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Hong Kong Council for Accreditation of Academic and Vocational Qualifications
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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
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Notes to Operators

1.

A

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.
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HKCAAVQ

Part | — General Information

5T 0 - - RTVE

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.)

sreEy D (%m SR [ TR L S ﬁ%[iﬁf}ﬁ R F 5 YRRt RS %W EEAgE & f? O E PRI )
(Enghsh )
(Chinese [|1%)

Operating Address"! (Documentary evidence is required.) Website General enquiry number
srel CRIREM ) i - %’%ﬁ:ﬁ

The current application is for an Initial Evaluation Status to Operate Learning Programmes at the following QF Level(s) (Multiple options
feasible)#
i FIE lﬁf’*’r*‘  [ERTEEN VR Ip IS Sa o (2 240 21 #
IELevel 1 Wﬁ# %ﬁ&ﬁ}ﬂr)r b O QF Level 2 Wﬁjﬂﬁi&ﬂﬂmg b O QF Level 3 e ¥FESIAgaR 5T = 7
# Optlons indicated here must tally with that stipulated in the Terms of Reference of the signed Service Agreement "

VRIS E R (AT VR R IR 5

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) )

3= i AE AR (U f 2 E*?H Fi B FYRER LA e FT R TR AR A A
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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.)

PUSERBETE (T H RSBV AR 2 AR T BB R AR T g -

1. Years of educational / training operation Years of experience in running learning programmes at relevant QF Level(s)
FYEEKEES T oy ] %Prpﬁﬁg TR S SRV Y

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

PRI IR - B4 - 5 SRR A R 0

3. Operator s Missionl™, Educational Objectives!® and Developmental Plan for the coming two years

FEER VIS +,*[5] N TG CARE E e R
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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
organisational chart(s) and any other relevant documentary evidence as appropriate.)
?ﬁ:&%ﬁ 7
%FT” FRBER ORI A - BRIV SR o BRI YT e F‘“I—Fﬁa’”a“\“&i/['%“F Fjﬂ R R
%lﬁw o L R I R e E{'ﬁ%ﬁm sl - i i (a1, R 1 CUpgye]) -

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.)

K2 *qipﬂﬁ’ub;&‘éﬁ&gﬁﬁa" (IFER5 5% ““7}%;1 B RL =1 E_J-fzuﬁ:[l['[']F fEVE RS a’jptpg;ﬁf Sk ?T’%,lﬂlgqf
"1 P EYS IR %fﬁfzb RS T SR SR T r@"?‘E i t" TR e w‘v?ﬁﬁﬂﬁ!
F VAR “Eé’f@i ﬁ‘U 7 *ﬂﬁ?”n U*vaj F%f“'bﬁi%ﬁ!ﬁu FIGE FF"]D Eanall '?F.;uo )

1. Staffing Structure F¥FH | nr]ﬂ: "

Number of Staff by Grade as of Date of Application

[/E' el
Grade Appointment Criteria ?é [I%b g{ P )
£ T R EEN In-post Vacancy
TR Ayt
FTZ % PTA (£ FTZ % PTA (=

FT — Full-time; PT — Part-time

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

FIT M G & S F ) TR 4 o A e~ ) A S [ - )

Relevant Industrial

. . Experience
Staff Member Highest Academic | poccional Qualification Relevant (Years of FT
P Terms of Qualification T Training . .
ﬁ - . . / Teacher Training(please . service) (excluding
Appointment (please specify . Experience full-ti L
e 110 (1] specify year of award and ull-time training
Position!”! (F T/PT) year of award and . (Years of FT .
th ge010] o T e dine bod awarding body) ice) experience)
B £ ELUCaE ) awarding body) o service B
A wa&/ﬂrﬁ*f e r@*w' i
(2 BIH) e (hzeprby = 1 SR i 7Y (2 )
Name ) (gt T g ﬁ%)' T (e (2 %g,.i
7;1# o (A 5 7 3 i
IR ) (2 %) )
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3. Staff Development and Training Activities!'? for the Last Two Years!'®!
b [13] SRRV EH?P gni Fl;J[iz]

