted
courses. Partial completion of a course before deferment will not be recognized.

The period of deferment taken will be included in the calculation of the student’s
Maximum Period of Study.

A student who has been granted deferment of study shall not be entitled to the refund,
in part or in full, of the tuition fees paid. Upon resumption of study at the approved time,
the student can make use of the tuition fees paid for the deferred intake but shall be
required to settle additional tuition fees, if any.
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Financial Issues
10. Fee and Charges

a.  The programme fee is payable at the time of enrollment, in full or in instalments.
Payment can be made by cheque (payable to “Hong Kong Metropolitan University”),
EPS or Credit Card.

b.  The programme fee includes lectures, handouts, course assessments etc. but excludes
the fees for textbooks, professional examinations, membership application (if any) and
SO on.

c.  The fee(s) is subject to annual review.

d.  Students who have financial difficulties and are unable to settle the programme fee
should apply in writing for deferment at least 1 month before the payment deadline
with supporting evidence. For the details of deferred payment application, please
contact us.

e. Except for unsuccessful enrollments and programme/course cancellation, the
programme/course fee paid is not refundable. The Dean of LiPACE reserves the right
to waive this condition under extreme circumstances.

f. From time to time, students may make individual requests (such as application for
transfer of class, deferment of study/assessment etc.) using the “Course Issues
Application Form” (FCS003). A non-refundable administrative fee will be charged and
payable at the time of submitting applications. For details, please refer to Table 1 below
and the “Course Issues Application Form” (FCS003) on LiPACE website
(www.hkmu.edu.hk/LIPACE/Forms/FCS003.pdf).

Table 1 (Please refer to the “Course Issues Application Form” (FCS003) for all items.)

Charge Items Fee
Registration Exemption $470 per course
Programme/Course Fee Refund $250 per course
Programme/Course Transfer $300 per course
Deferment of Study $300 per course
Student Card Issuance / Replacement $100
Overdue payment charge $500
Re-registration charge $500
Certificate of Payment $100
Examination Deferment of Examination $250 per course
Re-assessment (resit examination/redo continuous assessment) $220 per course
Appeal against Results $650 per course
Graduation/ Certification of Attendance $300 per course
Certificate of | Certification of Achievement $300 per course
Study Re-placement of Award Certificate (please refer Programme $800
Information item 5b for details before application submission) ber copy
Additional Official Transcript $100 per copy
Testimonial $100 per copy
Certified True Copy (Award Certificate & Transcript) $100 per
document
University Certification of University Retitling $100
Retitling
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11.

Scholarship

In recognition of students’ academic accomplishments and also to promote continuous
learning, LiPACE has set up scholarship and discount schemes for graduates.

Graduates with distinction from the School’s Professional Diploma/Diploma
programmes will be awarded a scholarship of $1,000. The scholarship will be given in
the form of course coupons which can be used for enrollment on most of LiPACE’s
programmes and courses.

12. CEF and Financial Assistance

LiPACE strives to set the programme fee at a reasonable level to provide affordable
learning opportunities to most students. In addition, the School also makes proper
arrangements to assist those with financial needs.

Some programmes have been included in the “reimbursable course list” of the
Continuing Education Fund (CEF). To be eligible for reimbursement of tuition fees
under CEF, students need to attend no less than 70% of the contactable hours of the
course or such higher attendance requirement as prescribed for the course (whichever
is higher), and attain the overall mark of either 50% or such higher percentage of
assessment(s) as prescribed for the course (whichever is higher). For details, please
refer to CEF hotline (3142-2277) or website (www.wfsfaa.gov.hk/cef).

Students can also apply for the Extended Non-means-tested Loan Scheme (ENLS)
administered by the HKSAR Government’s Financial Assistance Schemes (SFO).
For details, please refer to SFAA hotline (2150-6222) or website
(www.wfsfaa.gov.hk/sfo).

