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GLOSSARY

advanced
standing

assignment

credits

excluded
combination

courses not
allowed to be
taken again

Postgraduate
programmes/
courses

prerequisite

registration value

The recognition of tertiary level studies successfully completed
at a different institution. HKMU may award you credits in
respect of these studies towards an HKMU award.

A piece of work to be completed by a student as fulfilment of the
continuous assessment requirements of a course. Assignments
are marked by a university staff member or a computer. Most
assignment scores contribute to the course result.

Each course is usually worth 5, 10 or 20 credits (under 5-credit
system) or 3, 6, 9 (under 3-credit-unit system). As you continue
to complete courses, the credits are added together until you
have accumulated enough credits to obtain an HKMU award.

Sometimes two different courses contain so high a proportion
of common material that they form an excluded combination.
Provided that they do not fall under the category of ‘courses not
allowed to be taken again’, you can register for these different
courses if you wish, but you are not allowed to count both of
them towards a single award.

A course may be replaced by a revised version that still
contains very similar materials. Students who have successfully
completed the phased out course in a particular group will not
be allowed to register for the corresponding replacement course.
If a change in course level is involved, the revised level will be
used towards the classification of award.

Postgraduate programmes/courses are normally delivered in
face-to-face mode unless otherwise specified. Students studying
on face-to-face postgraduate programmes with a full-time
load are regarded as full-time postgraduate students. Students
studying on face-to-face postgraduate programmes with a part-
time load are regarded as part-time postgraduate students.

A course or level of study which you are strongly advised to
complete before registering for a specific course.

The workload of each course in a particular term. You are
strongly advised not to take courses which add up to more than
a certain registration value.



ACADEMIC REFORM — ‘5-CREDIT’ AND
‘3-CREDIT-UNIT’ SYSTEMS

In 2021, the University embarked on an Academic Reform with the aim of aligning
our credit system with that of other local and overseas universities. The change will
benefit students by promoting student mobility and internationalization.

This Student Handbook contains information for all taught postgraduate students
before and after the Academic Reform.

To assist you in understanding the information contained in this Student Handbook,
please note the following key features/differences between the 5-credit system (i.e.
before the Academic Reform) and the 3-credit-unit system (i.e. after the Academic

Reform).

Key Features

The 5-credit system
Before the Academic Reform

The 3-credit-unit system
After the Academic Reform

Taught
postgraduate
(TPG) students

TPG students admitted before
the 2023/24 Academic Year, with
the exception of MSCEELCEF,

TPG students admitted in and
after 2023 /24 the Academic Year,
and students admitted in the

"FIN’ — subject area

‘B’ — offering School

123" — course number and level
‘C’ — medium of instruction

‘F’ — face-to-face teaching mode

MSCSAGEF, MSCMLSF and 2022 /23 Academic Year to the
MSCSRF programmes following programmes:
MSCEELCF, MSCSAGF,
MSCMLSF and MSCSRF
Course code In the format of In the format of
format FIN B123C or FIN B123CF FIN 1023BCF

‘FIN’ — subject area

1023" — course number and level
‘B’ — offering School

‘C’ — medium of instruction

‘F" — mode of delivery (e.g. ‘F' is
face-to-face mode; ‘D’ is distance
learning mode)

Course level

Foundation, Middle, Higher
and Postgraduate levels, as
indicated by the first digit

of the course number;

‘1" represents Foundation level,
2’ Middle level,

‘3" and ‘4’ Higher level and

‘8’ Postgraduate level

1000-, 2000-, 3000-, 4000- and
8000- levels as indicated by the
first digit of the course number




Courses
available in

Credits in multiples of 5
(e.g. 5,10, 20 credits)

Credit-units in multiples of 3
(e.g.3,6,9,12 credit-units)

value per term

15 credits

Continuing students:
30 credits

Grading basis | Grading scale ranging from Grading scale ranging from

A (GPA=4.0)to C(GPA=20) |A+(GPA=43)toD (GPA=1.0)
Maximum New students or first-time New students or first-time
registration postgraduate students: postgraduate students:

12 credit-units

Continuing students:
24 credit-units

The 3-credit-unit system refers to the new curriculum structure after the academic
reform. Courses under the 3-credit-unit system are basically assigned credit-unit
values in multiples of 3 and categorized into 1000-, 2000-, 3000-, 4000- and 8000-
levels. This is in contrast with the old curriculum structure under the 5-credit system,
under which courses are basically assigned credit values in multiples of 5 and

categorized into Foundation, Middle, Higher and Postgraduate levels.




