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1. Who should read these Guidelines?

11

1.2

1.3

Under Qualifications Framework (QF), operators will be considered without
prior status for accreditation purposes if they are not registered under the
Education Ordinance (CAP 279) or have any accreditation/assessment
experience with the HKCAAVQ. These operators need to go through two
separate stages of accreditation, namely, Initial Evaluation (IE) and
Programme Validation (PV).

These operators without prior status must go through IE before applying for
PV. If operators meet the quality standard required at IE, they can apply for
the PV.

Operators who wish to have the qualifications of their learning programmes
recognised under QF must apply for Progamme Validation and be validated.

2. What is Initial Evaluation?

2.1

2.2

2.3

2.4

Initial Evaluation is Stage 1 of the Four-stage Quality Assurance Process
which supports Qualifications Framework (QF).

Initial Evaluation is an upfront quality test for operators who are required to
meet a minimum quality standard. Operators must demonstrate that they have
the abilities to effectively manage and resource the development, delivery,
assessment and quality assurance of their learning programmes and
educational services.

Operators applying for Initial Evaluation must specify the corresponding QF
level at which their learning programmes are intended to be offered. Within
QF levels 1-3, an IE status can cover programmes at the same level, or lower.
Operators are required to go through IE again if the intended QF level of a
programme submitted in PV is not covered by the approved IE status.

Initial Evaluation has a validity period of two years. Within the two-year
period, operators must apply to have at least one learning programme
validated under Programme Validation. Evaluated operators who have not yet
applied for Programme Validation within the two-year validity period will
have to apply to extend their obtained status. If operators continue to have
their programmes validated the IE status does not expire.
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3. How much does the HKCAAVQ charge for Initial Evaluation?

3.1

The HKCAAVQ'’s fees for carrying out Initial Evaluation are available at
http://www.hkcaavq.edu.hk/fourstage. The fee level varies according to the
QF level of the learning programmes operators intend to offer.

4. What are the procedures and how long do they take?

4.1

4.2

4.3

4.4

4.5

It normally takes about 10 weeks to complete the Initial Evaluation process
after operators have submitted their accreditation document. The time
schedule will be specified in the Service Agreement signed by the
HKCAAVQ and the operator.

The HKCAAVQ will regularly hold seminars about the various accreditation
exercises and the preparation required. Operators are strongly encouraged to
attend these Providers’ Seminars before preparing an accreditation document.
The Providers’ Seminar is to brief operators about the process of the
accreditation exercises and the preparation required. The factual clarifications
provided should enable operators to decide for themselves their readiness to
undergo the IE.

Interested operators should return a signed Statement of Intent (Appendix 2)
to the HKVAAVQ indicating when they are ready to undergo the Initial
Evaluation of the QA process. Furthermore operators are required to sign a
Service Agreement with the HKCAAVQ that sets out the purpose, the time
schedule and the fee for the exercise before submitting an accreditation
document to the HKCAAVQ.

If operators are not able or ready to provide sufficient information to
substantiate that they meet the required standards of Initial Evaluation, but
still decide to submit the formal accreditation document, they will be fully
informed about the possible consequences. One of the possibilities is that the
accreditation panel, once it is formed by the HKCAAVQ, could decide not to
proceed with the accreditation if they considered the operators not yet ready
for accreditation.

The following indicative timeline outlines the main steps in Initial Evaluation.

Providers” Seminar > The Seminars are organised
periodically by the HKCAAVQ to
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Preliminary
Assessment

*QOn-site Visit or
Meeting

Weeks

brief operators about the process of
the accreditation exercises and the
preparation required. Operators are
strongly encouraged, but not
required, to attend Providers’
Seminar before the negotiation of
service required.

Once operators understand the
accreditation process, they have to
indicate their intention to seek
accreditation service by returning a
signed Statement of Intent.
HKCAAVQ will then issue a Service
Agreement. After signing the Service
Agreement and making payment of
the initial accreditation fee, operators
should send in the accreditation
document on or before the date
specified in the Service Agreement.

Accreditation document confirmed
as to have all the necessary
information to proceed with
accreditation

HKCAAVQ panel members are
nominated

Panel members confirmed after
checking conflict of interest with
operators

Preliminary assessment of the
accreditation document

Panel provides initial comments to
operators and requests additional
evidence or information as needed
Operators provide requested
evidence or information

Preparation for on-site visit or
meeting at the HKCAAVQ office

*On-site  visit or meeting at
HKCAAVQ office
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Report Writing

Notification of
Outcome

Follow-up Actions

10

A

Post-visit or post-meeting follow-
up, if applicable

*The need for on-site visit is determined by the
HKCAAVQ

A

Panel report preparation

Based on the panel’s
recommendations, HKCAAVQ
makes a decision on the outcome
Notification of outcome to the
operators

If  pre-conditions and/  or
requirements are imposed,
operators provide evidence of
meeting them by  specified
timeframe

5. What information is required?

5.1  To complete Initial Evaluation successfully, operators have to demonstrate
that they have attained the threshold standard of Initial Evaluation in the four
areas enumerated below. The evaluation will be based on the accreditation
document and other relevant information gathered through the entire
accreditation process, according to the guiding principle of ‘fitness for

purpose’.

a. Organisational Management

Operators’ management including structure and processes and quality
assurance arrangements must be sufficient to manage their operations.

b. Staffing and Staff Development

Operators must have adequate teaching and supporting staff with the
qualities, competence, qualifications and experience necessary for the
effective delivery of their programmes.

