Assessment Application Form

Professional Qualifications to be Specified under the Continuing Professional Development (CPD) Programme of the Insurance Intermediaries Quality Assurance Scheme (IIQAS)
Last update on 1 October 2007
This latest version (1 October 2007) replaces all the previous versions of this document. 
General Information

Insurance intermediaries pursuing studies leading to qualifications on the list of specified qualifications in the CPD Information Sheet (issued by the Office of the Commissioner of Insurance), and passing at least one subject in a particular year can be granted 10 CPD hours for each year of study for up to six years.  In addition, holders of the specified qualifications are also considered to have satisfied the 10 CPD hours requirement if (i) the institutes granting such qualifications have a specific CPD programme for holders of such qualifications; and (ii) they (as the holders of such qualifications) have satisfied the CPD requirements specified by the institutes granting such qualifications. Under this scheme, the Hong Kong Council for Accreditation of Academic and Vocational Qualifications (HKCAAVQ) is appointed by the Insurance Authority to assess the qualifications applying for inclusion into the list of specified qualifications for the CPD Programme.

Notes for Applicant
1. Only qualification-granting institution (hereafter referred as the Professional body) are eligible to seek application for their qualifications to be included in the list of specified qualifications for the CPD Programme.  Application from individual or qualification holder will not be considered.

2. The professional qualification must be obtained through supervised examinations. The HKCAAVQ is to assess only the examination component of the proposed qualification.  If the proposed qualification comprises other elements, such as compulsory courses and/or mandatory CPD programmes, the HKCAAVQ is to note these additional elements for a general understanding of the whole picture, and to keep a complete record on file only.  These additional elements will not be assessed.

3. There must be a minimum of 8 papers, at least 2 of which should cover the subject areas from Category A (Annex 1). The duration of each examination should not be less than 3 hours.
4. The HKCAAVQ will assess whether the proposed qualification broadly meets satisfactory standards with emphasis on the scope, level and rigour of the examinations concerned. For this purpose, Qualification Descriptors have been developed as the benchmark on which the assessment is based (Annex 2).
5. The assessment outcome would be one of the followings:

(a) Unconditional approval
; OR

(b) Approval with pre-condition(s) [fulfillment of pre-condition(s) are mandatory]; OR 

(c) Non-approval.

6. Applicant will be required to submit a self-contained submission with all relevant supporting information as listed in the application form. Incomplete information may cause delay in processing the application. The HKCAAVQ may approach the applicant for further information in relation to the application, if necessary.  It is the responsibility of the applicant to cooperate with the HKCAAVQ in providing the requested additional information within the specified timeframe.
7. Any personal data as required in this form will be used for the application only.  The provision of personal data by means of this form is obligatory.  Please also note that the person concerned has the right of access to and correction of the personal data provided by means of this form.

8. The indicative processing time of the application is approximately 6 - 8 weeks depending on the completeness of the self-contained submission provided by the applicant.
9. Please complete and mail this Application Form together with a fee of $65,000 by cheque payable to:
	Hong Kong Council for Accreditation of 
Academic and Vocational Qualifications

	10/F, Cambridge House

	Taikoo Place, 979 King’s Road, Quarry Bay, HONG KONG


10. Please make use of the checklist for checking the information/documents required for the application (Annex 3).
	(For Office Use Only)
	

	Ref. No.:
	

	Date of Receipt
	


Section A   Professional Body

	Title of Professional Qualification
	 

	Name of Professional Body
	 


1. Please provide background information about the Professional Body as Attachment 1.

2. Contact Persons

	
	Person in Charge
	Authorized Contact Person

	Name


	
	

	Position


	
	

	Organization


	
	

	Address


	
	

	Phone


	
	

	Fax


	
	

	E-mail
	
	


The HKCAAVQ may approach the above contact persons for further information in relation to the application, if required.

Section B   Attainment Criteria of The Professional Qualification
1. Entry Requirements
(a) Academic qualifications (Please tick as appropriate)
	__
	Completion of Secondary Five

	__
	Higher Diploma in                         (Area of study)

	__
	Bachelor Degree in                         (Area of study)

	__
	Postgraduate or above in                     (Area of study)

	__
	Others (Please Specify)

	
	 


(b) Experience
	(i) Years of experience required
	 
	Years


(ii) Type of experience required (Please tick as appropriate)
	__
	Must be currently employed / self employed in insurance

	__
	Working experiences as an insurance broker

	__
	Working experiences as any types of insurance intermediates

	__
	Managerial experiences in insurance companies

	__
	Others (Please specify)

	
	 


(c) Other admission requirements (Please Specify)

	 

	 


2. Examinations (Assessment required for the attainment of the Professional Qualification)
	(a) Total number of examinations required
	 
