The ReGISTRATION OF Reimbursable COURSEs

FOR the Continuing Education Fund

- Application Form for Continuing Education Sections of Local Self-accrediting Universities -

This Application Form shall be used for submitting an application for registration of reimbursable courses with the Continuing Education Fund (CEF).  This Application Form shall be completed in accordance with the directions specified in this Form. 

It is important that applicants read the ‘Guide to Assessment of Courses for Continuing Education Sections of Local Self-accrediting Universities” before making an application.

Please note that the completed Application Form shall be submitted to the Hong Kong Council for Accreditation of Academic and Vocational Qualifications (HKCAAVQ) for assessment.  After assessment, the HKCAAVQ will pass the application together with a recommendation to the Secretary for Labour and Welfare (SLW) for consideration. Applicants shall submit all relevant supporting information as specified in the Form. The responsibility for submitting the requisite information rests with the applicant. Incomplete information may cause delay or termination in processing the application. The SLW, HKCAAVQ and the Office of Continuing Education Fund (OCEF) may individually approach the applicants direct for further information in relation to the application. SLW is the approval authority for registration of courses as reimbursable courses under the CEF.

Any personal data provided in this form will only be used for the purposes specified in the statement at Annex 1.  The personal data collected will be handled in accordance with the statement.  If the space provided in this Form is not sufficient, please use a separate sheet.  This duly completed form together with the attachments and annexes shall be sent via email to HKCAAVQ at cef@hkcaavq.edu.hk.  At the same time, the hard copy of the completed form together with the fee should be submitted to:

	The Hong Kong Council for Accreditation of Academic and Vocational Qualifications

	10/F, Cambridge House, Taikoo Place, 979 King’s Road, Quarry Bay, Hong Kong


	Institution:
	
	

	
	
	

	(For Office Use Only)
	
	

	
	
	
	
	
	

	HKCAAVQ Ref No.:
	
	

	Fee received:
	
	
	
	
	

	Receipt No.:
	
	
	Date of Receipt:
	
	

	
	
	
	
	
	


Section A:
Particulars of the Responsible Person
1. Please provide the particulars in relation to the Responsible Person of the Institution in the table below. 

	
	Responsible Person 1

	Name
	

	HKID or Passport No. 2
	

	Position
	

	Address


	

	Phone

(Office)
	

	Phone (Mobile)
	

	Fax
	

	E-mail
	

	Website
	


Notes:

1
Responsible person refers to the Head of Organization, e.g. CEO, Managing Director & General Manager or 
person acting with similar responsibilities by whatsoever title or designation. 
2
Copy of the Identity Document (either the Hong Kong Identity Card OR Passport (pages with full name, passport number and photo only)) of the Responsible Person should be submitted.SECTION B:  Information about the Course(s)

1. Number of Course(s) in this Application Form

	
	Number of Course(s) Submitted

	Logistics
	

	Financial Services
	

	Business Services
	

	Tourism Industry
	

	Language
	

	  English
	

	  Putonghua
	

	  Written Chinese
	

	  French
	

	  German
	

	  Japanese
	

	  Spanish
	

	  Korean
	

	  Italian
	

	  Russian
	

	Product and Digital Design
	

	Creative Industries
	

	Interpersonal and Intrapersonal Skills for the Workplace
	

	Specification of Competency Standard (SCS) –based ( Please also specify the industry/sector)
	

	Total
	


2. Please provide the information by completing Attachment 1 for each course and Attachment 2 (Part I & II). They are obtainable from the website of HKCAAVQ.

SECTION C:  Statement by the Responsible Person

I have read the statement at Annex 1 regarding the collection and use of the personal data collected.  I declare that all the information provided in the Application Form is accurate to the best of my knowledge. 

The following attachments have been included in this Application form:

· Copy of the Identity Document (either the Hong Kong Identity Card OR Passport (pages with full name, passport number and photo only)) of the Responsible Person

· Attachment 1 – Summary of each course(s)

· Attachment 2 – Part I: Summary of course(s) applying for registration of reimbursable courses under the CEF

· Attachment 2 – Part II: Information of the Institution

· A cheque for the assessment fee ($500 per course) made payable to “Hong Kong Council for Accreditation of Academic and Vocational Qualifications”
· Others : (please specify) ______________________________________________________

I also agree that the HKCAAVQ may approach me direct for further information regarding the application. I understand that the registration fee is charged for the application irrespective of the registration outcome, and that the fees should be made payable in advance to the HKCAAVQ.

I will fully cooperate with the Labour and Welfare Bureau (LWB), the OCEF and the HKCAAVQ to provide all relevant required information and to permit any of them or any officer authorized by any of them to conduct inspection of the relevant  courses for processing the application, or otherwise for the purposes of the administration of the Fund, and to facilitate the inspections with or without prior notice.

In the event if the course(s) is/are approved as CEF reimbursable course(s), I hereby undertake to observe and comply with all conditions subject to which approval will be granted.  In making such undertaking, I acknowledge that I have carefully read the proforma terms and conditions subject to which approval for registration of a course as a reimbursable course is given.

I understand that the course(s) may be subject to de-registration in the circumstances outlined in the relevant section of ‘Guide to Assessment of Courses for the Continuing Education Sections of Local Self-accrediting Universities’ whereupon the consequences following from such de-registration as specified therein shall apply.

	Name
	
	HKID or Passport No
	

	
	
	
	

	Signature
	
	Date
	


	Copy of the Identity Document of the Responsible Person


Annex 1

Handling of Information

1.

The personal data requested in the Application Form are collected by LWB, OCEF and HKCAAVQ (data users) for processing the applications for registration of courses under the CEF and the maintenance of the registrations in the list of reimbursable courses.  

2.

In accordance with section 3.2.1.2 of the Code of Practice on the Identity Card Number and the Personal Identifiers issued by the Privacy Commissioner for Personal Data, the applicants are requested to furnish a copy of the Hong Kong Identity Card or Passport (pages with full name, passport number and photo only) of the Responsible Person and Course Director of each of the applications.  If the applicants fail to comply with these requirements, the data users may not be able to process the applications and to maintain the courses for CEF purposes.  Specifically, the Application Form will be used by the data users for the following purposes:

(a) All activities relating to processing applications for registering courses and maintaining courses on the list of reimbursable courses under the CEF, including matching of the personal data provided against other databases;

(b) All activities for processing and recovery of fee payments and the seeking of indemnification under the CEF;

(c) All activities for providing information of the registered CEF courses to potential course participants or other members of the public (excluding the Hong Kong Identity Card Number or Passport Number of the Responsible Persons and Course Directors);

(d) Statistics and research for operation of the CEF; and

(e) Any other legitimate purposes.

3.

The personal data and other supplementary information that are provided in the Application Form may be disclosed to Government policy bureaux and departments and other relevant bodies for the purposes mentioned in paragraphs 1 and 2 above or where such disclosure is authorized and required by law.

4.

If necessary, the data users will contact the Responsible Person(s), the Course  Director(s), government departments and other organizations to verify the data provided with those held by them for the purposes mentioned in paragraphs 1 and 2 above.

5 

In accordance with sections 18 and 22 and Principle 6 of Schedule 1 of the Personal Data (Privacy) Ordinance (Chapter 486 of the Laws of Hong Kong), the data subjects have the right to request access to and correction of the personal data supplied in the Application Form.

6.

Enquiries concerning the personal data provided in the Application Form and requests for the correction of such data may be made in writing to: CEF Administrator, Room 231, 2/F, East Wing, Central Government Offices, Lower Albert Road, Central, Hong Kong.
Annex A 
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