C. Financial and Physical Resources
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5.2

Operators must have adequate financial and physical resources for the
delivery of their programmes.

d. Quality Assurance (including Programme Development and
Management)

Operators must (i) develop learning programmes by addressing the
needs of the community, employees and employers and aligning them
with the GLD (Appendix 3) of QF; and (ii) monitor and review the
performance of all their programmes on an ongoing basis to ensure that
the programmes remain current and valid and that the learning
outcomes, teaching and learning activities and student assessments are
effective.

Accreditation Form and Explanatory Notes for preparing an accreditation
document for Initial Evaluation can be found in at Appendix 4(a).

6. What comes after submission of documents?

6.1

6.2

If the HKCAAVQ considers that operators’ accreditation document contains
all the necessary information to proceed with accreditation, it will establish an
accreditation panel comprising sector/subject/QA specialists and a staff
member of the HKCAAVQ. The HKCAAVQ has full authority in making
decisions on the programme of the on-site visit and the membership of
accreditation panels after seeking views from the operators on any perceived
conflict of interest. The HKCAAVQ staff member will liaise with the operator
about the arrangement of an on-site visit or meeting at HKCAAVQ office. At
the on-site visit or meeting at the office, the panel will typically meet
appropriate management representatives and other key staff; inspect the
facilities; and examine records and other supporting documents.

The panel will evaluate the evidence submitted in the accreditation document
and the information collected at the on-site visit/meeting at the office. It will
form a judgement as to whether the operator meets the required standards and
identify areas for improvement. After the on-site visit/meeting at the office,
the HKCAAVQ will prepare a report based on panel’s recommendations and
send it to the operator to check factual accuracy. The accreditation outcome
will then be finalised by the HKCAAVQ and the outcome will be conveyed in
writing to the operator.

7. What are the possible outcomes?

7.1

The possible outcomes are approval, approval with pre-condition(s) and/or
requirement(s), and non-approval. The accreditation report prepared by the
HKCAAVQ will include the following:
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7.2

7.3

U Pre-condition(s) and/or requirement(s), if any, and
U  QF level of the IE status.

Where pre-condition(s) and/ or requirement(s) are stipulated, the fulfilment of
the pre-condition(s) and/or requirement(s) within a specified timeframe is
mandatory to obtain and to maintain valid accreditation status.

If the operator is aggrieved by the decision of the HKCAAVQ, the operator
can lodge a notice of appeal with the Appeal Board established under the
Accreditation of Academic and Vocational Qualifications Ordinance. Details
of the Appeal Procedure are published in accordance with Part 3 (Section 13)
of the Ordinance and can be accessed at the HKCAAVQ website.

8. What to do before the IE validity period expires?

8.1

8.2

8.3

Operators who are accredited for Initial Evaluation must proceed to the next
stage, Programme Validation, if they want to operate and enter the
qualification of their learning programme into the Qualifications Register (QR)
and to be recognised under the QF. Operators’ intention for learning
programmes to be validated must be received by the HKCAAVQ within the
two-year validity period of Initial Evaluation.

If operators choose not to or are not yet ready to move onto Programme
Validation, they can apply to extend the obtained IE status at least three
months before the two-year validity period expires. The further two-year
status of being evaluated will only be approved if the operators can
demonstrate their capabilities and operational plan to offer learning
programmes in the extended period. Please refer to Appendix 1 (b).

An extension will be granted ONCE only. The Initial Evaluation status will
automatically lapse when the two-year extended validity period expires.

9. What is Programme Validation?

9.1

9.2

Programme Validation is the second stage of the Four-stage Quality
Assurance Process, through which the Hong Kong Council for Accreditation
of Academic and Vocational Qualifications (HKCAAVQ) assures the quality
of learning programmes. Only qualifications of the validated programmes are
eligible to enter into the Qualifications Register (QR) and recognised under
the Qualifications Framework (QF). Therefore, operators must apply for
Programme Validation for each programme that they wish to enter into the QR.

Validation of learning programmes is intended to ensure that:
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U learning outcomes and standards of the learning programmes are
appropriate for the qualifications to which they lead,;

U content and design of the learning programmes and the methods of
delivery are likely to achieve their purposes;

U content and assessment are based on academic and vocational standards,
as appropriate;

U delivery arrangements, including management, facilities, staffing and
student services are appropriate for the learning programmes and will
enable their successful delivery at the QF level proposed; and

U operators have systems and resources in place to effectively manage,
quality assure and improve their programmes.