Sponsorship by Operator
. . SPBERHL Yol
N;rgif(’f Title of Activity Oreaniser Hours of Nature of Fh Pﬁfﬁl ey
&7 fgtfz SEY ganisel Attendance |  Activities# ac eave Others
Member f s %E‘E%iﬁ L R =T Fee (HK$) (days) (as stated)
o g g R WEEE L weiees) | g | RN
(H'%0) B
# 1 = Pedagogical skills development 5285675 51 ! 2 = Industrial / sector related training / updating %= % {1 ~ Fefi=AF J3IV§H¢/55IE
3 = Study for academic qualifications SIS A 4 = CPD / Training in Fulfillment of professional membership - EJ{ 4 F“{ BN J(ﬁﬁ”szlﬁﬁ

5 = Others (please state) % [*4 (ﬁﬁﬁ%ﬂﬂ)

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

R NGtk e AL v

5. FT academic / training staff turnover ratel"! for the last year
37 2 WIS g_’lpfjﬁtﬁ};aﬂls]
Reasons (if the reported rate(s) is/are considered high by the operator)
FUN (g BER F”T [ )
Follow-up Actions!"®, if applicable
e (e (g )

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.)

T TR (U ﬁW“ﬁ%WFE“Wﬁ%J’%iﬁﬁwL@?ﬁ’BWﬁﬁW%%mF’Hﬁﬂﬂﬁﬁw
R ~ 1 A TOR I o 2R [ SRS R S R Y PR

. 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.)

“ﬁ%ﬁﬁi@%ﬁ%w%¢<%ﬁiw*'mdm FTETRBEL 5 TR RS 2
IR IR FI - i 2 l'f’ﬂ P ERESHAHVESLE - )

—_

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.)

i A B 1 QRIS I+ R L I S
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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.)

RSSO (TR BRI W& SRR ERVEAME IR IS HS AN 7 EE g bl -

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.)

PHFERVIRIED GRISREHIIRED - Wi 2 p i TR o T b
lfF f/['ﬁwa'% 9t I H R iy, - & g %LE'

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.)

T BBERVEY (WION i RO RIS L [
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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).)

S B b*ﬁr”x IFTT pj s ' ¥ E TR A ‘H%ﬁv‘ﬁ;?; p‘ﬁ LSRR S5 BRI nxé}’nﬁbgﬁ O D ERLESE Igﬁ*"@’ri]‘e;l
o R SRR F SRR

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.)

AR TR (RS - At 205 « e g - s il )

Location and address Of fac111ty’\ i b '73'1*‘111“\.
Facility Facility replenishment
replenishment budget planned for due
Size . Facilities Facility Facility due date (to be date (HK$)(to be
Room (sqm) Size(sq m) Seating equipped opening acquisition | completed if the | completed if the facility
i net i Type of room facility is owned is owned by the
Serial No. | gross e capacity S e (rﬂod?l, n0.) ‘ hglirs’ v ,daje” acility y
;&3@&% %j; %F I&i L 1P~ ’FLN«’JJ ' + =*F 3;’3& =i E%‘Jﬁxgp‘ i P%ﬁﬁa[;j / Jo}: the operator) B ochEitor) »
e | O s | WWEIF | | TR | R
’E(F (FIIﬂEI ‘lzﬁ IﬁFa{—E’D(&F 1
HED CHEFEr S
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.
TR | - W7 ‘ﬁ FEY ﬁﬁ#'ﬂ Prig g %F’J’&?Eﬁj?‘*ﬁ °
# Type of Room 4“2‘2 FER
1=Lecture theatre 7Fﬁ‘3’£ﬂ 2=Tutorial room #{£3’ 3=Computer laboratory ?’*ﬁﬁzﬁ 4=Language laboratory Diﬁ: Ed
Others, e.g. workshop (please specify the type of workshops by filling in the blanks) {4 » g1+ @ 3e" = H35 (ffﬁij\ /[“ :tPFJ‘E‘{ ﬂz} i)
i Please state the specialist equipment/facilities available in respective rooms including the quantity and nature of the equlpment

"F" - flE| 4;3{; B J’ﬁ H[]EG‘UF [5G L|J}‘H§r VFIFENR -
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Confidential #5¥

Information provided in this page will only be reviewed by the Council and the Panel Chairman.

