School of Professional Education

QE THE HONG KONG S e Dot Application Form

FREEZRR

POLYTECHNIC UNIVERSITY w4 ER

ﬁ(& f[ﬂL)\%" S P E E D [for admission to
% Continuing Education (CE)
courses

AR SR ETEER]

After reading the "Guide for Applicants" on the other page, please complete this form in English BLOCK LETTERS and put atick "v™ in the
appropriate boxes "[0".

FARBREM S RYERFEABAE - BUENEMERARS - TEBEMABAELRR ", - For Office Use Only

SECTION 1 Course Particulars iRz &=

‘

course Tite ~ Essential Mediation Skills for Workplace

RIERE
Course Code  SPDWO058 Class Code HA9F
IR YERIARSR

SECTION 2 Personal Particulars B AZER

Name (as shown on HKID Card/ Passport*) (English) (Chinese)

BB MEESHE / ERFT) (#X) (30

Date of Birth Nationality Gender

HAERER B %5 L] Male 8 Female %

DayH/ Month B/ YeartE

Hong Kong Permanent Resident & & XKAEER

HKID Card/ Passport No.* (If no, please refer to point 3 on Guide for Applicants.)

HEBGMRE / ERRHE (WE - BELRBBEARMEIR) Yes = No &
E-mail Address Contact No. (Mobile) (Home/ Office)

EEaS ubsle EEEIRHE (F1R) (EE/PRE)

Correspondence Address
BRI

Education (Highest Attainment):
HERE (ReTHIEE)

Primiary education or below Secondary education Sub-degree
BT pE I

Bachelor's degree Master's degree or above Other (please specify)
BB ETEArs Hith (#5R )

For SPEED student/ graduate or member of professional bodies, please provide the following information:
MRERBREL / EXELNEXEIRES - FIREMUTER !

SPEED Student/ Graduate (Student No.) (Programme Title)
AERBLFEES (BEIRS) (FRIZETE)
(Name of
Professional
Member of Professional Bodies (Member No.) Bodies)
I:I EXEIEEs (B E5EH) (HEEREZE)

* Please delete as appropriate. &M= FEHZ

SECTION 3 Qualifications & Working Experience BE R T {E£&£58

If the course you are applying for has specific entry requirements, please complete this section and attach the relevant supporting document(s). Otherwise, your
application for the course will not be processed.
MREBFERREREBARER - FEBUIMY - WK BB - SRIRREZRENPESTESE -

Academic and Professional Qualifications EAFEEHEEIE
Year of Award

RS v

Title of Award 24§ / BEEIE Awarding Institution JE3$1%48




Working Experience T {F#&58

From H To 2 Full-time 2/ Name of Organisation Position
Month/ Year# | Month B/ vears| Part-time i3 WEZE 8 i

SECTION 4 Payment Method for Course Fee BB {1 75%

Please choose either one of the following methods and provide the information required: 2531 DL N H o —( 574 IR AL AT eE &R} ¢

Bank Draft/ Crossed Cheque No.
RITAE / BRI FRE

For applying each course, please submit a bank draft/ crossed cheque (made payable to * The Hong Kong Polytechnic University *) by post or by hand. Please write your name, the
course code and class code at the back of the bank draft/ crossed cheque. Post-dated cheque will not be accepted.
FHE—IERE - B E ) MEEX — kT EEHRITEE ) BT E - 16085 L " BEEIAE ,  WRKIRTAE ) TEEEE FFEANMES - FERERIEFIGET - A RE

o
Online Payment Portal (by FPS/ Visa/ Master/ CUP card) Payment Reference
B LEBFHE RS (LIEBIR/ Visal/ Master/ PEISREERB1T) BRI

(as shown on the payment confirmation page)
(R EER)

For applying each course, you may settle the course fee via Online Payment Portal by FPS/ Visa/ Master/ CUP card. Please click the direct URL link for online payment on the course
web page and follow the instructions for payment. Upon successful payment, please print the payment confirmation page for record as no separate hardcopy of payment receipt will
be issued for you.