10. How much does the HKCAAVQ charge for Programme Validation?

10.1

The HKCAAVQ’s fees for carrying out Programme Validation are available
at http://www.hkcaavg.edu.hk/fourstage. The fee level varies according to the
QF level of the learning programme operators intend to offer.

11. What are the procedures and how long do they take?

111

11.2

11.3

11.4

It normally takes about 14 weeks to complete the Programme Validation
process for programmes up to QF Level 3, after operators have submitted their
accreditation document. The time schedule will be specified in the Service
Agreement signed by the HKCAAVQ and the operator.

The HKCAAVQ will regularly hold seminars about the various accreditation
exercises and the preparation required. Operators are strongly encouraged to
attend these Providers’ Seminars before preparing an accreditation document.
The Providers’ Seminar is to brief operators about the process of the
accreditation exercises and the preparation required. The factual clarifications
provided should enable operators to decide for themselves their readiness to
undergo the PV.

Interested operators should return a signed Statement of Intent (Appendix 2)
to the HKCAAVQ indicating when they are ready to undergo the Programme
Validation of the QA process. Furthermore operators are required to sign a
Service Agreement with the HKCAAVQ that sets out the purpose, the time
schedule and the fee for the exercise before submitting an accreditation
document to the HKCAAVQ.

If operators are not able or ready to provide sufficient information to
substantiate that they meet the required standards of Programme Validation,
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but still decided to submit the formal accreditation document, they will be
fully informed about the possible consequences. One of the possibilities is that
the accreditation panel once that it is formed by the HKCAAVQ could decide
not to proceed with the accreditation if they considered the operators not ready

for accreditation.

11.5 The following indicative timeline outlines the main steps in Programme
Validation. It applies to programmes up to QF Level 3.

Providers’ Seminar

Preliminary
Assessment

Weeks

< The

Seminars are  organised
periodically by the HKCAAVQ to
brief operators about the process of
the accreditation exercises and the
preparation required. Operators are
strongly encouraged, but not
required, to attend Providers’
Seminar before the negotiation of
service required.

Once operators understand the
accreditation process, they have to
indicate their intention to seek
accreditation service by returning a
signed Statement of Intent.

The HKCAAVQ will then issue a
Service Agreement. After signing the
Service Agreement and making
payment of the initial accreditation
fee, operators should send in the
accreditation document on or before
the date specified in the Service
Agreement.

Accreditation document confirmed
as to have all the necessary
information to proceed with
assessment

HKCAAVQ panel members are
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*On-site Visit or
meeting

Report Writing

Notification of
Outcome

Follow-up Actions

nominated
Panel members confirmed after
checking conflict of interest with
operators

Preliminary assessment of the
accreditation document

Panel provides initial comments to
operators and requests additional
evidence or information as needed
Operators provide requested
evidence or information

Preparation for on-site visit or
meeting at the HKCAAVQ'’s office

On-site  visit or meeting at
HKCAAVQ office*

Post-visit or post-meeting follow-
up, if applicable

*The need for on-site visit is determined by the
HKCAAVQ

Panel report preparation

Based on the panel’s
recommendations, HKCAAVQ
makes a decision on the outcome
Notification of outcome to
operators

If  pre-conditions and/  or
requirements are imposed,
operators provide evidence of
meeting them by  specified
timeframe

12. What information is required?

12.1  Operators are to send in an accreditation document for individual programmes.
To complete Programme Validation successfully, operators have to
demonstrate that the learning programme and the capacity of operators to
deliver the programme have attained the threshold standard of Programme
Validation in the ten areas enumerated below. The validation will be based on
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the accreditation document and other relevant information gathered through
the entire accreditation process, according to the guiding principle of “fitness
for purpose’.

a.

Financial and Physical Resources for Learning Programmes

Operators must have adequate financial and physical resources for the
delivery of their programmes.

Staffing and Staff Development for Learning Programmes

Operators must have adequate teaching and supporting staff with the
qualities, competence, qualifications and experience necessary for the
effective programme management, planning, delivery and monitoring
of their programmes. There must be adequate staff development
scheme and activities to ensure that the teaching and supporting staff
are kept updated for the quality delivery of the programmes.

Programme Objectives and Learning Outcomes

Learning programmes must have competency-based learning outcomes
which are tested through assessment and the evidence from
assessments must show that the learning outcomes correspond to the
GLD (Appendix 3) and other relevant documents for the determination
of the QF Level of the learning programmes. The learning outcomes
should reflect the stated programme objectives.

Programme Content and Structure

The content and structure of the learning programmes must be
coherent, integrated and effective in enabling students to achieve the
stated learning outcomes and the required standards. The learning
outcomes, teaching and learning activities and assessments must be
coherent, balanced, enable progression and be pitched at the
appropriate level in QF.

Admission Requirements and Student Selection

The minimum admission requirements for the programmes must be
clearly outlined for students and staff. These requirements and the
student selection processes must ensure that students enrolling in the
programmes have the knowledge and skills to be able to undertake the
learning activities proposed in the programmes.

Teaching and Learning

The teaching and learning activities designed for the programmes must
be effective in delivering the intended learning outcomes and
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programme content. A range of appropriate teaching methods must be
employed to effectively engage students in the learning process.