PSR > R R TR R b -

2. Financial Resources (Please provide documentary evidence including but not limited to audited accounts, tax returns, tax demand note,
budgets, bank statement.)
5 (R R o IO - R RIS MOSER - 84 ERE SR
Current year — 28T Current year — 118 Current year Current year + 187 T Current year + Pl
Fm - ol8l Fm 18 e fm 4118 i 4l

Operator’s Income %™
Tuition Fee 24"
Others Xl 14
Operator’s Expenses [f[3
Staff Cost!™) ?"f;%&ﬁ_ﬁ'?‘}i[w]
Staff Development and Training Expenses
SR
Accomrrllodation, Facility and Equipment
i i )

[20]

[21]

Learninlg Supﬁortm] e.g. Library, Materials for
Practice

o ErodE® g s R W

Others X 4 s

Surplus/(Deficit) Z37|J/(#4)

Total Student Number (Headcount)

RSP B )

Total Student Number (Full-time Equivalent) (23]
Y - UCETR 2 F I - 0 )
Total Number. of Leam'iJng Programmes
A s 1Y

Organisational Breakeven Student No. (FTE)[ZS]
AL R DS EL S Be(R STR 2 F
7

124]

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.)

vl ﬂf—"j (Y= vl > M 34F bfpl@ﬁ%g?%ggﬁﬁf#ﬂjc[ , «%Eﬁ f’”—tﬁﬁfﬁ ENLENAR IJ[‘E«F FseH R

Part 111 Declaration

ek G I T

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.

SR H A7 U (PR TS (P ) PURHRIRS S PRS-

Signature (Authorised Representative of operator) Date

TR BRI R P13V

Name and Position of Authorised Representative

(Pt AL (AR )
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Part IV Contact Information

SIPHARST Fad e

Authorised Representative of operator B #4# (<

Contact Person 7S Faig *

Name
It g

Name
It

Title (e.g. Mr, Ms, Dr)
A e /)
LIS J

Title (e.g. Mr, Ms, Dr)
I e /)
LIS J

Position Position

it it

Contact Phone No. Contact Phone No.
Email Email

=l el

Contact Address Contact Address
E%yﬁﬁiéfi*ﬁiﬁ E%yﬁﬁﬁé?i*ﬁiﬁ

Fax number Fax number

Official use JF=fff! 17 00

Date

Subject Officer

Date of receipt of application

First screening

Request for further information

1* Panel meeting

2" Panel meeting

3" Panel meeting

Meeting with operator

On-site visit

Accreditation Report

Accreditation Form IE Version 1.0 (April 2008)
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Accreditation Evidence Attachment Form - Stage 1 Initial Evaluation
e e~ KA (PR

Notes to Operators

(it

The onus of providing sufficient and appropriate documentary evidence for accreditation determination lies with the operators. The following list of documents is for
reference and is not meant to be exhaustive nor does it imply that the operator must have all of the following documents. When preparing the accreditation documents,
the operator is only expected to enclose what it has been using on a daily operational basis. As the operators are diverse in nature and operational mode, it is likely
that some may have less written / printed documentation than others.

et F‘t *?i; H[% » HH A I}}W; FJ ORGP o f v F Bl pOPE T S T & ﬁl[ sl R R HJ"‘?‘Q@ PRy
EH{% ﬁ R HAH ’r‘E[ﬁrJE VR o e PR TR 4ﬁ ZER I A s JHF HY e

To the HKCAAVQ:
B T

PR R R A

We have attached the following accreditation documents in support of the claims put forth in the Accreditation Form - Stage 1 Initial Evaluation. The information
provided serves as evidence on how we operate with effective administration, records and information management systems and procedures. With the help of such
systems and procedures, we endeavour to ensure integrity, security, accuracy and currency of student records. We agree to fully co-operate with the HKCAAVQ or its

representatives who may approach us direct for further information, clarification or verification for the purpose of the Four-stage QA Process.

