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Institute Information E2FEEEL

Institute of Professional Education And Knowledge (PEAK) is a member of the VTC Group with over 20 years of
experience in professional education and 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, hospitality, property management, aviation, etc.
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 &R

Address: 9/F, VTC Tower, 27 Wood Road, Wan Chai, HK
Office Hours™: Mon — Fri: ~ 9:00am — 7:30pm

Sat: 9:00am — 12:00noon

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

Website: http://www.peak.edu.hk/
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— A B 2836 1922
AT http://www.peak.edu.hk/

N PEAK’s Reception Counter will be closed at 5:15pm on Mid-Autumn Festival, 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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Student received one set of “Programme Administration Guidelines” (including “CPD Programme —Notes to Students”)
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Programme Administration SRf2ER
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 enroliment.

) 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#5- HE

The deadline for application is 7 working days* prior to the class commencement date (The enroliment deadline might be subject to
change depending on the enroliment status).
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Notification of Class Commencement SHsR3HA]

Successful applicants will be notified of the class confirmation and relevant information by the contact method specified on the
enrollment form at least 7 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 enroliment, 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 2% | Ufig

For a programme commencing within 7 working days* at the time of enroliment, students are required to settle the programme fees by
cash or credit card at PEAK’s Reception Counter.

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 _|3fihmt

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 ¥gsfsa==

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.

PREASC ~ —EeiRE ASEESHIY - BEEEE - HEOUR - B RREUBIRIESN - FTA BB DUE REEAGER - B0 Ei LA R MR - A5
Ry PSS

Attendance-Taking Procedures BEZT2FE

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)

CPD Programme — Notes to Students [FH{EHZRE
MPFA /| SFC/HKMA / 1A fB&fE | BE8d | &8F / ﬁ%}%

1. Individual employers may have their own guidelines regarding the recognition of relevant CPD/CPT hours of a course. Applicants
may consult their employers about the recognition criteria where necessary.
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2. 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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3. 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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4. 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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5. To comply with relevant Guidance Notes on Assessment of CPD Activities by the Hong Kong Council for Accreditation of
Academic and Vocational Qualifications (HKCAAVQ), students who are late for class, absent from the class or leave before
the class ends with a cumulative total of 15 minutes or more, IA-CPD hour will be deducted, and the minimum deduction
unit is 0.5 IA-CPD hour.
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6. Students will not be given any IA CPD hours if they are |ate for class for 30 minutes or above.

B4R 30 Sy @silLE

7. Time spent on recess, lunch or assessment such as test or examination will not be counted as CPD hours.
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8. 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.
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9. Students must fulfil the above requirements of HKCAAVQ for obtaining the CPD hours and Certificate from PEAK.
B A ST FOE R Hlte VR R 2K » 07 T S g (B B2 e a5y CPD B2y Keag & -
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10. 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.
BAHRES] - FARSERFIRE G E TV R REE ST MPFA » SFC K ECF 78 -
Duration of : . .
No MPFA, SFC and ECF hours will be given if students are late for class, absent from class or leave before
Programme i
(Hour(s)) . . thekclass ends‘for more than the specllEflled time below
Smfom FHEE] - FRSERPARE A B TR R EERS(EM MPFA » SFC iz ECF BF8(
1 15 minutes / 15 43§#
2 15 minutes / 15 43§#
3 30 minutes / 30 47¢%
4 30 minutes* / 30 47 #&*
5 1 hour* / 1 /\Eg*
6 1 hour* / 1 /NI
7 1 hour* / 1 /]NBE*
10 2 hours* / 2 /]\NBE*
*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.
5t A RS 7 W ETEREE BT AR B A R W B R R B A KB R I B 5 MPFA, SFC iz ECF I8
11.  Students should refer to the digital clock displayed at PEAK for signing in and signing out purpose.
AR B e DABE P R $8 P U < Hep T U B B A LRSI 3 -
12.  No eating or drinking is allowed in classrooms.

RENNERE

Estate Agents Authority (EAA) HEREEER

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.
NahusthE BB /i EECEE(E (EAACPD) SRIEZ 84 SR —iRE LRI g — R E eI R4 B34 > DUE
sTHE EAACPD 871 - BATEARA R Bl min B4 B3 R — e S (R iR B -

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.

BAERET] L3R SRR RS SRE A O Mg R b A o T 51 1 ME EIR S (0 ) # 5] -

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.

E2E TR EAA CPD 2250 RS SR EMETSRaTE « ARINEBEIS VB R 15y FamtERE - 24T - FORSEEER
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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.
BArET] - BURSGEERER = G AL 1 /N - R s 815 EAA CPD 2755 -

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.
WNAENFE Ry 11 /NIFELL B ZRMEERAE - E AT - FIRSGREBAAR = S B SAR A B 0 2 — 1 - R BEIERG{E(] EAA
CPD &4 -

Students should refer to the digital clock displayed at PEAK for signing in and signing out purpose.
AB5EHEE DA Be P Y Fe $ P U < HRp T S B B A HH R R

No eating or drinking is allowed in classrooms.