Workplace Attachment and Student Support Services

Operators must provide students with clear, accurate information and
dependable access to workplace attachment and support services that
give students optimum opportunity for successful completion of the
programme.

Student Assessment

Assessments must support effective learning and enable students to
demonstrate achievement of the learning outcomes and the required
standards. The assessment methods and techniques used for the
programmes must be valid, reliable, fair and sufficient to reflect the
learning outcomes at the claimed QF levels.

Quality Assurance (including Programme Development and
Management)

Operators must (i) develop learning programmes by addressing the
needs of the community, employees and employers and aligning them
with the GLD (Appendix 3) of the QF; and (ii) monitor and review the
performance of all their programmes on an ongoing basis to ensure that
the programmes remain current and valid and that the learning
outcomes, teaching and learning activities and student assessments are
effective.

Student Records and Information Management
Operators must have effective administration and management systems

and procedures in place to ensure integrity, security, accuracy and
currency of their record.

12.2  Accreditation Form and Explanatory Notes for preparing an accreditation
document for Programme Validation can be found in Appendix 4(b).

13. What comes after submission of documents?

13.1 If the HKCAAVQ considers operators’ accreditation document contains all
the necessary information for accreditation, it will establish an accreditation
panel comprising sector/subject/QA specialists and a staff member of the
HKCAAVQ. The HKCAAVQ has full authority in making decisions on the
programme of the on-site visit and the membership of accreditation panels
after seeking views from the operators on any perceived conflict of interest.
The HKCAAVQ staff member will liaise with the operator about the
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13.2

arrangement of an on-site visit or meeting at HKCAAVQ office. At the on-site
visit/meeting at the office, the panel will typically meet appropriate
management representatives, other key staff and students; inspect the facilities;
observe classes; and examine records and other supporting documents. An
on-site visit typically might consist of:

U  Meeting with Board members/senior management

U Meeting(s) with relevant committees/staff of the programmes

U Meeting(s) with advisory committee members/ employers/ external
examiners, if any

U Meeting with students/graduates

U Tour of facilities

U Scrutiny of documents such as minutes of meetings and students’ work

The panel will evaluate the evidence provided in the accreditation document
and the information collected at the on-site visit/meeting at the office. It will
form a judgement as to whether the learning programmes meet the required
standards and identify areas for improvement. After the on-site visit/meeting
at the office, the HKCAAVQ will prepare an accreditation report based on the
panel’s recommendations and provide it to the operator to check for factual
accuracy. The accreditation outcome will then be finalised by the HKCAAVQ
and the outcome will be conveyed in writing to the operator.

14. What are the possible outcomes?

141

14.2

143

The possible outcomes are approval, approval with pre-condition(s) and/or
requirement(s), and non-approval. The accreditation report prepared by the
HKCAAVQ will include the following:

U Validity period, which will vary subject to circumstances, such as by the
length of the learning programmes and the maturity level of the operator,

U Pre-condition(s) and/or requirement(s), if any,

U Discipline/area of study,

U QF level, and

U Student numbers, as appropriate, of the accredited learning programmes

Where pre-condition(s) and/ or requirement(s) are stipulated, the fulfilment of
the pre-condition(s) and/or requirement(s) within a specified timeframe is
mandatory to obtain and to maintain valid accreditation status.

If the operator is aggrieved by the decision of the HKCAAVQ, the operator
can lodge a notice of appeal with the Appeal Board established under the
Accreditation of Academic and Vocational Qualifications Ordinance. Details
of the Appeal Procedure are published in accordance with Part 3 (Section 13)
of the Ordinance and can be accessed at the HKCAAVQ website.
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15. What to do before the validity period expires?

15.1 Operators must apply to have their learning programmes revalidated by the
HKCAAVQ at least six months before the expiry date of the validity period.
If revalidation is not completed by the expiry date, the validation status will
automatically lapse and the registration of the related qualifications of the
learning programmes on the QR will be indicated as expired. The revalidation
process is the same for the Programme Validation.
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Appendixes

Appendix 1:

Appendix 2:
Appendix 3:

Appendix 4:

(b) Flow Chart of the Four-stage Quality Assurance Process -
For Operators Seeking Accreditation from HKCAAVQ for the
First Time (with Stage 1 and Stage 2 only)

Statement of Intent

Generic Level Descriptors

(a) Accreditation Form and Explanatory Notes for Preparing
Accreditation Document at Initial Evaluation

(b) Accreditation Form and Explanatory Notes for Preparing
Accreditation Document at Programme Validation
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Flow Chart of the Four-stage Quality Assurance Process
For Operators Seeking Accreditation
from the HKCAAVQ for the First Time
(with Stage 1 and Stage 2 only)

Operators/learning
programmes

Initial Evaluation

(IE)

Non-approval No |IE approved? No
No

Yes

Proceed to PV
within 2 years?

Proceed to PV

2
N Extend IE? Yes—»- within 2 years?

Yes

v

Programme
Validation (PV) |

Non-approval No PV approved?