Starting from 1 April 2021 till the official launch of the new affinity card, eligible
HKMU students who are existing principal cardholders of any BOC(HK) UnionPay
credit cards can apply for the “Interest-free Tuition Installment Plan” (“IFTI Plan”),
subject to specified terms and conditions, to facilitate their tuition payment. For any
eligible HKMU student who would like to enjoy BOC(HK)’s offer of the IFTI Plan
during the transition period but has not yet got a BOC(HK) UnionPay credit card,
please visit BOC(HK)) website at www.bochk.com/en/creditcard/details.html to apply
for the credit card and contact BOC(HK) directly for any related enquiries.

The School offers a 10% early-bird discount scheme for some courses to encourage
and support students to continue their studies. For details, please refer to the
“Discounts Policy and Financial Assistance” section on LiPACE’s Prospectus or
website (www.hkmu.edu.hk/lipace/admission/discount-policy-and-financial-
assistance/discounts-policy/).

According to the guidelines of the Continuing Education Fund, no discounts (including
course coupons) other than the early-bird discount are allowed for CEF reimbursable
programmes / courses.
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General Information
13. Student Identification

a.  Upon successful enrollment on LiPACE’s award-bearing programmes, students can
apply for a student card. Students are requested to use their student cards in conjunction
with their HKID cards as a means of student identification, particularly for class
commencement, course materials distribution and access to class venues.

b.  Students who have lost or damaged their student cards should apply for a replacement
card immediately by submitting the “Course Issues Application Form” (FCS003) and
pay an administrative fee. For the details for administrative fee of student card
replacement, please refer to Table 1 on page 8 of this handbook.

14. Student Conduct

a.  All students are expected to dress and behave properly in class and have good conduct
in academic matters. For example, the following behaviour/activities are not permitted

on LiPACE campuses:

o eating and drinking in class;

o using mobile phones in class;

. using video recorders or cameras (including those embedded in mobile phones)

in a classroom during classes, unless authorized by the instructor or academic
staff member in charge of the class

o using voice recorders (including those embedded in mobile phones) in a
classroom during classes, unless authorized by the instructor or academic staff
member in charge of the class;

o smoking on campus or in specified area outside the School’s campuses;

o drinking intoxicating liquor on campus or in specified area outside the School’s
campuses;

° conduct which unreasonably obstructs the teaching, learning, assessment,
research, administrative or consultative activities of the University, its staff, or
students;

o refusal to comply with any instructions or orders given by authorized persons of
HKMU and LiPACE prohibiting any misconduct;

. downloading and viewing obscene pictures, and reading or distributing of
obscene materials on campus;

. the use of HKMU and LiPACE facilities without authorization or for purposes
that are not connected with academic study or learning;

o defamation of, assault on or battery against any student or employee of the
School;

. willful damage to or defacement of any property of the University or in any

teaching venue used by the University for teaching and learning;

theft, fraud, misapplication of University funds or property of any kind;

betting and gambling;

sexual harassment;

abuse of or unauthorized use of the name of the University or the School that

puts the name of the University/ School into disrepute;

° harassment, discrimination, vilification or victimization involving issues of
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equal opportunities;
. a breach of personal data privacy; and
o engaging in and carrying out any illegal act.

Students who violate the class rules will be expelled from classes and subject to
disciplinary actions.

Students must pursue their studies with academic honestly. For assessment, students
must present their own work, honestly report their own findings, and properly
acknowledge the work which is not their own. Students who commit an act of
academic dishonesty (e.g. plagiarism, collusion in assessment, etc.) would be given a
mark of zero and liable to disciplinary actions.

The School is arbitrative on misconduct matters which are stated but not limited, in

any rules, regulations or policies made by HKMU or the School:

1)  the School’s teacher, tutor or other staff member who suspects that a student has
committed a disciplinary offence would report the matter to the class
teacher/course coordinator/programme leader, who will issue a formal verbal
warning upon the alleged offence and record the case in the Student Discipline
Record; whereas three formal verbal warnings will lead to a written warning.
Where the alleged offence is of a serious nature or involves aggravating factor, a
written warning will be issued to the offending student of forthwith;

2) a student ought to behave and stop the misconduct after being warned verbally
or upon being served with a written warning;

3)  without prejudice to the issue of fomal verbal warning and written warning, the
School Disciplinary Committee shall convene a hearing in relation to allegations
of a commission of a serious offence or repeated disciplinary offences;

4)  on conclusion of a hearing and upon the allegations being substantiated, the
School Disciplinary Committee may impose any of the following sanctions or
penalties, singly or in combination, as it may consider appropriate:

) a requirement to make good any loss of or damage to the property or
premises of the University or in the teaching venue used by the University
upon demand, failing which clauses 12¢(4)(i1) to (iv) shall automatically
be in effect until the requirement is fully satisfied and / or discharged;

i)  suspension of privileges afforded to student;

iii) suspension from any ongoing courses or further registration in any
courses offered by the School;

Iv)  suspension of the issue of certificates.

