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Institute Information EBEZERE

Institute of Professional Education And Knowledge (PEAK) is a member of the VTC Group with over 20 years of
experience in professional training and corporate human resources development. We are one of the leading in-service
training organisations and qualifying bodies in Hong Kong. Our programmes cover the following areas: financial services,
management, information technology, languages, construction, real estate & property management and food safety. In
2016/2017 alone, over 80,000 adult learners have enrolled in our programmes. In the area of corporate training, since
2003, more than 200 well established companies have adopted our products and services to enhance the technical
competency and professional expertise of their employees.
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Contact us B4 IR

Address: 9/F, VTC Tower, 27 Wood Road, Wanchai, HK
Office Hours™; Mon — Fri:  8:45am — 8:00pm

Sat: 9:00am — 12:00noon

(Closed on Sundays and Public Holidays)
General Enquiry: Tel: 2836 1922

Website: http://www.peak.edu.hk/

EAlE L B IGE 27 S SR E RS 0 A
b /NS ETi B2 A/ URU- 757 20 /U

B TR R R
(ZHIH KA RBIRRE)

— AR AE: B 28361922
4t http://www.peak.edu.hk/

M PEAK’s Reception Counter will be closed at 5:15pm on Winter Solstice, Christmas Eve, New Year’s Eve and Lunar New Year’s Eve (If the
mentioned festive days are Saturdays, the office hour is 9:00am to 12:00noon). If you have any enquiries about our opening hours on other festive
days, please contact us at 2836 1922.
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Programme Administration zRfZEH
Enroliment 3RiZ8%

) Please use the specified enrollment form and follow the “Notes to Applicants” in the form to apply for programmes.

) Applicants should show the Hong Kong Identity (HKID) Card / Passport / Travel Document, or valid visa / entry permit for study
issued by the Immigration Department of the Hong Kong Special Administrative Region (HKSAR) for enrollment.

) Individual programmes may have specific admission requirements. Applicants should refer to the admission requirements of the
individual programmes.

) All places are allocated on a first-come-first-served basis. Incomplete forms and forms received without payment will not
be processed.
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Deadline for Application #l#- HE

The deadline for application is 7 working days™ prior to the class commencement date (The enrollment deadline might be subject to
change depending on the enrollment status).
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Notification of Class Commencement FHSE3EAN

Successful applicants will be notified of the class confirmation and relevant information by the contact method specified on the
enrollment form at least 3 working days™ before class commencement. PEAK will not be responsible for the loss of class notification
sent by mail. For in-person application for Continuing Professional Development (CPD) Programmes that have already been confirmed
to commence at the time of enrollment, the applicants will be given a “Confirmation of Class Commencement” immediately after
completing the enrolliment procedures at PEAK reception counter. Please contact us at 2836 1906 if you do not receive the notification
3 working days™ before the class commencement.
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Programme Fees / Receipt E% | ki

For a programme commencing within 7 working days™ at the time of enrollment, students are required to settle the programme fees by
cash.

Programme fees paid are non-refundable, except for cases of unsuccessful applications and programme cancellation or
rescheduling. Fees paid and places enrolled are also not transferable, and request for programme swapping will not be
entertained.

Students will collect and sign to acknowledge collection of the receipts at the first lesson. Fees paid after the enrollment deadline may
result in delay in receipt issuing. For those who have not collected the receipts during the first lesson, our staff will contact them for the
receipt collection arrangement. If students choose to collect the receipts by mail, PEAK will not be responsible for any loss in mailing.
Students will be required to pay an administrative charge of HK$100 for their requests for each additional receipt copy. Please send
crossed cheque payable to “Vocational Training Council” with a written application to “The Programme Team” of the Institute. For enquiry,
please contact us at 2836 1862.
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Class Venue |sfjhm:

Unless otherwise specified, all classes will be held at VTC Tower, 27 Wood Road, Wan Chai, Hong Kong. Please refer to the venue
directory at PEAK before attending classes, or call us at 2836 1922 for enquiry.
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Medium of Instruction FSsRsE=

Except language programmes, programmes specified to be conducted in English, and Professional Certificate, Professional Diploma,
degree and Postgraduate Diploma programmes, all classes are conducted in Cantonese and supplemented with English terminology.
Programme handouts will be provided in Chinese or English.