Yes

v

Eligible for
entering QR

Programme
Revalidation

Revalidation
approved?

Non-approval N



Knowledge & Intellectual Skills

Generic Leve Descriptors

Processes

Application, Autonomy &
Accountability

Communication, IT and Numeracy

- Employ recall and demonstrate
elementary comprehension in a
narrow range of areas with
dependency on ideas of others

- Exercise basic skills

- Recelve and passon
information

- Use, under supervision or
prompting, basic tools and
materials.

- Apply learnt responses to solve
problems

- Operate in familiar, personal
and/or everyday contexts

- Take some account, with
prompting, of identified
consequences of actions.

Operate mainly in closely
defined and highly structured
contexts

Carry out processes thet are
repetitive and predictable
Undertake the performance of
clearly defined tasks
Assume a strictly limited
range of roles.

- Theability to perform tasks of
routine and repetitive nature
given clear direction

- Carry out directed activity
under close supervision

- Rely entirely on external
monitoring of output and
quality

- Usevery simple skillswith
assistance — for example:

- Take some part in discussions
about straightforward subjects

- Read and identify the main points
and ideas from documents about
straightforward subjects

- Produce and respond to a limited
range of simple, written and oral
communications, in
familiar/routine contexts

- Carry out alimited range of
simple tasks to process data and
access information

- Usealimited range of very
simple and familiar numerical and
pictorial data

- Carry out calculations, using
whole numbers and simple
decimals to given levels of
accuracy.




Knowledge & Intellectual Skills

Generic Leve Descriptors

Processes

Application, Autonomy &
Accountability

Communication, IT and Numeracy

- Apply knowledge based onan
underpinning comprehension in
a selected number of areas

- Make comparisons with some
evaluation and interpret
available information

- Apply basic tools and materials
and use rehearsed stages for
solving problems.

- Operate in familiar, personal
and/or everyday contexts

- Take account the identified
consequences of actions.

- Choose from arange of
procedures performed in a
number of contexts, afew of
which may be non-routine

- Co-ordinate with others to
achieve common goals.

The ability to perform arange
of tasks in predictable and
structured contexts

Undertake directed activity
with a degree of autonomy

Achieve outcomes within time
congtraints

Accept defined responsibility
for quantity and quality of
output subject to external
quality checking.

- Useskillswith some
assistance — for example:

- Take active part in discussions
about identified subjects

- ldentify the main points and ideas
from documents and reproduce
them in other contexts

- Produce and respond to a
specified range of written and oral
communications, in
familiar/routine contexts

- Carry out a defined range of tasks
to process data and access
information

- Use alimited range of familiar
numerical and graphical datain
everyday contexts

- Carry out calculations, using
percentages and graphical datato
given levels of accuracy.




Knowledge & Intellectual Skills

Generic Leve Descriptors

Processes

Application, Autonomy &
Accountability

Communication, IT and Numeracy

- Apply knowledge and skillsin a
range of activities,
demonstrating comprehension
of relevant theories

- Access, organise and evaluate
information independently and
make reasoned judgements in
relation to a subject or
discipline

- Employ arange of responsesto
well defined, but sometimes
unfamiliar or unpredictable,
problems

- Make generalisations and
predictions in familiar contexts.

- Operatein avariety of
familiar and some unfamiliar
contexts, using a known range
of technical or learning skills

- Select from a considerable
choice of predetermined
procedures

- Give presentationsto an
audience

The ability to perform tasksin
abroad range of predictable
and structured contexts which
may aso involve some
non-routine activities
requiring a degree of
individual responsibility
Engage in saf-directed
activity with
guidance/evaluation

Accept responsibility for
guantity and quality of output
Accept well defined but
limited responsibility for the
guantity and quality of the
output of others

- Use awiderange of largely
routine and well practiced
skills— for example:

- Produce and respond to detailed
and complex written and oral
communication in familiar
contexts, and use a suitable
structure and style when writing
extended documents.

- Sdect and use standard
applications to obtain, process
and combine information

- Use awide range of numerical
and graphical datain routine
contexts, which may have some
non-routine elements.




Knowledge & Intellectual Skills

Generic Leve Descriptors

Processes

Application, Autonomy &
Accountability

Communication, IT and Numeracy

- Develop arigorous approach to
the acquisition of abroad
knowledge base, with some
speciaist knowledge in selected
areas

- Present and evaluate
information, using it to plan and
develop investigative strategies

- Deal with well defined issues
within largely familiar contexts,
but extend this to some
unfamiliar problems

- Employ arange of specialised
skills and approachesto
generate a range of responses.

- Operate in arange of varied
and specific contexts
involving some creative and
norroutine activities

- Exercise appropriate
judgement in planning,
selecting or presenting
information, methods or
resources

- Carry out routine lines of
enquiry, development of
investigation into professional
level issues and problems.

The ability to perform skilled
tasks requiring some
discretion and judgement, and
undertake a supervisory role
Undertake self-directed and a
some directive activity
Operate within broad general
guidelines or functions

Take responsibility for the
nature and quantity of own
outputs

Meet specified quality
standards

Accept some responsibility
for the quantity and quality of
the output of others.