15. Student Learning Resources

a.

0365 is a free & permanent email and collaboration service to all students. It includes
anywhere access to the mailbox service across the desktop, web and mobile devices,
free storage, document sharing and editing, instant messaging, and video chat. The
account carries a domain name “@live.hkmu.edu.hk” which bears a lifelong identity
of HKMU. Students can access O365 at anytime and anywhere through the link:
https://student.intranet.hkmu.edu.hk/hkmu_0365.

LiPACE has set up a Student Portal on its website (www.hkmu.edu.hk/students) to
provide students with the following services:
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e  Update personal particulars
° Enquire academic records and course final grades

Students may login the Student Portal by taking the following steps:

. Login to MyHKMU by typing username (s + first 7 digits of student number)
and HKMU email password. (If you have not created your email password
before, please go to “Services & Support > Single Password Management” to
create your password.)

. Click the link “Student Administration > LiPACE programmes” at the top left
corner on the Student Portal front page.

° Select “Personal Information” to view personal information and updated
selected information OR

° Select “Academic Report” to view your academic record.

Cc.  The School also sets up an online learning platform (elipace.hkmu.edu.hk/) to
facilitate the communication and discussion in teaching and learning. Students are
required to use the platform during their studies.

16. Student Communications and Feedback

a.  LiPACE places great importance in effective communication with students. It is hoped
that through communication the School can obtain student feedback about the quality
of teaching and learning. Student feedback is an essential source of information for the
programme’s continual improvement and development.

b.  Students having any comments and suggestions about the programmes are encouraged
to communicate directly with relevant Programme Leader, either through informal
channels (e.g. telephone, email, etc.) or via formal channels (such as class visits,
meetings with students and course evaluation).

c.  Ifstudents have feedback which is a complaint in nature, on top of the above channels,
they may also convey their dissatisfaction by writing to the School’s Marketing and
Communications Unit-in-charge who will conduct an impartial investigation. LiPACE
strives to acknowledge receipt of the feedback within 2 working days or reply to the
non-anonymous complainant of the investigation results within 10 working days. All
complaints will be handled sensitively and with due consideration to confidentiality.
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17. Adverse Weather Arrangements

a.

If the Typhoon Signal No. 8 or above or the Black Rainstorm Warning Signal is still
hoisted at the following time before class/examination commencement:

e  6:30am: All classes/examinations before 2:00pm will be cancelled
e 10:00am: All classes/examinations between 2:00-6:00pm will be cancelled
e  2:00pm: All classes/examinations on that day will be cancelled

If the Typhoon Signal No. 8 or above is hoisted during classes/examinations, all
classes/examinations will be terminated. If the Black Rainstorm Warning Signal is
hoisted during classes/examinations, those classes/examinations already in progress
will continue.

Subject to the availability of campuses and the transportation conditions, if
theTyphoon Signal No. 8 or the Black Rainstorm Warning Signal is lowered before/at
the following time:

e  6:30am: All classes/examinations on that day will be held as scheduled

e 10:00am: All classes/examinations between 2:00-6:00pm will be held as
scheduled

e  2:00pm: All classes/examinations at 6:00pm and after will be held as scheduled

Students are advised to check the latest announcement on the School’s website
(www.hkmu.edu.hk/lipace).

18. Campus Access Policy

a.

The School reserves all rights to take further appropriate actions in case students
cannot comply with the Campus Access Policy (e.g. to reject the entry of students
concerned or to de-register the students concerned.).
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Appendix A: Student Guidelines on Examination

1.