SIS PG CEIRES) VS I I I ﬁww\

7 i CRIR ) V™) - i ?E*F'Lﬁ*ﬂ » A HE Wﬁ‘rﬂ%b_ﬂﬁlﬁﬂ =

3 mﬁbpewgsqeﬁﬁ B VR F L R MRS I R T Pl H RV 3 RO -
ekl > M RsES <<[”|¥'f§5@”rilﬁ§é?ﬂﬁ ) EUT‘E'TF*Jﬁ "Po
Section .
Number in . 7Sect1(.)n .
the Serial Number in Vthe Serial
Accreditation Nature of Document Number of Accreditation Nature of Document Number of
= Form pacEE ]l Attachment Form PRI Attachment
AT et A ezt
Y E
A5 %% —
' ' Latest Business Registration Sample of staff appointment letters of
O 1 Certiﬁcate(s) 1I-B different grades currently in force
FBPIEY TR G Sl Il T AR it
HK ID Card if the operator is a Samples of staff recruitment
O 1 person 1I-B advertisements of different grades
it L N i £2 Il T ORI RR
Proof of operating address, e.g.
Tax Demand Note bearing the Samples of staff selection interview forms
O 1 operating address 1I-B and record sheets
YRR o IR i @E'[%iﬁ“?'%ﬁ¢
AR
Evidence of the scope of operation Individual teachers' timetable for current
D " 1I-B year and the last year, if relevant
O II-A iﬂd relevant irarnmg efgerrence fi T U - il ,_g,,ﬁr sk
FYEHIBTRAE Rl bR W
Annual report / prospectus and any
other marketing materials on the
operator and its learning Quality Assurance Manual
= T-A programmes II-C [AE=NTEE
| FTBEY W SR 4
Rk Pt
' Summary of feedbacks from students,
graduates and employers including but not
limited to teaching evaluation, analysis of
O Current organisational chart overall satisfaction about the learning
I-A Gt ﬁ&;}r— o F;]! I-C programmes for the past two years
’HJ F”E#F SR E Fﬁ%&gl
x%/l » IR E T PSS AR
Bl clin Jﬁé’pi'ﬁ!j A ) ’r’?
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Section. Section
% Serial Number in the Serial
Acereditation Nature of Document Number of Accreditation Nature of Document Number of
= Form paczEl Attachment Form RAcz: Attachment
A PR R HAA BEF{ AR
) Ry
O e
‘ Terms of reference, membership
composition and current members )
of various management, academic Forms for collecting feedbacks (e.g.
and quality assurance committees, students evaluation, teaching observation,
rules of committee procedures, external examiners' report, graduates and
1I-A samples of agenda and notes of 1I-C employers' survey forms etc. )
meetings il E'%Jf‘f‘ gprs 'IE.{LE '%ﬁl
E&rfﬁ~§ﬂm@ﬁi|v~%<§gﬁi oy fv%‘F B i
Sy VR L e e %@%KB
£t F“w{n : 1&«3‘Ebjc[%ﬂj
Bt
Evidence of consultation (e.g. notes of
Business and marketing plans meetings) with stakeholders during
1I-A (coming 2 to 3 years) programme development, programme
Jo ity F = = F AU b validation report
LNREEER it Lot 1D lidati B )
Rt 1)/ N uﬂﬁgj @l %’ﬁi'%> AR
W= ﬁ:‘éﬁ“”?ﬁ
CVs of Individual teachers/
trainers and senior management e o
1I-B L - Facility replenishing plan and budget
and their job descriptions 1I-E
3n »'y@e 8 E'lﬁ'ﬁ'f—” {FUIH I8 ES:}J"’JEI% ”bglﬂ‘bfaflﬁ
Wt R
Documented approval for the use of
premises or facilities (e.g. lease agreement,
1I-B Szzifff,l?_lﬁljdbOOk I-E venue booking conﬁrmation note)
== P TR 1 > i
75 e e
Photos of teaching /training venues and
Others (please specify) ILE facilities, floor plan
i ( m%g;zpzj) - 558 iﬁ?'ﬁj,%ﬂl%ﬁ“? ASAEH %ﬁﬂﬂ
i
audited accounts, tax returns, tax demand
Others (please specify) ILE note, budgets, bank statement