- Use awide range of routine skills
and some advanced skills
associated with the
subject/discipline— for example:

- Present using arange of
techniques to engage the audience
in both familiar and some new
contexts

- Read and synthesise extended
information from subject
documents; organise information
coherently, convey complex ideas
in well-structured form

- Usearangeof IT applicationsto
support and enhance work

- Plan approaches to obtaining and
using information, choose
appropriate methods and data to
justify results & choices

- Carry out multi-stage
calculations.




Knowledge & Intellectual Skills

Generic Leve Descriptors

Processes

Application, Autonomy &
Accountability

Communication, IT and Numeracy

- Generate ideas through the
analysis of abstract information
and concepts

- Command wide ranging,
specialised technical, creative
and/or conceptual skills

- ldentify and analyse both
routine and abstract professional
problems and issues, and
formulate evidence-based
responses

- Anayse, reformat and evaluate
awide range of information

- Criticaly anadyse, evaluate
and/or synthesise ideas,
concepts, information and
issues

- Draw on arange of sourcesin
making judgments.

- Utilise diagnostic and creative
skillsin a range of technical,
professional or management
functions

- Exercise appropriate
judgement in planning,
design, technical and/or
supervisory functions related
to products, services,
operations or processes.

Perform tasks involving
planning, design, and
technical skills, and involving
some management functions
Accept responsibility and
accountability within broad
parameters for determining
and achieving personal and/or
group outcomes

Work under the mentoring of
senior qualified practitioners
Deal with ethical issues,
seeking guidance of others
where appropriate.

- Usearange of routine skillsand
some advanced and specialized
skillsin support of established
practices in a subject/discipline,
for example:

- Make formal and informal
presentations on
standard/mainstream topics in the
subject/discipline to a range of
audiences

- Participate in group discussions
about complex subjects; create
opportunities for othersto
contribute

- Usearangeof IT applicationsto
support and enhance work

- Interpret, use and evauate
numerical and graphical datato
achieve goal dtargets.




Knowledge & Intellectual Skills

Generic Leve Descriptors

Processes

Application, Autonomy &
Accountability

Communication, IT and Numeracy

- Critically review, consolidate,
and extend a systematic,
coherent body of knowledge

- Utilise highly specialised
technical research or scholastic
skills across an area of study

- Critically evaluate new
information, concepts and
evidence from arange of
sources and develop creative
responses

- Critically review, consolidate
and extend knowledge, skills
practices and thinking in a
subject/discipline

- Deal with complex issues and
make informed judgements in
the absence of complete or
consistent data/information.

- Transfer and apply diagnostic
and creative skillsin arange
of situations

- Exercise appropriate
judgement in complex
planning, design, technical
and/or management functions
related to products, services,
operations or processes,
including resourcing and
evaluation

- Conduct research, and/or
advanced technical or
professional activity

- Design and apply appropriate
research methodologies.

Apply knowledge and skillsin
abroad range of professional
work activities

Practice significant autonomy
indetermining and achieving
personal and/or group
outcomes

Accept accountability in
related decision making
including use of supervision
Demonstrate |eadership and
/or make an identifiable
contribution to change and
development.

- Communicate, using appropriate
methods, to a range of audiences
including peers, senior
colleagues, specialists

- Use awide range of software to
support and enhance work;
identify refinements to existing
software to increase effectiveness
or specify new software

- Undertake critical evaluations of a
wide range of numerical and
graphical data, and use
calculations at various stages of
the work.




Knowledge & Intellectual Skills

Generic Leve Descriptors

Processes

Application, Autonomy &
Accountability

Communication, IT and Numeracy

- Demonstrate and work with a
critical overview of a subject or
discipline, including an
evaluative understanding of
principal theories and concepts,
and of its broad relationships
with other disciplines

- |dentify, conceptualise and offer
original and cregtive insights
into new, complex and abstract
ideas and information

- Deal with very complex and/or
new issues and make informed
judgements in the absence of
complete or consistent
data/information

- Makeasignificant and origina
contribution to a specialised
field of inquiry, or to broader
interdisciplinary relationships.

Demonstrate command of
research and methodol ogical
issues and engage in critical
dialogue

Develop cresative and original
responses to problems and
issues in the context of new
circumstances.

Apply knowledge and skillsin
a broad range of complex and
professional work activities,
including new and unforeseen
circumstances

Demonstrate |eadership and
originality in tackling and
solving problems

Accept accountability in
related decision making
High degree of autonomy,
with full responsibility for
own work, and significant
responsibility for others

Deal with complex ethical and
professional issues.

- Strategically use communication
skills, adapting context and
purpose to a range of audiences

- Communicate at the standard of
published academic work and/or
critical dialogue

- Monitor, review and reflect on
own work and skill development,
and change and adapt in the light
of new demands

- Use arange of software and
specify software requirements to
enhance work, anticipating future
requirements

- Critically evaluate numerical and
graphical data, and employ such
data extensively.