Please arrive at the examination venue 15 minutes before the examination (including
oral examination) starts. Candidates arriving late will not be given extra time. After the
examination starts for 30 minutes, candidates will not be allowed to enter the
examination room.

FAARS 15 oETESS (B0 BERF AR R - EREE 30
TrEEHIE L > A AEHEAG -

Except for stationery and authorized materials, candidates should put all personal
belongings into their bags. Mobile phones and all electronic devices including smart
watches should be placed on their bags under the seat. Mobile phones, smart watches
and electronic devices should be switched off. Candidates should ensure that they do not
carry any of the above-mentioned items when the examination is in progress. Otherwise,
they might be disqualified from the examination and liable to disciplinary action.

PROCH R AR E R R EPIa0 - F A8 ERTA A E B A - IR
BiREEL M ATE R TS B ERE T ERBCERAL TR E o JRENEREE » BEE
N R RS SE R o AEANECRT SUET TR > DL (E AP R e
PR RS | S TS RHONZ S S E R 2 IS 57 -

Candidates should bring their Hong Kong identity cards and student ID cards to the
examination for identification. If the required documents do not correspond to the person
sitting the examination, the candidate shall be liable to disciplinary action.

VES I L R S 038 KR AERS » AR Bt SRE AE AT > B2 F
S A

Candidates should not leave the examination room during the first 30 minutes and the
last 15 minutes of the examination. If, after the first 30 minutes and before the last 15
minutes of the examination, a candidate wishes to leave the examination room, he/she
should raise his/her hand and get permission from the invigilator.

FERIaSE B & A/ N A R B s R AT oo (B A0 nT DUERBAE - 12
HARFfE - H IR EERAES > SRR TORE WA S B Rt TS EER S -

For Listening Examination/Test: candidates will not be allowed to enter the examination
venue when the listening part has started. Candidates can enter the exam room after the
listening part has been finished. The listening part will not be marked if the candidate
missed the listening examination due to late arrival.

R HFR S IRTEE D - BB BNFHbng - AT FEEARY - B
A HRE RS N - EERIEE S Mk - TTEAGY; - HAERNET]
stEReTes st - HISTEH B i A &% -

For Oral Examination/Test: After entering the examination room, candidates shall
present their Student ID card, HKID card and any other required documents to the
invigilator. After the examination, candidates should leave the examination preparation
room immediately and avoid making contact with other students in the room.
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Examination misconduct =1 2R 1T 5

7.1.

7.2.

Examination misconduct includes, but is not limited to, any of the following:

B2 S AR BT T Ry B EARTRAY -

7.1.1.

7.1.3.

7.1.4.

Taking into the examination room, or possessing or consulting while in
that room, any books, memoranda, notes, mobile devices, electronic
storage device such as an electronic organizer, diary or electronic
dictionary or any other similar materials, except such as may have been
supplied by the invigilator or authorized materials;

PRl e B (e Rrs e By Al (E Y Im b BT ERE  s
FiC  mBERE - HAUMEAERE TR (BEE T ) i
a0 RGN EEA &R E LY

. Aiding or attempting to aid another candidate, or obtaining or attempting

to obtain aid from another candidate/parties;

F AL B EGEE R = A BRI A EAT A2R BN
EEKRY)

Obtaining or attempting to obtain aid unfairly from any officer of the
School or any person as appointed by the School for the conduct of an
examination or the assessment activities, either during the period of an
examination or afterwards;

SR - FAERPHEAEEE - 2GR ER TR
AL B AL - AIEEHOKE) - SUEE A IEEHKE) |

Consulting, or attempting to consult, any books, memoranda, notes, mobile
phones, smart watches, electronic storage device such as an electronic
organizer, diary or electronic dictionary or any other similar materials
while temporarily outside the examination room during the period of an
examination.

T ¢%%%% SN SRR B SR LM EFE - s
FEC NS - R T8k - HMHERTE R e E T e (AR
) -

In serious cases of indiscipline, the invigilator shall have the power to discontinue
the examination of the candidate involved and to expel him/her from the

examination room if it is felt that such disciplinary action is essential.