PReE L ~ —LLiEE LIRS - BHEEE © HEUB - B RRESUBIRIESN - FrA S DIRREERER - M DS S R AR » s
Ry PSS

Attendance-Taking Procedures EiEZfEFE

Students are required to take attendance at the Reception Counter of PEAK or venue specified in the class confirmation letter for the first
lesson. For the remaining lessons, attendance will be taken in the classroom. Taking attendance for another student is strictly prohibited.
If found, PEAK has the right to terminate the study of such student and the fees paid will not be refunded. For Continuing Professional
Development (CPD) programmes, the CPD / CPT hours of students who are late for class will be deducted on a pro-rata basis.
PEAK has the right to ask the students to present the valid identification documentations (HKID Card / Passport / Travel Document, or
valid visa / entry permit for study issued by the Immigration Department of HKSAR) for identity verification purpose. In particular, CPD
Students should read and observe the “CPD Programme — Notes to Students” carefully.
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#\Working days (exclusive of Saturdays, Sundays and Public Holidays)
#TAER (REFEEIS - HRARIRED)
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MPFA/SFC/ECF/ A& | BEs / ﬁ%)% / ﬁg;ﬁ

1.

Students of Continuing Professional Development (CPD) programmes are required to sign in and out on the
attendance sheet for every single class. CPD / CPT hours will be given to students according to the attendance
record. Students who have not signed in and / or out on the attendance sheet for a particular class will be deemed to
have been absent from that class.
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Students who are late for a CPD class should go to PEAK’s Reception Counter at 9/F VTC Tower or to the
Registration Desk right outside the classroom (where applicable) to sign on the attendance sheet. The CPD / CPT
hours of students Who are late for class will be deducted on a pro-rata basis.
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CPD / CPT hours for students will be calculated on a pro-rata basis according to the attendance record. Please note
that the minimum unit of CPD / CPT hour is 0.5. Hence, for students who are late for class, absent from the class or
leave before the class ends, even for less than 30 minutes, a minimum of 0.5 hour will be deducted.
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To comply with Guidance Notes on Assessment of Continuing Professional Development (CPD) Activities under the
CPD Programme of the Insurance Intermediaries Quality Assurance Scheme (I11QAS) published by the Hong Kong
Council for Accreditation of Academic and Vocational Qualifications (HKCAAVQ), the following regulations are
effective from 1 May 2019. Students who are late for class, absent from the class or leave before the class ends
cumulate 15 minutes or more, 0.5 IA-CPD hour will be deducted.

TREE BT SR EERTE 5 (FEER) B T orbg o/ ARERSEE] g 2 T RAEECERIETE] 5 HYEDR
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Students will not be given any IA-CPD hours |f they are late for class for 30 minutes or above

#E] 30 gl b - AR

Time spent on recess, lunch or assessment such as test or examination will not be counted as CPD hours.

M~ FRESE IR - BIATHIBREE S, - R RES ARSI

Students should arrive PEAK’s Reception Counter at 9/F VTC Tower or to the Registration Desk right outside
the classroom 15 minutes before the class commencement time for registration.

E2AE 78 BREE BRYEHAT 15 @B ZERRSEH| G5 AR 9 185 IS B3 e s 4 i S E DR PR AP ]

Students must fulfil the above requirements of HKCAAVQ for obtaining the CPD hours and Certificate from PEAK.
AR IEST R T AP R 0K - U7 A S s I B 22 e iE %y CPD 2253 KGgE -
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9.  Students will not be given any MPFA, SFC and ECF hours if they are late for class, absent from the class or leave
before the class ends in total for MORE than the specified time shown in the following table.
T « FOURSERE IR T - R AR ST MPFA » SFC R ECF B -
Fl?rli)rart;?:rr?; No MPFA, SFC and ECF hours will be given if students are late for class, absent from class or
(H%ur(s)) leave before the class ends for more than the specified time below
smioneey R - FIREBEEHRE S IEA TR - B RRERG(EA MPFA » SFC J ECF K
1 15 minutes / 15 47¢%
2 15 minutes / 15 47§
3 30 minutes / 30 47 §#
4 30 minutes* / 30 435E*
5 1 hour* / 1 /]NEE*
6 1 hour*/ 1 /\HE™*
7 1 hour*/ 1 /\HE™*
10 2 hours* / 2 /]\NiE*
*Note: For programmes which comprise 2 lessons, MPFA, SFC and ECF hours will be given based on
the total duration of the programme that the students have attended.
*5E AR T TR E BT - ABERHZ A IR E VAR R TR MPFA, SFC K¢
ECF 0% -
10.  Students will not be given any CPD / CPT hours of the “Law Society of Hong Kong” if they are absent or late for
more than 10 minutes for a programme of less than 3 hours in duration.
B R T B BER = 10 g8 ELl b o TIEREREU DI =/NEE - TR T T AR S | AR
SEHE(E (CPD) / FpaEE%H (CPT)HFEL -
11.  Students should refer to the digital clock displayed at PEAK for signing in and signing out purpose.
AR B RE AR P B 68 PR R BSf SO BB A LIRS B -
12.  No eating or drinking is allowed in classrooms.