1 INTRODUCTION

We welcome you as a student member of Hong Kong Metropolitan University. This
Student Hanbook is prepared for students on postgraduate programmes/courses
delivered in face-to-face mode. For students on part-time (distance learning)/(elearning)
programmes/courses, please refer to the Student Handbook for part-time prgrammes.
This Student Handbook will provide you with the required information to guide your
study in the University including how to progress towards an award, related policies
and procedures, and the various communication channels as well as support services
and facilities provided by the University.

Hong Kong Metropolitan University maintains a webpage where announcements
of activities and functions will be made from time to time. Do visit our homepage
at https://www.hkmu.edu.hk regularly to find out more for yourself. The HKMU
website (Current Students) allows you to enquire about your personal and academic
record and class schedules, register for courses, apply for graduation, download
useful forms, read this Student Handbook, and rules and regulations, learn about
employment opportunities, etc., all online.

We welcome and value your suggestions and enquiries. Apart from writing to us, you
can send an email or fax to us. Please refer to Section 14 for the contact details.


https://www.hkmu.edu.hk

2 ACADEMIC CALENDARS AND
IMPORTANT DATES

2022/2023 ACADEMIC CALENDAR FOR
POSTGRADUATE PROGRAMMES/COURSES

2022 Autumn Term for Postgraduate Programmes/Courses

Week|Mon Tue Wed Thur Fri Sat Sun|Week Remarks
Acad Term
yr
2022 | Sep
1 2 3 4
1 5 6 7 8 9 10 1| 1 [5/9 First day of term
2 |12 13 14 15 16 17 18| 2 |[12/9 The day following Mid-Autumn Festival
3 9 20 21 22 23 24 25 3
4 26 27 28 29 30 4
Oct
1 2 1/10 National Day
5 3 4 5 6 7 8 9 5 |4/10 Chung Yeung Festival
6 0 11 12 13 14 15 16 6
7 7 18 19 20 21 22 23 7
8 24 25 26 27 28 29 30 8
9 31 9
Nov

0|7 & 9 10 11 12 13| 10 [13/11 Last day to apply for deferment of studies
1 |14 15 16 17 18 19 20| 11
12 |21 22 23 24 25 26 (27)| 12 |27/11 Last day to vgithdraw from courses/
13 (28 29 30 13 programmes

Dec

14| 5 6 7 8 9 10 11 | 14 |5-10/12 Studybreak
15 |12 13 14 15 16 17 18 | 15 |12/12-1/1 Examination period
16 19 20 21 22 23 24 25| 16

17 |26 27 28 29 30 31 17 |26-27/12 The first and second weekday after
2023 | Jan Christmas Day
1 1/1 Last day of term

18 2 3 4 5 6 7 8 18 |2/1 New Year holiday
19 9 10 11 12 13 14 15| 19 |2-15/1 Termbreak

Key
Commencement of term Term break
Study break Last day to apply for deferment of studies before
Examination period (including Sundays and the commencement of the examination period
public holidays) () Last day to withdraw from courses/programmes’

The dates shown in red are Sundays and public holidays
Explanatory notes: “Upon withdrawal from a programme, students will be withdrawn from all courses they

have enrolled which have not yet been completed under the programme. The withdrawal
record will remain in the student's academic profile.



2023 Spring Term for Postgraduate Programmes/Courses

Week(Mon Tue Wed Thur Fri Sat Sun|Week Remarks
Acad Term

yr

2023 | Jan

20 |16 17 18 19 20 21 22| 1 |16/1 First day of term
21 | 23 24 25 26 27 28 29 2 |23-25/1 Lunar New Year holidays
22 | 30 31
Feb

23 6 7 8 9 10 11 12| 4

24 |13 14 15 16 17 18 19 5

25 [ 20 21 22 23 24 25 26 6

26 | 27 28 7
Mar

27 6 7 8 9 10 11 12

28 (13 14 15 16 17 18 19| 9

29 |20 21 22 23 24 25 26| 10 (26/3 Last day to apply for deferment of studies

30 |27 28 29 30 31 1

Apr
2 5/4 Ching Ming Festival

31 3 4 5 6 7 8 (9| 12 |7-10/4 Easter holidays

32 |10 11 12 13 14 15 16| 13 [9/4 Last day to withdraw from courses/

s [TNMSMSIMENEY > | v | poan

34 | 24 25 26 27 28 29 30 | 15 |17-22/4 Studybreak

May 24/4-14/5 Examination period

35 | 1 2 3 4 5 6 7 |16 [1/5 Labour Day

3 | 8 9 10 11 12 13 14 | 17 (14/5 Last day of term

Key
Commencement of term Last day to apply for deferment of studies before
[ Study break the commencement of the examination period
Examination period (including Sundaysand () Last day to withdraw from courses/programmes’
public holidays)

The dates shown in red are Sundays and public holidays

Explanatory notes: “Upon withdrawal from a programme, students will be withdrawn from all courses they
have enrolled which have not yet been completed under the programme. The withdrawal
record will remain in the student's academic profile.