{7 B B S ACHRAV(E ZE - B s B AR L AR EREsl ) ARE &
HEAMECZE LS -
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7.3. Any incident in which misconduct is suspected will be reported in full by the
invigilator including a written statement from the candidate taken at the end of the
examination. If the misconduct involves the introduction of notes or other similar
unauthorized materials, the documents concerned will be attached to the
invigilator's report and forwarded to the School.

BRSBTS B E IS K el — s sadwiig
[FI 58 5 A sk B =5 I O (i A AR A6 208 K SRR Bl M 2R P S A
AR - AR E S AR 2 a5

7.4. A candidate alleged to have committed misconduct under Notes to Students for
Examination Arrangements 7.1 or to have failed to comply with any of the
instructions governing the conduct of an examination specified by the School from
time to time, shall be liable to proceedings by the School as specified in the “Policy
Guidelines on Academic Regulations”.

(=5 EHFETE LSS G (FEZAR 7.1)  BORRESS £E IR K5
FBHATHEREMAAT - SEheerRig B0 & -

A student who is absent from an examination without permission from the School
concerned will not be granted another chance to take the examination. In case the
absence is caused by serious illness with sick leave granted, the student or his/her agent
should submit a relevant medical certificate (original) together with the completed form
of “Course Issues Application Form” to the Registry Unit for consideration. Any late
submission of an application or application without sufficient supporting documentation
will NOT be processed. In order to be counted as relevant, the medical certificate has to
relate to the date or period of the respective examination. The School will not consider
any evidence relating to the illness of a student that is not substantiated by a medical
certificate issued by a registered medical practitioner or registered Chinese medicine
practitioner. The student will be fully responsible for arranging directly with his/her
registered medical practitioner or registered Chinese medicine practitioner for any
medical evidence. Neither the School nor staff members of the School will obtain the
medical certificate on student’s behalf. A student who has achieved a pass in the
continuous assessment, if required, for the course and completed any compulsory or
attendance requirements, and whose reason for absence is deemed by the School to be
acceptable, may be exceptionally granted one attempt of deferred examination at a time
and place as arranged by the School. Deferred students who are absent from the
scheduled examinations will not be given alternative arrangements thereafter and a Fail
grade will be automatically given. Students should however note that deferment of an
examination is not applicable to resit examination(s) and further deferment of
examination(s).

FAEAEARYEEGAUENTEI MR R E S S E T - 2RI - A
PR B B O (R R L R T 4G T B S S - B A A NS EAE RIS T SRR 60
HEER ) EEARAVEAEHE (IEA) RERB R - ZREEHEHEY
FEESHVE R EEREREE > T RAR - S5 g5 B MIIR e
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W AREIHE B BRI A GRS - FAEMEARR AR ESRS &
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a) For Diploma of Applied Education: Student should submit “Course Issues
Application Form (FFT008C)” within 5 calendar days after assessment.

TEREE CRR BAER T IMESHEAFER ) (FFT008C) IR EHZEH 5
H NS 2 a2 -

b)  For Full-time Programmes (including part-time mirror HD programmes): Student
should submit “Course Issues Application Form (FCS003)” within 5 calendar
days after assessment.

2 HHEMEEERER S S8 ) 82 B8R SRIEEHFER(FCS003)
MR EFZE H S H AL B -

c)  For Part-time Professional Programmes: Student should submit “Course Issues
Application Form (FCS003)” and relevant administrative fees within 7 calendar
days after assessment.

FEEBIEERE - BRJUHE T IMESEEL ) (FCS003) K [FEHERETT
BrE Rz &E HTH NS BE BRiR HE -

Re-assessment 5 2% f4 &r

Except in special circumstances (e.g. marks below a certain level or attendance below
requirement), students who fail in a course may be granted one opportunity to redeem
the failure. The School has the discretion to decide the reassessment arrangement and
appropriate forms (e.g. supplementary examination). Details are as follows:

PREFRIEDL (BTN BURIN F— /KB R A AR ) - [H5IR H A S8RV FEE
A —REHEHAEE > AR EN X Z 2R 72 (5 ) — MRS E -
[FEIEARERR - BT

9.1. Students who fail the examination of a regular course for the first time and obtain
grade “R” are allowed to be re-assessed. Those with grade “F” are required to re-
take the course.