	

	(b) Maximum duration of completing all the examinations
	 
	years

	(c) Minimum number of examinations to be passed per year
	 
	


(d) Please provide detailed information on subjects / examination contents in the following table. You may provide the information as Attachment 2 if more space is required. (An example is given in the first row of the table.)
	Subject Title
	Number of examination
	Duration (hours)
	Brief contents of the examinations
	Passing mark (out of 100)
	Passing rate (number of participants)
	Area of Coverage (please refer to Annex 1)
	Examination format and the breakdown of marks

	1. Accounting (Example)
	2
	3

3
	(1) Financial accounting, balance sheet, income statement, net present values

(2) Management accounting, project evaluation, costing methods
	50

50
	75%
(120)
80%

(120)
	A6, B1
	30% Multiple Choice

40% Essay

30% Short Questions

	
	
	
	
	
	
	
	


	Subject Title
	Number of examination
	Duration (hours)
	Brief contents of the examinations
	Passing mark (out of 100)
	Passing rate (number of participants)
	Area of Coverage (please refer to Annex 1)
	Examination format and the breakdown marks

	
	
	
	
	
	
	
	


(e) Other assessments (eg. mandatory CPD programme for holders of the qualifications) (Please Specify)

	

	

	

	


3. Past Examinations Documents

(a) Please provide 4 sets of the following documents as attachments.

(i) Examination papers and syllabuses for all the subjects in the past three years (if applicable) as Attachment 3.
(ii) Samples (about 10) of marked/graded examination scripts for each examination / paper, covering the top, middle and bottom grades of candidates as Attachment 4. 
(iii) Examiners’ reports for all the subjects in the past 3 years (if applicable) as Attachment 5.

(iv) Studying materials for participants (eg. Study guides, syllabuses, reading lists and the student handbooks) as Attachment 6.

Section C   Revision courses / OTHER MANADATORY REQUIREMENTS for Participants
	1. Is there any revision course / other form of training / manadatory requirement (e.g. CPD) for participants? 
	(Yes/No)


(If yes, please provide the following information for the revision courses as Attachment 7):
(a) Lesson plans (brief description of the contents of each class and duration)
(b) Course materials (eg. class notes, reading lists, etc.)
(c) Other Mandatory Requirements / Programmes
Section D   Staff Profiles 
1. Examiners / Markers
(a) What are the minimum appointment criteria for examiners / markers?

	

	

	

	


(b) Examiner / Marker Profile

	Name, Current Position

And Title
	Academic Qualification & Awarding Institution
	Professional Qualification & Awarding Institution
	Years of Relevant Experience 

	
	
	
	


(You may provide the information as Attachment 8 if additional space is required.)

2. Instructor (only if teaching is involved)

(a) What are the minimum appointment criteria for instructors?
	

	

	

	

	

	


(b) Instructor Profile
	Name, Current Position

And Title
	Academic Qualification & Awarding Institution
	Professional Qualification & Awarding Institution
	Years of Experience in Conducting Similar Activities

	
	
	
	


(You may provide the information as Attachment 9 if additional space is required.)

Section E   Quality Assurance Mechanism

Please give a general description on the internal Quality Assurance Mechanism and provide all the supporting documents (eg. procedures of setting and marking the examinations, guidelines/ handbook for examiners, etc.) as Attachment 10.
Section F   Declaration
I have read, fully understood and accepted the terms and conditions as stated in this application form. I declare that the information given in this application form is correct and complete to the best of my knowledge and belief, and all documents submitted with this application are true copies of the originals.

	Date:
	 
	Signature:
	 

	
	
	
	(Person in charge)


Annex 1 Areas of Coverage
	Category A
	Category B

	1. Actuarial science
	1. Accounting

	2. Annuity
	2. Business studies / practice

	3. Aviation insurance
	3. Commerce

	4. Claims management 
	4. Communication

	5. Engineering insurance
	5. Company and contract law

	6. Financial planning
	6. Economics

	7. General insurance
	7. Human resources management

	8. Insurance broking
	8. Information systems

	9. Insurance law
	9. Investment

	10. Investment-linked long term insurance 
	10. Law and legal studies

	11. Liability insurance
	11. Marketing

	12. Life and disability  insurance
	12. Organisational behaviour and management

	13. Life insurance
	13. Quantitative methods

	14. Marine insurance 
	14. Statistics

	15. Medical and health insurance
	15. Strategic management

	16. Motor insurance
	

	17. Principles and practice of insurance
	

	18. Property and pecuniary insurance
	

	19. Provident fund (mandatory) and retirement schemes
	

	20. Reinsurance
	

	21. Risk management
	

	22. Underwriting management
	


Annex 2 Qualification Descriptors

Purpose of the Descriptors

The Qualification Descriptors depict the general characteristics of a professional qualification eligible for inclusion into the specified list.  These descriptors will on the one hand provide general guidance to bodies offering qualifications and on the other serve as the benchmark for the HKCAAVQ for assessment.  In effect, they indicate some threshold standards, based on which judgment will be exercised, with some flexibility to accommodate the differences in professions and traditional practices.