EHE—IERIE - FOEEA L EFHEZA - LIBEIR% /Visa /Master / PEIREEFHITEE - B/ NARBHIRIEARE L - BBEETEERE - A EREAE_LAIIET - ETHE -
WETIHEE - FIE S REIXTFACER - ZEfr LB ST R EEWRIE -

SECTION 5 Other Information EfthZ#}

|

Other Information Relevant to This Application Efti#BEIZ #} (Please use a separate sheet if necessary. 1A ER . ERHEHRES -)

How do you learn about this course? M{Al{GA1LLZRIE?

SPEED Website/ Facebook/ Instagram/ E-mail* Online Advertisements (please specify)
AREBRR4EE / Facebook / Instagram / BEE* BEES (FEER)

Friends/ Relatives Newspapers/ Magazines (please specify)
A% / ¥R |AL / HES (FBREAR)

Leaflets Partnering/ Supporting Organisation (please specify)
Bk RIEEW / HIEE (FBRIR)

* Please delete as appropriate. &M/ FEHZ

SECTION 6 Declaration ZHR

| authorise the School of Professional Education and Executive Development (SPEED) to use my personal data for the following purposes:

RAEBREXEBERRERAARZREANEAEREL TR

1. processing my application for admission. My personal data will be transferred to the student record system when | am offered a place of study. The data will also
be used by relevant offices within The Hong Kong Polytechnic University (PolyU) and the College of Professional and Continuing Education (CPCE), SPEED and
partnering institutions in offering the course | have enrolled on, if any, in activities in support of my study at SPEED.
BRIBBFEABTA - BRGERNE  AANBENBEELABLLH - FEETABREXRFEHNEERZARNMA - EXEEER - URRENSHHEE (!0
BIBERARNANENRBERYESE L -

2. statistical and research purposes. #st RIFZEAR -

3. delivering to me the announcements of SPEED, CPCE and other faculties/ departments/ offices of PolyU and other promotional information related to activities,
programmes, and benefits and services. My personal data including name, e-mail address, correspondence address, telephone number and fax number may be
used for this purpose.

AARANBNERERER SEXEAFEXNBERMEBETREHMEB 2 / BFIREN - MURES - RE - BERRBNBEEN - RANEBABRNEE]S - B
ik~ gBER I R B AR B ER SRS A O BE AR MR UL AR -

[If you do not wish to receive information as stated in item 3 above, please put a tick 'v" in the box on the right.

W BT AR EfisE3IRRYEN - FERAAMEREL vy &5 -]

| declare that all particulars given in this form are true and correct to the best of my knowledge and understand that provision of any false and misleading information
will lead to disqualification of my application and enrolment on the course. Any fees paid will not be refunded.

RAGELER - EREBAFMERSIEER - BEERHM - NFTOERNREER - AIXANRERFREMISWIVE - FECHERBRARE -

| have read all the details above and understand the declaration | made (including the arrangement on the use of personal data).

RACSHEBEMULZIRMA - WAABARAFEE ZER ( 8EFEREAENNZHE) -

Signature & Date HE

School of Professional Education and Executive Development is operated by College of Professional and Continuing Education Limited which is an affiliate of The Hong Kong Polytechnic University.
BB R BT EETA BB RN TER ARG EGEIRL GEE - 0712025



Detach this page and keep it for reference

Guide for Applicants
[for admission to Continuing Education (CE) courses]

How to enrol

1. Application forms can be downloaded from School's website at www.speed-polyu.edu.hk.

2. Please submit one application form and settle the course fee by bank draft/ crossed cheque/ Online Payment Portal for each course applied. For details of
payment methods, please refer to Section 4 of this application form.

3. Non-permanent residents of Hong Kong Special Administrative Region (HKSAR) holding
(i) work visa/ entry permit; OR
(i) visa/ entry permit under the Immigration Arrangements for Non-local Graduates (IANG) (except those from Mainland, Macao and Taiwan); OR
(iii) dependent visa/ entry permit (except those from Mainland, Macao and Taiwan),
issued by the Director of Immigration of HKSAR Government may enroll in short-term courses in SPEED without seeking prior approval from the Director of
Immigration.
These applicants are required to attach a copy of their identity document(s) and the valid visa/ entry permit to their application. On admission, they will be
required to provide the original identity document(s) and visa/ entry permit for verification. Throughout the course of study, it is the responsibility of individual
students to ensure that their identity documents and visas/ entry permits are valid.
Other non-local applicants can neither be registered as students nor commence their studies on the short-term courses in SPEED.