AE AR VR — KRR R A 518 - € RPFERHVER B if A8 —RE
HratiztkeE - Mg T ERIEEAVAEREZAH

9.2. Under no circumstances, re-assessment students who are absent from the
scheduled examinations will not be given alternative arrangements thereafter and
a Fail grade will be automatically given. Students should however note that
deferment of an examination is not applicable to re-assessment.

TR B e R T A RS HE T o S B R A A S A S A S A%
BRITS RN IESS NI T HRE H Bk B et 1 st - S AR ER R
S B B e XA RS
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9.3. Grade of Re-assessment B 5% 2 45

Grade of Re-assessment will be capped at “Pass” or “Fail”. Students who fail in
the re-assessment have to retake the course if they want to complete relevant
programme.

BT Z SRR T ats ) R A e REEEIERENEHXE R
WHEEA R H PLSe R E SRR -

a) For Diploma of Applied Education: Grade of Re-assessment will be capped at
Grade D.

TERZBE Ol M E LS B HAE S T &1%, (D %) s -

b) For Full-time Programmes (including part-time mirror HD programmes) and
Part-time Professional Programmes: Grade of Re-assessment will be capped at
Grade C.

2 B (EfEFRERSSCUR) MAEHHERE  BEEEHZVE R
e HAEESE TC 5 A -

9.4. Reassessment Application F &5 EE FrEFA%

Students would like to take re-assessment are required to submit a re-assessment
application by filling in the “Course Issues Application Form (FCS003)” with a
prescribed administration fee for each course to the Registry Unit within 7
calendar days of results announcement (for Full-time Programme (including part-
time mirror HD programmes)) / within 14 calendar days of results announcement
(for Part-time Professional Programmes). Students who fail to submit application
of re-assessment or pay the administrative fee by the deadline will be rendered fail
(“F”) for the course.

FrA AR E R BUE Y T iREBIHHEER | (FCS003) K H[E
FRAHBITEE AR REE AR 7 HN(2 H e BREsEEH = gos0R)
/RGN 14 BN GRERHISESERE ) MBS IESCHER - B R
REETHEEE M em > MR EEET R TF) CRREE) -

10. Enquiries 756
Registry Unit (Examination and Timetabling)
Address: Kwai Hing Campus, 11/F, Tower 2, Kowloon Commerce Centre, 51-53, Kwai
Cheong Road, Kwai Chung, N.T.
Tel: 31209988

ol (Bl FERE SRR

Hidk: © FREEEZE AR 51-53 SRS TS 2 B 11 SRR B
BT © 31209988
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Appendix B: Letter of Authorization

d \ LiPACE

BHNMRASTFRARERESFRE
Hong Kong Metnopalitan University

Li Ka % hing Schoal of Professional and
Continuirg Education

HURHHE alte2y

Advancing VPET and Lifelong Learning

LETTER OF AUTHORIZATION

(Full English Name)

authorize (Full Enghish Name)

following on my behalf:

Please tick on the appropriate box(es):

| *Professional Diploma / Diploma

(Programme Code: : Programme Title:

| *Professional Certificate / Certificate

(Programme Code: : Programme Title:

| *Certificate/Letter of Completion

(Course Code: : Course Title:

| Certificate of Attendance

(Course Code: - Course Title:
O Transcript
(Programme Code: : Programme Title:

| Endorsed CEF Application Form

(Student No.),

(HKID No.) to collect the

Endorsed CEF Remmbursement Claim Form

| Letter of Payment

| Others, please specify:

* Delete where inappropriate

1 Tattach a copy of HKID card for venification.

Signature:

Date:

P. 20
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Fisk A: HEHA

1.

Please arrive at the examination venue 15 minutes before the examination (including
oral examination) starts. Candidates arriving late will not be given extra time. After the
examination starts for 30 minutes, candidates will not be allowed to enter the
examination room.