RENF AR -
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Certificate BENES

Students of short courses with an attendance rate* of 80% or higher 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 PEAK. 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.

HUREEEE] 80%EL F T TR A R T - AR TR SE A R (EELU TR T » SR A g sk
F T -
 SERTRE DI 3 (X |

s RIE) (REIEE - FOR R RMEIRE BA0E 15 SR E

IX X'

FERAEN - ABe g etEsessit 7 E LIERMNS IS - Wl EIEEE 2k - ﬁﬂﬁ?ctfiu\iﬁﬁﬁ‘miﬁ%ﬁ% ENGEAEE
BRBBA AR - ﬁﬂgil@é’iﬂa s AbifEE - BT BAAGERZAE - WFHFEAEN 100 TTTHEE - MLSTREAR SRR
RERIEHEEERE » LGN T I - EE5EEE 2836 1825 -

* Programmes may have different attendance requirements. Please refer to the programme brochures.

“EFIERIE G AR FEIRVHIREOR - SEERI MR B R -

# Working days (exclusive of Saturdays, Sundays and Public Holidays)
TER (FEEERS - HEATE)

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

Programmes
FECR | BEUR | BXEEBE | @ER e

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.

Az s 0E | BEESUR | BT | SEERESETME LR ASERHE (www.peak.edu.hk) - E24 0TS H (& : TEH >0
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Class / Examination** Arrangement in Times of Tropical Cyclones / "Extreme Conditions" and Rainstorms ZEH#E®&

BE /| " RumiEN | RRRHAN L SR | Bk
Tropical Cyclones/ "Extreme Conditions" #$E&EHE / T RIEEL

When tropical cyclones / "extreme conditions" affect Hong Kong, the following arrangements for classes / examinations** of the

Institute of Professional Education And Knowledge (PEAK) will apply:

BUfrRbEE " im i BB SRR [ BT

Tropical
Cyclone
Warning Signal
/" Extreme
Conditions"
BRI
SR T R

Action to be taken (PEAK Classes / Examinations**)

ZHFEE (SEEESRERE [ B5)

Warning Signal
No. 8 or above
["Extreme
Conditions"
Announcement
J\SRTHE |
J\SRECLL BV
RIEESEIE /
"R A

No. 1 Classes / Examinations** conducted as scheduled (unless specified by PEAK / VTC otherwise)
—HREVERIEE | BRE [ FRIOENET (FRIksEEEEkt | BIlRSEEm)
HEW
No. 3 Classes / Examinations** conducted as scheduled (unless specified by PEAK / VTC otherwise)
SHREVERIEE | BRE [ FRENET (BIksiEEEERE | BIlRSEEM)
EHIEHE
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 B BT 2R LTS EIE T+ RGeS R [ B
/ Tropical A2 Cancelled BH
Cyclone (b) Issued or in force at 11:00 am or before PEAK classes / examinations** scheduled to commence within

4:00 pm
B T A TR AT 3 AT AR AR

12:00 noon — 6:00 pm
EFT 2R 2 TRARG Z Sl E B2 [ F5
Cancelled BUH

(c) Issued orin force at 4:00 pm or thereafter

AP IUBRFER DA % H AT R AR

PEAK classes / examinations** scheduled to commence within

6:00 pm — 10:00 pm
e b 7SHE B -HIERAA S IEE E ER aREL [ B
Cancelled BUH

(d) Issued when classes / examinations** are
in session

ERR [ BRI

All classes / examinations** will be immediately suspended for
the session.
RIS IR A2 I B THYEREE [ Bl

(e) Issued before start of examinations**

ERFARTE

Examinations** to be held in that particular session should be
postponed.
TERZ I BB THY S 5 R S B

Lowering to No. 3 or below or lowering all signals or
cancellation of "Extreme Conditions" at any time

B =R TR RIEE & ESE - SR TR RIS &E
St BREUH "B

All classes / examinations** to resume with the next session
unless road or other conditions remain adverse.

RS T ST T BAEAE T — IR BT IR A AR E [ ok

*%

** Examinations refer to internal examinations of PEAK.

* BRIE S BRI EH -

# Where possible, the Hong Kong Observatory will issue an early alert (i.e. a "Pre-No. 8 Special Announcement") within two hours of the
hoisting of the Tropical Cyclone Warning Signal No. 8.