ARENA R -

Estate Agents Authority (EAA) HEMREHEEF

1.

Students of EAA Continuing Professional Development (CPD) programmes are required to sign in and out on the
attendance sheet for every single class. EAA CPD points will be given to students according to the attendance
record. Students who have not signed in and / or out on the attendance sheet for a particular class will be deemed to
have been absent from that class.

LSt (LS SRS (EAA CPD) 3RE. B34 » S SSRGS L3l g — SR s
TERESE B4t DUEETE EAACPD 827y - BRAE AR Bl Rt B4 SE B34 IR — R E oS
R o

Students who are late for a CPD class should go to PEAK’s Reception Counter at 9/F VTC Tower or to the
Registration Desk right outside the classroom (where applicable) to sign on the attendance sheet.

B RS BER - SRS SRR AR O iR S BR bR A4 B = A BT 55 P 9 & L [F) =5 (A 2 ) o
F -

EAA CPD points for students will be calculated according to the attendance record. Please note that the minimum
unit of EAA CPD point is 1. Hence, for students who are late for class, absent from the class or leave before the
class ends for any reason in total for more than 15 minutes, a minimum of 1 EAA CPD point will be deducted.

B34 WIMERY EAA CPD 227 RIRIB I SR ERVECHkE TR - ARINFEI R/ VEA L 177 - AawmEEA - 2
A BEF] - FURBEEFAER = Sl i 16 rsse Dl B E AT 1 {E EAA CPD £279) -

Students will not be given any EAA CPD points if they are late for class, absent from the class or leave before the
class ends in total for over 1 hour.
BB R ~ FURSCEESARR = o aE 1 /N > BN EEfE1S{T ] EAACPD £55 -
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5. For multi-session programmes with 11 EAA CPD points or more, students will not be given any EAA CPD points
if they are late for class, absent from the class or leave before the class ends in total for more than 20 % of the total
hours of the programme.

WIAENF Ry 11 /NIFEC DA B Y26 MERAE » B2 AR B B ~ IR s o= S I R I B oy —
A BEIEFS ({7 EAA CPD 2255 -

6. Students should refer to the digital clock displayed at PEAK for signing in and signing out purpose.
ABe s DABE PN B HRE $8 P U 2 BRE P B R 22 A HH TR o

7. No eating or drinking is allowed in classrooms.

AR N MEEE

Certificate FBENES

Students of short courses with over 80%* attendance will be issued an Attendance Certificate. Normally, certificates will be distributed to

students at the end of the class. However, the certificate will not be ready at the end of the class in the following cases:

- Students enroll in a programme in less than 3 working days* before the class commencement date; and / or

+ Students who are late and leave from the classroom (including leaving the course before the end of the course) cumulate
15 minutes or more of the Continuous Professional Development (CPD) course

For the cases mentioned above, the certificate will be issued within 7 working days* after the end of the programme and our staff will
contact respective students for the collection arrangement. If students choose to collect the certificates by mail, PEAK will not be
responsible for any loss in mailing. Students who lost their certificates and would like PEAK to reissue a certificate to them will be
required to pay an administrative charge of HK$100 and with a written application to “The Programme Team” of the Institute. If payment
is made by cheque, a crossed cheque payable to “Vocational Training Council” should be sent to PEAK. For enquiry, please contact us at
2836 1825.