Y (i)

“'T"BE‘«'EW%%~ <A RIEL S
- Ei'”ﬁt?f i

Signature (Authorised Representative of operator)

aE CRRERfE A

Remarks:

Name and Position of Authorised Representative

(Fff AL (A

Accreditation Form IE Version 1.0 (April 2008)
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FHUEE G (FIRR) PR E AR
Explanatory Notes on the Accreditation Form for
Stage 1 Initial Evaluation

A FIF] A BT R A RTINS, o R - YRR o B (P
BT -

These notes are to provide explanations on terms and concepts used in the relevant Accreditation Form. The areas

=t

for accreditation determination and processes are available in the Guidelines on Four-stage Quality Assurance (QA)

Process.

9 iy - YR

Part | General Information

H IS A S L BSOS T R R G 1)
(27493 #1) FEEPJQW%WF_P FIEEFAEE T -

Local Learning Programme — learning programmes that are implemented for learners of Hong Kong, with the
exception of those required to be registered or exempted under Cap 493 Non-local Higher and Professional
Education (Regulation) Ordinance.

é‘?*ﬁ%ﬂ—f’:ﬁlﬁfﬁg ’lfjé% ﬁ?ﬁ pf{ FEEE [P AE SR E SRS lJFfT’% AR F A
e ~ A aﬁﬁﬁ&ﬂ [ -

Operator — a person, school, institution, or organisation or other body, the whole or part of the business of
which includes the operation of any learning programmes or any part of a learning programme.

FrER 5| ]L':%‘E‘I*Jf%b%g” FEIVELEY -
Operating Address — the operating base where teaching and training activities normally take place.

5= 3[5[57’} A A

Part 11 Organisational Profile

l |

A

;_I»\rl @F"TEE"

Organisational Management

*E?%%aﬁ;i\z—fﬁﬁ?éﬁc [SHOHFECED ~ KA SRR POTYRE  BHQS EIPORORI AT SR
AR W PRSI ISR BRI - ISR AT, £ (RIS O 1 - T

ﬁX’

£
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6.

S E IOy RS ER  O7 < AT T o TR 0 6 R R
E?J\qu’;ﬂﬂ_" °

Scope of Operation — the quantity, nature, levels of learning programmes run by the operator, the
qualifications awarded, the target students in terms of quality and quantity, average programme length for
courses at respective QF Levels, and the sector(s) / industry(ies) / academic discipline(s) that the operator
serves. Significant changes introduced over the years having an impact on the operation’s development and
management should also be highlighted. Other educational services as well as businesses run by the operator
may also be included here. These can be commissioned in-house training, forums, seminars, consultancy

service to the industry, etc.

i ——f e T eE 2 DP@°%%@§*%*@ﬁ%%%%ﬁﬁﬂ’@%%%WP@‘ﬁ*
AORTEAI A S BB E TS > TR 10T~ (AR .

Mission — the purpose and reason for the continuous being of the operator. Usually it is stated in mission
statement(s) which explain why the operator exists, what it hopes to achieve now and in the future. The
statement(s) should articulate the operator’s essential nature, its value and its work.

N Fliﬁ P E L FFJ”;? 3F|E}1f W5 ETRVAVECR -

Educational Objectives — the goals of the educational activities and services provided by the operator.