HKCAAVQ

Hong Kong Council for Accreditation of Academic and Vocational Qualifications

Four-stage Quality Assurance Process Accreditation Form — Stage 1 Initial Evaluation
for Operators with Local Learning Programmes intended to be at the Hong Kong Qualifications Framework Levels 1 — 3

—= ( )

Notes to Operators

1.

b

e

This Accreditation Form is only for operators who wish to undertake Stage 1 Initial Evaluation of the
Four-stage Quality Assurance (QA) Process for accreditation of Local Learning Programmes!" intended to
be at any of the Hong Kong Qualifications Framework (QF) Levels 1 — 3.

It is important that operators read the relevant Guidelines on Four-stage QA Process available at
www.hkcaavq.edu.hk before making an application.

Please complete all the entries, using “N/A” (i.e. not applicable) in appropriate blanks, V in the appropriate
boxes and deleting inapplicable option marked after *.

Possible documentary evidence mentioned in respective sections of the Accreditation Form is for the
operator’s general reference. Operators should refer to the Accreditation Evidence Attachment Form at the
end of this Accreditation Form for more details.

Please expand the electronic version of this form if space provided is insufficient. If necessary,
supplementary information may also be submitted in separate electronic files or hard copies as appropriate.
Accreditation is evidence-based and therefore each Accreditation Form must be supported by a
self-contained and up-to-date accreditation document, i.e. Accreditation Form and documentary evidence.
Operators going through both Stage 1 Initial Evaluation and Stage 2 Programme Validation at the same time
may consider copying common information to relevant sections of the respective Accreditation Forms, as
and when appropriate.

Reference to the HKCAAVQ also covers the HKCAA, unless otherwise stipulated.

(1]

www.hkcaavq.edu.hk
"N/A" *

Accreditation Form IE Version 1.0 (April 2008)



HKCAAVQ

Part | — General Information

Name of Operator? (Please provide identity proof such as HKID Card copy if operator is a person, or valid Business Registration Certificate and

any other documentary proof if operator is an organisation.)
[2]

(English )

(Chinese )

Operating Address"! (Documentary evidence is required.) Website General enquiry number
[3]

The current application is for an Initial Evaluation Status to Operate Learning Programmes at the following QF Level(s) (Multiple options
feasible)#
#
O QF Level 1 O QF Level 2 O QF Level 3
# Options indicated here must tally with that stipulated in the Terms of Reference of the signed Service Agreement

Part Il Organisational Profile (This Part serves to illustrate whether the operator is competent to operate
learning programmes that meet the quality assurance requirements and deliver learning outcomes
commensurate with the competency standards of respective QF Level(s).)

A. Organisational Management (This Section comprises the operator’s organisational systems, structure and processes to illustrate
whether they are appropriate for achieving the operator’s stated mission.)

1. Years of educational / training operation Years of experience in running learning programmes at relevant QF Level(s)
/

2. Scope of Operation'* (Please state operator’s service areas, target clients / students, operating experience and relevant educational services and
other businesses.)
[4]

3. Operator’s Mission, Educational Objectives'® and Developmental Plan for the coming two years
[51 (6]

Accreditation Form IE Version 1.0 (April 2008)




HKCAAVQ

4. Governance and Management [
(Please briefly describe the operator’s legal status, governance, management structure, decision making process and responsible personnel / bodies
such as team / parties / committees and quote real-life examples to demonstrate how the operator manages its operation. Please attach
organisation%l] chart(s) and any other relevant documentary evidence as appropriate.)

(

B. Staffing and Staff Development (This Section serves to illustrate whether there is adequate staff with appropriate qualities,
competency, qualifications and experiences for effective operation as well as planning, delivery, monitoring and managing the
learning programme so as to meet the operator’s stated mission. There must also be appropriate and adequate staff development
scheme and activities to ensure staff members are kept updated to deliver quality services.)

1. Staffing Structure B8l

Number of Staff by Grade as of Date of Application

Grade™ Appointment Criteria ( )

el In-post Vacancy

FT PT FT PT

FT — Full-time; PT — Part-time

2. Staff Profile (Please provide curriculum vitae and individual teachers’ timetable for current year and the last year.)

Relevant Industrial

. . Experience
Staff Member T ¢ ngQh e;ltigcc;cil;rlmc Professional Qualification ?f;iegiim (Years of FT
A crms o ( 1lelase specif / Teacher Training(please E erien% . service) (excluding
. [10] EI%%HTHI%?R t egr of awre)lr d az; d specify year of award and (Y)é};rs of FT full-time training
Position (0] ( ) Y ! awarding body) . experience)
awarding body) / service)
«C 7 )
Name [ ( )
C )

Accreditation Form IE Version 1.0 (April 2008)
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3. Staff Development and Training Activities!'” for the Last Two Years!"!
1 12]

Sponsorship by Operator

Name of . L.
Title of Al .
Staff itle of Activity Organiser Hours of NaFu.re. of Paid Leave
Attendance Activities# Others
Member Fee (HKS) (days)
( 5) (as stated)
() C )