HIFEREIE 80T RIS B S I « BT SE EORS - EL TR T - S mERaE IR o5 El a5
T

© BMERBRREAIOR 3 EIEREA R | %

- BAPNSEEEGEEE (CPDEME) HEET] « SRR RS BRE 15 HERE

FE EALEN - ABe @ EREeah R 7 B LERP NSRS - WEBAEEEIGEEERIZHE - MBABEREIEE TGS - A
BRI AT - BRARBEREEMR A - FUFHBRABREA - ARG AN 100 TTHEE - MPCTRANRC BRI
REIEEE R RGN PRSI ) - AHEEEEE 2836 1825 -

* Programmes may have different attendance requirements. Please refer to the programme brochures.
HEREREE AR ERHSEK - shetRITE R B -

#\Working days (exclusive of Saturdays, Sundays and Public Holidays)

# TIER (REREEHN - HRAREBED

Student Handbook for PEAK’s Postgraduate Diploma / Professional Diploma / Professional Certificate / Certificate

Programmes
FEECR | BESUR | BERE | BEHEEE T

A Student Handbook for PEAK’s Postgraduate Diploma (PgD) / Professional Diploma (PD) / Professional Certificate (PC) / Certificate (C)
programmes is available for download from PEAK Website (www.peak.edu.hk) under “Home>Admission>Class Regulations”. All PgD /
PD / PC / C students (including students who enroll in individual modules) must read the Student Handbook carefully and comply with

the guidelines stipulated in the Handbook. If any student needs a hard copy of the Handbook, please contact us at 2836 1922 during

office hours.

ABEZFES08 | BIEUE | BEEE | BERESAETME LENAZEHE (www.peak.edu.hk) - 24 R FIHHE (L8 © TEH>T

Wt >TEREMA ) TEEAETM - FrANARERE SR | B3E0E | BREE | EERE (EEEEER BETE) HSRAEH
Felal R ST AE T ARIES | - AAERAEREE AT MINETA - Al RARF A2 2836 1922 -
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http://www.peak.vtc.edu.hk/Peak/zh/html/page/3/321.html

Class / Examination** Arrangement in Times of Typhoons /"Extreme Conditions" and Rainstorms HEgf&E / " fHigE

I KRR SR | Rk

Typhoons / "Extreme Conditions" (B&E) / " FRSEL |

When typhoons (also refer to tropical cyclones or "Extreme Conditions") affect Hong Kong, the following arrangements for classes /
examinations** of the Institute of Professional Education And Knowledge (PEAK) will apply:

BefE B T RmGEI R > SRR [ FR L PERET

Typhoon Action to be taken (PEAK Classes / Examinations**)
Signal / ZHFEEH (SEEEERRRE | Fal)
"Extreme
Conditions"
e\ (Z 5%/
= DV
No. 1 Classes / Examinations** conducted as scheduled (unless specified by PEAK / VTC otherwise)
—HRMEE(SSE  ERE [ FEU BT (BRIEsE Rl [ BEls S A E M)
No. 3 Classes / Examinations** conducted as scheduled (unless specified by PEAK / VTC otherwise)
= HRmEE(S R R [ BT (IR ERRE [ Bals A =i
Pre-No.8 (a) Issued orin force at 6:15 am or before PEAK classes / examinations** scheduled to commence within
Special 11:00 am 9:00 am — 12:00 noon
Announcement’ AT A TR S 5 U B IR RS R S e SR | e
/ Typhoon A3 Cancelled BB
Signal No. 8 or | (b) Issued or in force at 11:00 am or before PEAK classes / examinations** scheduled to commence within
above /"Extreme 4:00 pm 12:00 noon — 6:00 pm
Conditions"## Lq:_{_._%%?q:m%ﬁﬁ%ﬁ%{%?ﬁﬁzﬁvﬁ IEL—':+ HTE‘Fq:/\Hj‘SﬁﬁAJ:D%ZI_Jm {% |3 g%i / %*i**
J\BETEE Cancelled BUH

JEES DL SR, (c) Issued orin force at 4:00 pm or thereafter | PEAK classes / examinations** scheduled to commence within

%% / AR PUR BRI 3 HH B A 6:00 pm — 10:00 pm
b N 2 - B AG 3 EEBERE |
r*@ﬂﬁ‘%/[&}%jﬂj i VARt iR o e =y =t £ Prafe / &3t

Cancelled BH

(d) Issued when classes / examinations** are | All classes / examinations** will be immediately suspended for

in session the session.
EER 1 EH AR BB IR E 2 I B TRYRRAE [ 5l
(e) Issued before start of examinations** Examinations** to be held in that particular session should be
BRI H postponed.
TERZ IR B B THY 50U SRR

Lowering to Typhoon signal No. 3 or below or cancelling all All classes / examinations** to resume with the next session
typhoon signals / "Extreme Conditions" at any time unless road or other conditions remain adverse.
B =5RECL T RERE SRS A RERESR /| TR RS T ECEA E IR AT BRARAE N — R TIIFT AR E | F

*%

** Examinations refer to internal examinations of PEAK.

= FalfE B REh RN E R -

" Where possible, the Hong Kong Observatory will issue an early alert (i.e. a "Pre-No. 8 Special Announcement") two hours prior to the
hoisting of the No. 8 Typhoon Warning Signal.
" LSRR RIPREEELE - A E B AR SRR S AR N Y S TR (E/\BETEE) -

## If situation warrants, the Government may issue an “Extreme Conditions” announcement before Typhoon Signal No. 8 is replaced
with No. 3. The “Extreme Conditions” may be extended or cancelled by the end of the two-hour period.