[EEZARRR 15 riEflEsls (O BRF AR Ay - EEREE 30
TTEEE L NAEEAGE -

Except for stationery and authorized materials, candidates should put all personal
belongings into their bags. Mobile phones and all electronic devices including smart
watches should be placed on their bags under the seat. Mobile phones, smart watches
and electronic devices should be switched off. Candidates should ensure that they do not
carry any of the above-mentioned items when the examination is in progress. Otherwise,
they might be disqualified from the examination and liable to disciplinary action.

PRSCE AR E R R E Y > B A BEATAE (E AV A S B aE B - I
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Candidates should bring their Hong Kong identity cards and student ID cards to the
examination for identification. If the required documents do not correspond to the person
sitting the examination, the candidate shall be liable to disciplinary action.

eSS A e A S as KR AESE AR LR SRS A AT > B R2
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Candidates should not leave the examination room during the first 30 minutes and the
last 15 minutes of the examination. If, after the first 30 minutes and before the last 15
minutes of the examination, a candidate wishes to leave the examination room, he/she
should raise his/her hand and get permission from the invigilator.

FERAAE S wA IR -/ INRF A R St SRR+ T 0088 - (A5 A 80 7] LABEBHEASS - 12
HMiRefE] > AR Bl S B ToRED MR R BT R R -

For Listening Examination/Test: candidates will not be allowed to enter the examination
venue when the listening part has started. Candidates can enter the exam room after the
listening part has been finished. The listening part will not be marked if the candidate
missed the listening examination due to late arrival.
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For Oral Examination/Test: After entering the examination room, candidates shall
present their Student ID card, HKID card and any other required documents to the
invigilator. After the examination, candidates should leave the examination preparation
room immediately and avoid making contact with other students in the room.
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Examination misconduct =1 2R 1T 5

7.1.

7.2.

Examination misconduct includes, but is not limited to, any of the following:

2N CE AR BRI T R EFREARFY -

7.1.1.

7.1.3.

7.1.4.

Taking into the examination room, or possessing or consulting while in
that room, any books, memoranda, notes, mobile devices, electronic
storage device such as an electronic organizer, diary or electronic
dictionary or any other similar materials, except such as may have been
supplied by the invigilator or authorized materials;
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. Aiding or attempting to aid another candidate, or obtaining or attempting

to obtain aid from another candidate/parties;
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Obtaining or attempting to obtain aid unfairly from any officer of the
School or any person as appointed by the School for the conduct of an
examination or the assessment activities, either during the period of an
examination or afterwards;
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Consulting, or attempting to consult, any books, memoranda, notes, mobile
phones, smart watches, electronic storage device such as an electronic
organizer, diary or electronic dictionary or any other similar materials
while temporarily outside the examination room during the period of an
examination.
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In serious cases of indiscipline, the invigilator shall have the power to discontinue
the examination of the candidate involved and to expel him/her from the
examination room if it is felt that such disciplinary action is essential.
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7.3. Any incident in which misconduct is suspected will be reported in full by the
invigilator including a written statement from the candidate taken at the end of the
examination. If the misconduct involves the introduction of notes or other similar
unauthorized materials, the documents concerned will be attached to the
invigilator's report and forwarded to the School.
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7.4. A candidate alleged to have committed misconduct under Notes to Students for
Examination Arrangements 7.1 or to have failed to comply with any of the
instructions governing the conduct of an examination specified by the School from
time to time, shall be liable to proceedings by the School as specified in the “Policy
Guidelines on Academic Regulations”.
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A student who is absent from an examination without permission from the School
concerned will not be granted another chance to take the examination. In case the
absence is caused by serious illness with sick leave granted, the student or his/her agent
should submit a relevant medical certificate (original) together with the completed form
of “Course Issues Application Form” to the Registry Unit for consideration. Any late
submission of an application or application without sufficient supporting documentation
will NOT be processed. In order to be counted as relevant, the medical certificate has to
relate to the date or period of the respective examination. The School will not consider
any evidence relating to the illness of a student that is not substantiated by a medical
certificate issued by a registered medical practitioner or registered Chinese medicine
practitioner. The student will be fully responsible for arranging directly with his/her
registered medical practitioner or registered Chinese medicine practitioner for any
medical evidence. Neither the School nor staff members of the School will obtain the
medical certificate on student’s behalf. A student who has achieved a pass in the
continuous assessment, if required, for the course and completed any compulsory or
attendance requirements, and whose reason for absence is deemed by the School to be
acceptable, may be exceptionally granted one attempt of deferred examination at a time
and place as arranged by the School. Deferred students who are absent from the
scheduled examinations will not be given alternative arrangements thereafter and a Fail
grade will be automatically given. Students should however note that deferment of an
examination is not applicable to resit examination(s) and further deferment of
examination(s).
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a) For Diploma of Applied Education: Student should submit “Course Issues
Application Form (FFT008C)” within 5 calendar days after assessment.
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b)  For Full-time Programmes (including part-time mirror HD programmes): Student
should submit “Course Issues Application Form (FCS003)” within 5 calendar
days after assessment.
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c)  For Part-time Professional Programmes: Student should submit “Course Issues
Application Form (FCS003)” and relevant administrative fees within 7 calendar
days after assessment.
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Re-assessment 5 2% f4 &r