ﬁfif\‘é‘?gr,l FrEEH 0 H TR FUHH i FREITEOREY W“Et'?g‘ﬁéfﬁlfjﬁf
%ﬁﬁ%.FW’ﬁ“ﬁﬁ%’ﬂﬁr*mbf miI@@%ﬂwW*’uwp,,m B R
FHer T E R E‘zfé H& Eﬁ'* I Flﬂﬁ%ﬁ RUFTIETSED 5 Fﬁlfg *E’?“ﬁfﬂ » SRE bﬁv%‘ EQIEESTE
. o [iLFf i ﬂ’éﬁ%""?fgwu?zﬁﬁj GV f[ - AR /ﬁﬁﬁéﬁ 4451 FUR D AT
P2~ BIRFI EY g ~ S5 SRR © )R 7 050 ST %'%ﬁ”ﬂ@‘
ECRIESATSE g [EH'E‘E'H » [BELE T S .

Governance and Management — operators vary in size and scale of operation. They may manage their
operation differently. Some operators may have only a few staff members, with each of them responsible for
quite a number of functional duties. Other educational / training operators may have the functional areas
looked after by teams of staff members, each responsible for specific function. Some other organisations may
be overseen by Board of Directors, which is supported by committees that co-ordinate a number of functional
areas. Whichever management approach(es) that an operator adopts, the roles and scopes of duties are usually
explicitly defined, and its policies, procedures and goals stated. Some operators may choose to present such
concepts via organisational charts and duty lists / terms of reference where the lines of authority, and
relationships between committees/teams and titles of committees/jobs are stated and duties defined.
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B  Staffing and Staff Development

8. FRBEH P iR TS (o0~ = G 2
Staffing Structure — the way human resources are organised according to functional tasks at different levels.
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Grade - the functional grouping of staff members in the organisation by level, e.g. assistant trainer / trainer/
senior trainer / chief trainer in the training line; assistant manager, manager, senior manager, assistant director,
deputy director, director in the management line; laboratory assistant, senior laboratory assistant, accountant ,
senior accountant in the administrative / technical support line.

10. Tt #PE——FEER IR PREI IS ST I s R PR S £ (53 £ (e
ﬁ Ij' HR .
Position — the official title that the operator assigns to its employees, e.g. Marketing Manager, Chief Training
Officer (Hairdressing), School Administrative Officer (Centre Management), Librarian, etc.

11, BEE—
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Terms of Appointment —

FT — full-time which normally refers to appointment of service for not less than 35 hours a week during the
period of employment.

PT — part-time which when referred to as appointment of service will normally be associated with service
remuneration calculated on an hourly or project basis. For the purpose of this Accreditation, staff engaged on
fractional appointment (i.e. a % of the full-time appointment which usually is < 100% and remunerated on
monthly payment) is reported as part-time staff..

12, F5ES %?"?WE@
PREDETTS: -

Staff Development and Training Activities - learning opportunities provided to staff members to facilitate

ELI I RS Y R S - R e

personal and professional growth to enable them to achieve their potential and contribute to the quality
operation and overall effectiveness of the operator.
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Last Two Years — this refers to the two years before the current year. Current Year is the calendar / financial
[/ academic year (as adopted by the operator for operating the learning programmes) during which the operator
submits the Accreditation Form for the QA Process. For example, if the calendar / financial / academic year of
your school starts on 1 April every year and you submitted the Form for QA Process on 31 May 2008, the
current year refers to the period from 1 April 2008 to 31 March 2009.

14. i”f“%%ﬁﬂﬁ?.? Bl REg= [ BB 5 R RS | J%UEIU?@E&EH;&?WF,E*JJ\“F@*’D | FT&E‘H‘ =i
B
Staff Development Plan — An outline of the budget allocated for staff development in the coming two years
after the current year, the training and development activities planned / to be encouraged for this period so as
to contribute to the overall development of the operator.
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Staff Turnover Rate — the rate of full-time academic staff who left the operator last year. This is calculated as
follows: dividing the number of full-time academic staff who left the operator during the last year by the sum
of the full-time academic staff in post and the vacancy at the end of the last year. For example, if the full-time
(FT) academic staff (i.e. employees engaged in the planning, management, monitoring, delivery and
assessment of the learning programmes, e.g. trainers / teachers / programme leader, etc.) in post on 31 March
2008 was 10 and the vacancy was three while during the period between 1 April 2007 and 31 March 2008
four full-time academic staff members left, the turnover rate for FT academic staff is 4/(10+3) = 31%.