# BUNEHRFEN 15/ GRBEE SRR = SRR ES SRRT AT T MmN ) - AR/ NIRRT - AR S EREHUY " fm s
Moo
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Rainstorms (&FR)

When rainstorm signal is issued, the following arrangements for classes / examinations** of the Institute of Professional Education And
Knowledge (PEAK) will apply:
TR GHEHIERESEETRIRN - SBR[ BRI T

Rainstorm Action to be taken (PEAK Classes / Examinations**)
Warning Signal | ZzHiE (RidmeRi | Bu)
FRESEIR
AMBER Rainstorm Classes / Examinations** conducted as scheduled (unless specified by PEAK / VTC otherwise)
B ES it [ EHECe ST (BRIEmis ek | Wl = 5 A EAfh)
RED Rainstorm Classes / Examinations** conducted as scheduled (unless specified by PEAK / VTC otherwise)
AERRES R [ FE T (BrIEsE bt | Ballm 5 h Eifi)
BLACK Rainstorm () Issued orin force at 6:15 am or before PEAK classes / examinations** scheduled to commence
o R 11:00 am within 9:00 am — 12:00 noon
AN RS TR ETE TaRE fﬁiﬂﬁ@fb%ﬁ—iﬁ—?ﬁaﬂﬁéiﬁﬁﬁz%lﬂ%ﬁf%%r* AR [ B
b3 gancelled HOH
(b) Issued orin force at 11:00 am or before PEAK classes / examinations** scheduled to commence
4:00 pm within 12:00 noon — 6:00 pm
J:ALF‘I“—H?}E—FQ:H?}W%'CHEZ%%%W Eiﬂ“;H?@TﬁF/\Hiﬁﬂﬁ“L%me f% B@E%E / %
gancelled BN
(c) Issued orin force at 4:00 pm or PEAK classes / examinations** scheduled to commence
thereafter within 6:00 pm — 10:00 pm
TFEEDUREER LS 5 BTy 2R A5 e _b 7S 22 I BrdA_LER 2 S SR [ e

Cancelled U}

All classes / examinations** should continue (except
those take place outdoors) until the end of the session,
in session and if it is the end of the school day where RED /

N BLACK signal is still in force, students should be

= -
LR 1 EE R advised to return home only when conditions are safe.

(d) Issued when classes / examinations** are

FrASRE | Hal (TEFPSNTHERRIN) BEEIET - 1
u%i | PR E TR - AL | RO
EEIARER - AIGELZR BN A ?%E‘A@El%
Remarks:
If students are not yet in the campus premises due to
differences in class timetables, they should stay home or
take shelter in a safe place. For classes/examinations**
conducted outdoors, the responsible staff on the spot
should suspend the activities immediately and ensure that
all students have taken shelter in a safe place.
AR AR AR R R BRI ARIREL
be [ LERHES - FERAER P efE et R - AERE | 5
AEFIMNETT - (RS E TR R RISy - W2k

PR S A LGt T -
(e) Issued before start of examinations** Examinations** to be held in that particular session should
EABAATES be postponed.
TEZ R BR TR SR S A -
Lowering to AMBER Rainstorm Warning signal or lowering of all All classes / examinations** to resume with the next
rainstorm warning signals at any time session unless road or other conditions remain adverse.
BB HERNESERKEVITERREERER RSB EA E T ] BRABAE T — R B THIFT AR E /
HE

** Examinations refer to internal examinations of PEAK.

* FalfEEiE BRI -
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Fees ZEH

Apart from programme fees, fees will be charged for provision of other programme-related services to students upon a student’s
request. These services include the handling of module exemption, appeal on assessment results, replacement of award / attendance
certificates, etc. Students are advised to contact PEAK directly at 2836 1922 on matters relating to administrative fees.

All administrative charges or programme fees quoted are subject to change without further notice.