Except in special circumstances (e.g. marks below a certain level or attendance below
requirement), students who fail in a course may be granted one opportunity to redeem
the failure. The School has the discretion to decide the reassessment arrangement and
appropriate forms (e.g. supplementary examination). Details are as follows:
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9.1. Students who fail the examination of a regular course for the first time and obtain
grade “R” are allowed to be re-assessed. Those with grade “F” are required to re-
take the course.

AE AR VR — KRR R A 518 - € RPFERHVER B if A8 —RE
HratiztkeE - Mg TE V2 EAVHERZRHE

9.2. Under no circumstances, re-assessment students who are absent from the
scheduled examinations will not be given alternative arrangements thereafter and
a Fail grade will be automatically given. Students should however note that
deferment of an examination is not applicable to re-assessment.
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9.3.

9.4.

Grade of Re-assessment EEHT5FA% 2 ik 45

Grade of Re-assessment will be capped at “Pass” or “Fail”. Students who fail in
the re-assessment have to retake the course if they want to complete relevant
programme.
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a) For Diploma of Applied Education: Grade of Re-assessment will be capped at
Grade D.
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b) For Full-time Programmes (including part-time mirror HD programmes) and
Part-time Professional Programmes: Grade of Re-assessment will be capped at
Grade C.

% IR SO0 RAGHEI BT MBS E AT AR
25 A C SR -

Reassessment Application HH 5 B8 #3144

Students would like to take re-assessment are required to submit a re-assessment
application by filling in the “Course Issues Application Form (FCS003) with a
prescribed administration fee for each course to the Registry Unit within 7
calendar days of results announcement (for Full-time Programme (including part-
time mirror HD programmes)) / within 14 calendar days of results announcement
(for Part-time Professional Programmes). Students who fail to submit application
of re-assessment or pay the administrative fee by the deadline will be rendered fail
(“F”) for the course.
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10. Enquiries &z
Registry Unit (Examination and Timetabling)
Address Kwai Hing Campus, 11/F, Tower 2, Kowloon Commerce Centre, 51-53,

Tel

Kwai Cheong Road, Kwai Chung, N.T.
31209988
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Hong Kong Metropolitan University Advancing VPET and Lifefong Learning
Li Ka Shing School of Professicnal and
Continuing Education
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Advancing VPET and Lifelong Learning for All
REBEHE SR EEE

Hong Kong Metropolitan University
Li Ka Shing School of Professional and Continuing Education
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Kwai Hing Campus ZEFRE

8/F-11/F, Tower 2, Kowloon Commerce Centre, 51-53 Kwai Cheong Road, Kwai Chung, N.T. (Exit E, Kwai Hing
MTR Station)
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HKMU-CITA Campus 735 E
201-203, Lai King Hill Road, Kwai Chung (opposite to Exit A1, MTR Lai King Station)
LR, LS 201-203 5F (58S Al W LT H)

Tel &Ezh 1 (852) 3120-9988
Fax {HE 1 (852) 2381-8456/ (852) 3568-0494
Email 25 %[ : lipace@hkmu.edu.hk

Website 48 E : www.hkmu.edu.hk/lipace
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