16, FELET (B YRR O KSR, - IR PRIV -
Follow-up Actions — a statement on the action(s), if any, taken by the operator to cut down on the turnover
rate if it is considered high by the operator.
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Programme Monitoring and Review - the management mechanism and processes to collect feedback
and to understand how well the learning programme is managed, delivered, monitored and reviewed.
If necessary, the process may lead to revision of the learning programme to maintain its currency for
the relevant industry / sector / community.

5B
E Financial and Physical Resources

18 ¥ 2 A E VR RS R F Lk E L0 E L2 DR S V- e h
Fl k- FRAF [/"XM o
Current Year —2 — this refers to the two years before the current year. By the same token, current year —1,
current year +1 and +2 are one year before the current year, one and two years after the current year
respectively.

19. FHEPH A" 2 B RBBH ORI - WEHPEA - H (SR RS S
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Staff Cost — expenses spent on staff appointment for both full-time and part-time staff. This includes

remuneration, benefits package, allowances, bonus payment, MPF, gratuity payment or other equivalent

expenses, insurance expenses on employees’ compensation, termination expenses and severance payment, etc.

Expenses on service providers not engaged as employees of the operator shall not be counted as staff cost.

20. IR RS ARSI LR S R 9 Ff%%?? WJF*@?ﬁf
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Staff Development and Training Expenses — all expenses spent on staff development and training under the

T

operator’s Staff Development Scheme, e.g. conference fee, air passage and hotel accommodation, traveling
allowance for staff members to participate in conference and staff exchanges; course fee, professional
membership fee paid by the operator on behalf of the employees; expenses arising from in-house training;
remuneration to substitute teacher to leave relieve staff members on study leave, etc.
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Accommodation, Facility and Equipment — expenses spent on the acquisition, lease, maintenance and
upgrading of the accommodation, facility and equipment of the operator. This may include loan repayment to
the Government / bank for building / purchase of campus premises, rental for the use of campus premises,
cost of hiring / purchasing facility and equipment, cost of refurbishing campus site / maintaining the facility /
equipment in usable state and cost of upgrading the facility and equipment to make them current.
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Learning Support — expenses spent on providing support to students in their learning activities, e.g. teaching
materials, materials for workshop / laboratory practice, cost of printing handouts, cost of printing /
multimedia materials / other materials born by the operator to facilitate students’ submission of assignment /
portfolio, expenses on books and reading materials, expenses on field trip born by the operator, etc.
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FTE - full-time equivalent. This is for estimating the number of part-time students in terms of full-time
headcount. Normally the estimation is done by adopting a conversion factor as reasonably defined by the
operator. The FTE conversion factor is calculated by dividing the notional learning hours of the part-time
learning programme by 1200 notional learning hours® (i.e. the notional hours for a one-year full-time learning
programme). For example, if the learning programme submitted for accreditation consists of 120 notional
learning hours and has 30 part-time students, its student number in FTE = 120/1200 X 30 = 3. When
calculating the FTE of part-time teachers / trainers, the weekly teaching load of full-time teachers at the same
rank will be used as the denominator. For example, if a part-time trainer is engaged to facilitate workshops of
6 hours a week whereas a full-time trainer at the same rank is normally expected to run similar types of
workshops of 24 hours a week, one part-time trainer is equal to 6/24 of a full-time trainer.
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This is the hours of study of an average student spends on learning for the satisfactory completion of the learning programme,
including self study hours. 1200 hours is derived on the assumption that the student spends 40 hours a week over 15 weeks per
semester for two semesters a year.
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24. ESHIHMCE I v REH T ] RS DB E (SHORE ! -
Number of Learning Programmes — the number of all the learning programmes successfully started by the
operator in the reporting periods.

25. B T EERECDSEY RS TR ‘fﬁﬂﬁ)ifﬁ%’?%ﬁﬂ P B PUARE E S R TR =
F ) -
Organisational Breakeven Student Number (FTE) - the FTE number of students required for the operator to

run its operation with a balanced budget.
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