2023 Summer Term for Postgraduate Programmes/Courses

(Applicable to some programmes only)

Week (Mon Tue Wed Thur Fri Sat Sun|Week Remarks
Acad Term
yr
2023 | May
37 |15 16 17 18 19 20 21 1 |[15/5  Firstday of term
38 |22 23 24 25 26 27 28 2 [26/5  Buddha's Birthday
39 [ 29 30 31
Jun
1 2 3 4
40 5 6 7 8 9 10 11 4
41 | 12 13 14 15 16 17 18 5
42 |19 20 21 22 23 24 25 6 |22/6  Tuen Ng Festival
43 |26 27 28 29 30 7
Jul
1 2 1/7  HKSAR Establishment Day
4 3 4 5 6 7 8 9 8 [9/7  Lastday toapply for deferment of studies
45 | 10 11 12 13 14 15 16 9
46 |17 18 19 20 21 22 (23)| 10 |23/7 Lastday to withdraw from courses/
47 |24 25 26 27 28 29 30| 11 programmes
48 | 31 12
Aug
2 3 4 5 6
49 |7 9 10 11 12 13 | 13 |7-20/8 Examination period
50 | 14 15 16 17 18 19 20 | 14 [20/8  Lastday of term
51 (21 22 23 24 25 26 27 | 15 |(21/8-3/9 Academic year break
52 | 28 29 30 31 16
Sep
1 2 3
Key
Commencement of term Last day to apply for deferment of studies before
Examination period (including Sundays and the commencement of the examination period
public holidays) Academic year break

The dates shown in red are Sundays and public holidays (

) Last day to withdraw from courses/programmes’

Explanatory notes: “Upon withdrawal from a programme, students will be withdrawn from all courses they
have enrolled which have not yet been completed under the programme. The withdrawal
record will remain in the student's academic profile.




IMPORTANT DATES

Term Postgraduate programmes/courses
Registration activity 2022 Autumn | 2023 Spring | 2023 Summer
Registration starts mid Jul 2022 | mid Dec 2022 | mid Apr 2023
Last day of second-round application for | by late Aug | byearlyJan | by mid May
financial assistance for the term 2022 2023 2023
Announcement of result of second-round | by early Sep | by midJan | by late May
application for student financial 2022 2023 2023

assistance for the term

Examination session

Postgraduate programmes/courses

Examination activity 2022 Autumn | 2023 Spring | 2023 Summer
Exam period 12Dec2022-| 24 Apr- 7-20
1Jan2023 | 14 May 2023 | Aug2023
Last day to apply for deferment of studies | 13 Nov 2022 | 26 Mar 2023 | 9 ]Jul 2023
Last day to apply for withdrawal of 27 Nov 2022 | 9 Apr2023 | 23]Jul 2023
courses/programme
Announcement of examination timetable by mid by late by early
and arrangements Nov 2022 Mar 2023 Jul 2023
Announcement of course results early Feb 2023 | mid Jun2023 | late Sep 2023
Conferment
Graduation activity Mar 2023 Jul 2023 Sep 2023
Application for graduation period 12Dec2022-| 17 Apr- 1-15Aug
6Jan2023 | 6May 2023 2023
Deadline for payment of graduation 21Jan 2023 | 27 May 2023 | 2 Sep 2023




3 RULES AND REGULATIONS

GENERAL REGULATIONS FOR TAUGHT
POSTGRADUATE PROGRAMMES (5-CREDIT SYSTEM)

1 Authority

1.1 These regulations are issued by the Senate under the authority granted to it by
section 13(1)(c) of the Ordinance to regulate the admission of persons to courses
of study offered by the University and their continuance thereon.

1.2 The Senate, or any committee of the Senate empowered by it to do so, may adopt
implementing measures and procedures pursuant to any Regulation provided
that such measures and procedures will have force only in so far as they are
consistent with the Ordinance and these Regulations.

2 Admission

2.1 An applicant seeking admission to a face-to-face taught postgraduate programme
shall satisfy the general entrance requirements of the University, English language
proficiency requirements and specific entrance requirements of the programme
concerned, if any, unless he/she has been exempted therefrom.

2.2 An applicant may be required to attend a selection interview.

2.3 A successful applicant shall register with the University as a student by a
prescribed date, otherwise he/she shall be deemed to have given up the
admission offer.