4. Applications should be submitted on or before the deadline for application via one of the following means -
(a) By post: Submit the completed application form, supporting documents (if applicable) and a copy of your valid visa/ entry permit (if applicable) together with
the bank draft/ crossed cheque/ payment confirmation page (for online payment) to CPCE Academic Registry - Continuing Education, Room N301, 3/F, North
Tower, PolyU West Kowloon Campus, 9 Hoi Ting Road, Yau Ma Tei, Kowloon, Hong Kong.
(b) By e-mail (for application with payment settled via online system only): Submit the completed application form, supporting documents (if applicable) and
a copy of your valid visa/ entry permit (if applicable) together with the payment confirmation page by e-mail to ce.car@speed-polyu.edu.hk.

Closing date for application
5. Unless otherwise specified, the closing date for application is normally 3 weeks before the commencement date of the course. Late application may cause
cancellation of courses due to insufficient applications. Early application from applicants will be appreciated.

Notification of application results

6. Applicants will be notified the results of their applications in writing by the School. Please contact the School if you do not receive any notification 1 week before
course commencement.

7. For unsuccessful applications, course fees paid will be refunded to the applicants.

Refund policies

8. According to the School's Refund Policy, course fees paid are normally not refundable, except cases of unsuccessful applications/ course cancellation. Fees
paid and places allocated are not transferrable.

9. For payment made via Online Payment Portal by FPS/ Visa/ Master/ CUP card, the course fee paid will be refunded via FPS/ to the respective Visa/ Master/ CUP
card. For payment made by bank draft/ crossed cheque, the bank draft/ crossed cheque will be returned to the applicant by ordinary mail. If the applicant does
not receive the refund 4 weeks after receipt of "Notification of Refund" , please check with the School at 3746 0360.

Certification

10. (a) Continuing Education (CE) Courses not leading to a qualification
Upon completion of a course, a Certificate of Attendance or Certificate of Completion will be issued to a participant who has satisfied the attendance and/or
coursework/ participation requirements of the course. The type of certificate to be issued and the corresponding requirements have been specified in the course
leaflet/ outline.
(b) Continuing Education (CE) Courses leading to a qualification
Upon completion of a course, a respective Certificate will be issued to a participant who has successfully completed all the assessments and other requirements
of the course as specified in the course leaflet/ outline. For courses consist of an examination, the examination will normally not be re-arranged for those absent
from the examination. There is also no re-examination for those who failed the examination.

11. Eligible students will be notified in writing by the School for collecting the Certificate at the SPEED office.
12. No certificate will be re-issued. If you need additional certification that you have completed a course, you may apply in writing and pay a fee of HK$100”.

Use of Information

13. Personal data provided as part of an application for admission will, during the admission process, be used solely for the purpose of admission, and in this
connection the data will be handled by relevant offices within The Hong Kong Polytechnic University (PolyU), the College of Professional and Continuing
Education (CPCE), SPEED and other partnering institutions in offering the course, if any.

14. Application documents and other related information of unsuccessful applicants will be destroyed three months after the course commencement.

15. Application documents of successful applicants will become part of the student file and the data will thereafter be handled by SPEED, CPCE, other faculties/
departments/ offices of PolyU and other partnering institutions in offering the course, if any.

16. Under the provisions of the Personal Data (Privacy) Ordinance, applicants have the rights to request access to, and the correction of, their personal data.
Applicants wishing to get access or make corrections to their personal data should submit written requests to SPEED.

Enquiries
17. All enquiries should be directed to:

CPCE Academic Registry - Continuing Education (CAR-CE)

Room N301, 3/F, North Tower, PolyU West Kowloon Campus, 9 Hoi Ting Road,
Yau Ma Tei, Kowloon

Tel: 3746 0360

E-mail: ce.car@speed-polyu.edu.hk

Website: www.speed-polyu.edu.hk

Office Hours
Mondays to Fridays : 8:30 am - 5:30 pm
Closed on Saturdays, Sundays and Public Holidays

# Subject to change without further notice.

The School reserves the rights to cancel any courses, and to make variations to the schedules, venue, contents and mode of delivery of the courses offered. In the event of any discrepancy of
interpretation between any printed English statement and its Chinese translation in this Guide, the English version shall prevail.
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REEE MRS EEREBIE T KEFENEREILEMENI01ZECPCE B E—HEEE -
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