Main Descriptors

1. Examination-Based
The professional qualifications submitted for assessment must be those that are obtained through examinations.

2. Number of Examination Papers
There should be a minimum of 8 examination papers.

3. Format of Examination
Each examination paper should take the form of a 3-hour supervised examination at minimum.

4. Areas of Coverage (Please refer to Annex 1 for details)
The 8 examination papers should be within the scope of the following subjects in which at least 2 of them must be from category (A).
5. Syllabuses and Study Materials
There should be detailed syllabuses for each of the examinations.  Study guides, reference materials and reading lists should also be available in printed form.

6. Eligibility Criteria

To be eligible to sit the examinations, all candidates must satisfy the following requirements:

(i) Completion of Secondary 5 or equivalent; OR

(ii) Completion of a Diploma in Business Studies or insurance-related discipline offered by a local self-accrediting university or a HKCAAVQ accredited institution; OR

(iii) Age 23 by the date of the first examination and is employed or engaged in insurance.

7. Assessment Method

At least 40% of each of the examination papers should be in the form of an essay format. Candidates must, inter alia, pass all examinations (partial exemption granted by the awarding institutions can be considered) in order to be awarded the qualification.  Passing mark should be 50% or above.

8. Quality Assurance
(i) The relevant body or authority awarding the qualification must have a comprehensive system for maintaining and monitoring the quality of the examinations.

(ii) There should be documented procedures for setting and marking of examinations and detailed marking schemes available.  There should be guidelines governing markers’ qualifications and experience, as well as selection criteria for markers.

(iii) Moderation procedures should be in place. There should be stipulated policies relating to moderation procedures, requirements for second markers, and the determination of all final grades. Examination handbook detailing all the above should be available for easy reference.

(iv) Teaching staff / Presenters for revision courses, if applicable, should have a bachelor degree (or equivalent) with a minimum of 5 years of experience in the relevant field.
Annex 3 Checklist
	It is the responsibility of the applicant to provide a self-contained submission (completed application form and attachments) covering all the following:
	

	1. Background information of the applicant (Section A1) Attachment 1
	__

	2. Entry requirements for the examinations (Section B1)
	__

	3. The examination scheme e.g. objective, number of examination papers and areas of coverage etc. (Section B2) Attachment 2
	__

	4. Requirements for attaining the qualifications e.g. passing mark of examinations (Section B2)
	__

	5. Number of students (registered and sitting for examinations) and examination pass rates for the past 3 years, if applicable (Section B2)
	__

	6. Break-down of grades (marks) achieved in each subject / examination in the past three years, if applicable (Section B2)
	__

	7. Outline of the mandatory CPD programme for holders of the qualifications, if applicable (Section B2)
	 __

	8. Detailed examination papers and syllabuses for all subjects in the past three years, if applicable (Section B3) Attachment 3
	 __

	9. Samples (about 10) of marked/graded examination scripts for each examination / paper, covering the top, middle and bottom grades of candidates (Section B3) Attachment 4
	 __

	10. Reports from moderators / external examiners for the past year, if applicable (Section B3) Attachment 5
	__

	11. Study guides and reference materials (including reading lists) issued to students (Section B3)  Attachment 6
	__

	12. Student Handbooks (Section B3)
	__

	13. Details of revision courses provided to students and other mandatory requirments, if applicable (Section C) Attachment 7
	 __

	14. Names and positions of local examiners and markers (Section D) Attachment 8
	__

	15. Profiles of Instructors, if applicable (Section D) Attachment 9
	__

	16. Quality assurance mechanism of the awarding body (Section E) Attachment 10
	 __

	17. Procedures for setting and marking of examinations, and for approval of individual student results (Section E)
	__

	18. Handbooks/guidance notes issued to local examiners / moderators, if applicable (Section E)
	 __

	19. Examination question papers and marking schemes/guidance notes given to examiners/markers (Section E)
	__

	20. Read and accepted the Terms and conditions as stated in this application form and signed the declaration section (Section F)
	__


� The HKCAAVQ reserves the right to remove the approved professional qualification from the list of specified qualifications, if there are substantial modifications in any area(s) (syllabus, eligibility criteria etc. as described by the Qualifications Descriptors in Annex 2) to the qualification previously assessed, upon consultation with the Insurance Authority.