PREGERIZAVER A > SR BOR AN BERIZ A RARVIRTS - Wit iR R (E S B THY S - B ERTS B3 > Mo Eese | msdEE - A
Bef B2 AU HUTECE A - SRR AR TERE FIRVEEYS - 5520 2836 1922 [ Al E: -

R (TR 2 FR AV Tt » AR ST -

Special Discount HiRIEE

Graduates of VTC can now enjoy 10% discount for taking selected programmes listed in this prospectus. For details, please contact us
at 2836 1922.

Remarks:
« Graduates are required to provide the relevant VTC Graduation Certificate or its copy for checking during enroliment.
« Please visit PEAK Website to obtain the latest information on the discounted programmes for graduates.

TcERNI ok SR 2 A W] LU ARG L T BB 00 ERAE » S S5ELER 2836 1922 #5f -

st
o B SRESRENT o SFHURAR VIC REZFEGEHA - DA -
o BEA A EHTHEE AT DL S S SR e A h L A Rt o

Classroom Discipline Rz HI

1. No eating or drinking is allowed in all classrooms.

2. Smoking is prohibited in all areas of PEAK and VTC Tower.

3. Prior approval should be granted by the programme director for audio recording in the class.

4. Principal of the Institute has the authority to terminate the study of any student who violates PEAK’s policies.

. RENA AR

- ERE R T A P ] A R SR

- AAAERRE SRS > HFESHUS R R
AR RRA - Bl R B AR

O S R

Suggestions and Complaints E# B RET

PEAK is very keen to receive feedback from students on all aspects of the Institute. If students wish to make a suggestion on or lodge a
complaint about any campus matter, they may do so by raising it with the Programme Team Officer. For more details, please call us at
2836 1922 during office hours (Please refer to P.1 of this prospectus).

I E R IR B A E W S T HER - MR AHEERA TR - TESREE TR - SENFESEF AN
MRS GE2RASE TS —H) 272836 1922 °
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.£72  Continuing Education Fund EEEES
)Til Procedures of Application and Claim Reimbursement FHgE i FHEE S8 882108

Introduction fEf

The Continuing Education Fund (CEF) subsidizes adults with learning aspirations to pursue continuing education and training
programmes. The maximum entitlement for new applicants is HK$20,000. For applicants who have opened CEF accounts before 1 April
2019, they are eligible for claiming the additional HK$10,000 subsidy and the unused balance (if any) of the original subsidy of
HK$10,000. The co-payment ratios by learners (i.e. the percentage of fees to be borne by learners) for the first HK$10,000 subsidy is
20% of the course fee and that for the second HK$10,000 subsidy is 40% of the course fee. The following information is a brief
explanation that is based on the CEF Website. For enquiries, please call 24-hour CEF hotline at 3142 2277 or visit CEF Website at
www.wfsfaa.gov.hk/cef
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Application Procedures HiiEF&

1. Application forms can be obtained from the District Offices, Office of the Continuing Education Fund (OCEF) and the
websitehttps://www.wfsfaa.gov.hk/cef/download/SFO302.pdf. Please refer to “Guidance Notes for Application [SFO 301 (2019)]”
when completing the application form (https://www.wfsfaa.gov.hk/cef/download/SFO301.pdf). (Remark: the CEF Institutional Code of
Vocational Training Council is “501”).

2. Applicants should submit the completed application forms [SFO 302 (2019)], within one year upon the successful completion of
the Course, together with the following documents (Original Copies) to PEAK for certification during the office hours (Please refer to
P.1 of this prospectus):

i. Original copy(ies) of the VTC Official Receipt(s);
ii. Original copy(ies) of the documentary proof of successful completion of the Course:
a. Attendance Certificate; and / or
b. Completion Certificate; and / or
c. Letters or Transcripts certifying the claimant has passed the relevant course assessment(s).

3. “Successful completion” of the Course means that applicants must pass the course assessment(s) and fulfill the attendance
requirement as set out in the relevant programme brochures. Please be reminded that reimbursement can only be claimed
upon completion of the Course. Completion of an individual module which is not registered under CEF would not be
accepted for the reimbursement.

4. If the applicant is proved to have successfully completed the Course, PEAK will do the document certification and issue a “Letter of
Certification” to the claimant within 7 working days® after all required documents are received. Our staff will then contact the
respective claimant for the collection arrangement. If the claimant fails to submit any of the above documents, PEAK will NOT
stamp on the application forms and issue the “Letter of Certification”.

5. Please refer to CEF information to submit the required documents to claim the reimbursement. Late applications will not be
accepted.
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