# 1 = Pedagogical skills development 2 = Industrial / sector related training / updating /
3 = Study for academic qualifications 4 = CPD/ Training in Fulfillment of professional membership
5 = Others (please state) ( )

4. Staff Development Plan!' for the coming two years
[14]

5. FT academic / training staff turnover ratel™ for the last year
[15]

Reasons (if the reported rate(s) is/are considered high by the operator)
( )
Follow-up Actions!"®, if applicable

7 )

C Quality Assurance (This Section serves to illustrate how the operator obtains feedback and takes measures to ensure
sustainability and continuous improvement of its operation, how it knows whether it has met the quality assurance requirements
and delivered learning programmes with learning outcomes commensurate with the competency standards of respective QF

Level(s) as well as how it has made improvements to bridge the gaps.)

1. Operator’s Quality Assurance Policy and Processes (Please provide a brief outline including but not limited to quality review / enhancement,
programme monitoring and review !, feedback from students / graduates / employers / staff / External Examiners / External Advisor and

others over the past two years, etc.)
[17]

2. Quality Enhancement (Please state briefly the improvements made on the operator’s initiative as well as follow-up actions taken on the basis of

stakeholders’ feedbacks.)

Accreditation Form IE Version 1.0 (April 2008)
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3. Learning Outcomes and QF Level Determination (Please state the mechanism for devising learning outcomes commensurate with the
competency standards of respective QF Levels and how QF Level(s) is / are assigned to respective learning programmes. )

4. Student Records and Information Systems (Please state the operator’s Information System including but not limited to student admission,
registration and assessment records. Please provide samples of student records as well as evidence of the operator’s quality assurance

mechanisms and processes, e.g. meeting minutes, external examiners’ reports, students’ feedback, etc.)

( )

D Programme Development and Management (This Section serves to illustrate how learning programmes are designed,
developed and managed by the operator to meet the stated purpose, taking into account programme relevancy to the industry/
communities and the employers concerned as well as the competency standards prescribed for respective QF Levels in accordance
with the Education Bureau’s Generic Level Descriptors (GLD). Please state briefly how the operator design and develop its
learning programmes, including but not limited to internal / external consultation and programme validation.)

(

Accreditation Form IE Version 1.0 (April 2008)
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E. Financial and Physical Resources (This Section serves to illustrate whether there are adequate financial and physical resources
for the operator to sustain and develop its operation including but not limited to the delivery of the learning programmes that meet
the quality assurance requirements and deliver learning outcomes commensurate with the competency standards of respective QF
Level(s).)

1. Physical Resources (Facility Information) (Please provide documentary evidence such as photos of teaching / training venues and facilities,
tenancy agreement, venue booking confirmation note, floor plan, etc.)

Location and address of facility” A
Facility Facility replenishment
replenishment budget planned for due
Size . Facilities Facility Facility due date (to be date (HK$)(to be
Size(sq m) . . . L . . -
Room (sqm) net Seating T £ equipped opening acquisition completed if the | completed if the facility
Serial No. gross capacity ypeo roo;n (model, no.) hours date facility is owned is owned by the
( ) / by the operator) operator)
( ) ( (
.9

1

2

3

4

5
A Please use separate table(s) copied from the above to fill in information of other campus(es) if the operator has more than one.
# Type of Room

1=Lecture theatre 2=Tutorial room 3=Computer laboratory 4=Language laboratory
Others, e.g. workshop (please specify the type of workshops by filling in the blanks)

i Please state the specialist equipment/facilities available in respective rooms including the quantity and nature of the equipment.

/
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Confidential
Information provided in this page will only be reviewed by the Council and the Panel Chairman.
2. Financial Resources (Please provide documentary evidence including but not limited to audited accounts, tax returns, tax demand note,

budgets, bank statement.)
/

Current year — 28T Current year — 118 Current year Current year + 187 T Current year + Pl
_oli8] _ L8] + L8] +ol18]
Operator’s Income
Tuition Fee
Others

Operator’s Expenses
Staff Cost!"”!
Staff Development and Training Expenses

[20

[19]

[20]

Accommodation, Facility and Equipment[zl]
21]

Learning Supportm] e.g. Library, Materials for

Practice
[22]

Others
Surplus/(Deficit) I )
Total Student Number (Headcount)
( )
Total Student Number (F ull-tim&[ezf]quivalent) (23]
(

Total Number. of Learning Programmes
[24]

124]

Organisational Breakeven Student No. (FTE)[ZS]
(

25
)[ 1

F. Others (For brief elaboration of any other information about the operator which has not been reflected in the above but believed
by the operator as contributing to accreditation consideration.)

Part 111 Declaration

I confirm that this Accreditation Form was completed for the purpose of accreditation by the
HKCAAVQ under the relevant stage of the Four-stage QA Process.

Signature (Authorised Representative of operator) Date

Name and Position of Authorised Representative

Accreditation Form IE Version 1.0 (April 2008)



	a. Financial and Physical Resources for Learning Programmes