*AEEF R BRI EEE T/ SRBVE RIS S E WA NG N g THE (B GREE) -
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Rainstorms (FFR)

When rainstorm warning signal is issued, the following arrangements for classes / examinations** of the Institute of Professional
Education And Knowledge (PEAK) will apply:
AR C N FERE S ERIN - SEEEERERERE [ BT

Rainstorm Action to be taken (PEAK Classes / Examinations**)

Warning Signal ZHFEE (SEEEERRE | Z5E)

FRESEIR

AMBER Rainstorm Classes / Examinations** conducted as scheduled (unless specified by PEAK / VTC otherwise)

B AR ES it | EEETET (BRIEmEIEEEEER | BElE S A EM)

RED Rainstorm Classes / Examinations** conducted as scheduled (unless specified by PEAK / VTC otherwise)

AR E S R | BRI EETT (BRIEm e 22 | Balls A =)

BLACK Rainstorm (@) Issued orin force at 6:15 am or before PEAK classes / examinations** scheduled to commence
B RS 11:00 am within 9:00 am — 12:00 noon

RN T4 T B A B L B T A FANE RS+ R 2 S E B R R [ B
Cancelled HGY

]
(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

B T AR PR A 8 L R R A EF+ R E N ARG, SIEgEEGRE [ F5
o Cancelled B

(c) Issued orin force at 4:00 pm or PEAK classes / examinations** scheduled to commence
thereafter within 6:00 pm — 10:00 pm
AR ER H T A A g b B A B B R | Bt

Cancelled BUH

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 /

B8R | ZE R BLACK signal is still in force, students should be
advised to return home only when conditions are safe.
FRARRE | HalE@EIET (FEPIMETHERRIN) - 15
SRE | EEEI BT R MALE /| BaR
RESEFRIIARAERC MEEL2E R N2 | 825
[E]5¢

(d) Issued when classes / examinations** are

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.

EHIPE LARIFTR LT ER » B | EBa e KRB
B | LR JERTER T eI L2 B - AR |
FHTEINETT - 1P B EHIR ERNFE 58] » 02 HF
PrAEE | BRI B -

(e) Issued before start of examinations** Examinations** to be held in that particular session should
EE - BEBATE be postponed.
TEZ IR THI B 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 RERREEERAVI TR RREEEMR RS S EAE T ] BRABAE T — R B TR AR E /
HE

** Examinations refer to internal examinations of PEAK.
= B TE S SN -
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Fees EH

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 e » 28R ST -

Special Discount ERIEHE

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.

THcERNI Sk SR 2R A W] LU ARG L T2 BB 00 ERAE » 555 ELER 2836 1922 #3fy) -

sk
© FSRAEHEEIRIER - BHURARI VTC & 2 SEEHBECEIA - DUt A
: i‘é%iﬁ??ﬁ?ﬂ@%ﬂ’]uﬁiu@m& HEMZERBE AL A Ry e

Classroom Discipline = HI

. No eating or drinking is allowed in all classrooms.

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

. Video taking or recording during lessons without permission is prohibited.

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

A OWN R

- RENT AR

- BB RN o A AR P R SR

- REEEFA] > BREIHREZR L $h Blsk e

NSRRI SRR Bl R R B

A OWDN PR

Suggestions and Complaints ZEE R T

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 contact our Programme Team Officer. For more details, please call us at 2836 1922
during office hours (Please refer to P.1).

TEJ_IJI% EBERIEFFEREBLHERZHTEANRR - IBEHERERBEMEZIIRE - JHEFREAF TR - BENEEZF B RN
BIA (GESRE—H) ME 28361922
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&7 Continuing Education Fund J§EEGEES
’ﬁﬂ Procedures of Application and Claim Reimbursement FiiE K S REBE T&E

Introduction fEf

The Continuing Education Fund (CEF) subsidizes adults with learning aspirations to pursue continuing education and training
programmes. For courses commencing on or after 1 August 2022, CEF subsidy ceiling is HK$25,000. The co-payment ratios by learners
(i.e. the percentage of course fee to be borne by learners) for the first $10,000 subsidy is 20% of the course fee, and that for the
remaining $15,000 subsidy is 40% of the course fee. The 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.

FrEEERA S A SEENE A RRE R ERENESER - 2022 4£ 8 H 1 HELMAFERAVERIZ » A& FfRE 25,000 7T - &
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Application Procedures HiiEF&&

1. Application forms can be obtained from the Home Affairs Enquiry Centres, Office of the Continuing Education Fund (OCEF) and the
https://www.wfsfaa.gov.hk/cef/download/SFO313.pdf. Please refer to Guidance Notes for Application when completing the
application form (https://www.wfsfaa.gov.hk/cef/download/SFO312E.pdf). (Remark: the CEF Institutional Code of Vocational Training
Council is “501”).

2. For submission of paper-based application, applicants should submit the original of the completed application form within one year
upon successful completion of the Course, together with a copy of the required documents stated on application form to OCEF
by post or in person (Address: Units 07-11, 25/F., CDW Building, 388 Castle Peak Road, Tsuen Wan, New Territories). Applicants
may also put their application documents into the drop-in boxes located outside the OCEF or on 11/F, Cheung Sha Wan Government
Offices; OR

Complete and  submit the online application form  with  supporting  documents  through  “GovHK”
(https://eform.cefs.gov.hk/form/sfo017/en/). Applicants who did not use “IAM Smart+” for digital signing in the online submission of
the application form are required to print out a hard copy of the form and sign the Declaration in Part D and submit the printed form
with original signature to the OCEF within one month after online submission in order to be considered as a valid application.
Applicants using “IAM Smart+” for digital signing are not required to submit the printed copy of application form to the OCEF.

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.
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