2.4 Except for graduates of the University and LiPACE higher diplomas, all
applicants applying to a taught postgraduate programme shall pay the
application fee.

2.5 Re-admission to the same programme shall be subject to approval by the
University. Application for re-admission shall follow the same admission
procedures as application for a new programme. Students re-admitted may be
required to retake courses which he/she has already taken and passed, in which
case the grades of courses concerned will be capped at the grades previously
obtained and tuition fees will need to be paid.

3 Registration

3.1 An applicant who has been offered admission to a programme shall complete
the registration procedure by a date prescribed by the University, and shall
be deemed to have enrolled on that programme on the date of his/her first
registration. He/she shall be required to comply with the programme regulations
of his/her programme of study as stipulated by the University from time to time.

3.2 A student shall register in the name which appears on his/her Hong Kong
Identity Card or, in the case of non-local students, his/her passport.

3.3 With effect from the 2022 Autumn term, caution money, in an amount as specified
by the University, shall be payable by new students on offer acceptance as a
deposit to make good any outstanding debts to the University incurred during
the course of study. This sum less any deductions made for outstanding debts
shall be refundable on discontinuation of studies at the University. For graduating
students, caution money shall be converted to graduation fee.

(waysAs ypaio-g) ssawwesboid 54| 10} suone|nbal jeiauan



General regulations for TPG programmes (5-credit system)

3.4

3.5

3.6

3.7

3.8

42

43

44

4.5

10

A student shall register with the University for each subsequent academic term
by a prescribed date. If a student fails to complete the registration, he/she shall
be deemed to have discontinued his/her studies at the University.

Registration shall include the payment of tuition fees as prescribed by the
University. If a student fails to complete his/her registration by the stipulated
deadline, a late request for registration will be accepted at the discretion of the
University, and subject to full payment of tuition fees and a late registration fee.

Students studying full-time programmes shall comply with the specified study
load by the University unless his/her programme of study prescribes otherwise.
He/she must seek approval of his/her School if he/she wishes to take courses
with a lighter or heavier credit loading. Students who do not comply with the
prescribed full-time study load may be de-registered by the University.

A student shall inform the University immediately of any change of personal
particulars such as correspondence address and telephone number via the
Student Portal or in writing to the Registry. Failure to supply up-to-date
information may result in the University being unable to provide academic and
administrative services to the student.

A student enrolled on any full-time taught postgraduate programme of the
University should not simultaneously register to study for another qualification
at this University or at any other institution, except with prior approval from the
University. Students in breach of this regulation may be subject to discontinuation
of studies by the University.

Deferment of studies

A student who wishes to defer his/her studies shall submit an application online
via MyHKMU with supporting documents to the Registry. Approval of an
application to defer studies shall be granted entirely at the University’s discretion.
Deferment of studies, if granted, shall cover all the courses on which the student
has enrolled within the term or year concerned.

The University recognizes the following grounds as a basis for deferment of studies:
(a) illness or medical emergency; or

(b) family crisis or other special circumstances which constitute compassionate
grounds.

The University, at its discretion, may also consider applications for deferment of
studies if a student is required, owing to previous failures in University courses,
to resit two or more examinations in any one term. Proof of medical advice is
required from students who seek for deferment of studies on medical ground.

A student who has applied for deferment of studies shall continue with his/her
studies and attend classes until formal approval is given by the University.

The maximum period allowed for deferment of studies shall normally be one
academic year.

A student who has been granted deferment of studies shall not be entitled to the
refund, in part or in full, of the tuition fees paid. Upon resumption of studies
at the approved time, the student can make use of the tuition fees paid for the
deferred term but shall be required to settle additional tuition fees, if any. If the
tuition fees for resumed courses are less than the tuition fees paid, the University
may grant approval for the student to carry forward the excess fees paid for
future course registration use within a specified period, on specified courses.



52

6.2

6.3

6.4

7.1

Withdrawal from studies

A student who wishes to withdraw from studies at the University shall submit
an application for withdrawal to the Registrar via MyHKMU at least 14 days
before the start of the examination period of the relevant term. For withdrawal
from a programme, if approval is granted, all courses on which a student has
enrolled within the term or year concerned shall be withdrawn. For withdrawal
from a course, application shall only be considered if a student can still fulfil the
required study load per term upon withdrawal. The record of withdrawal shall
be entered into and remain in the student’s academic record. The student shall
not be entitled to a refund of any tuition fees already paid, in part or in full.

A student who has been de-registered involuntarily or withdrawn from his/her
programme at the University for not more than one year but wishes to have his/
her student status reinstated shall submit a written application for registration to
the Registrar no later than two weeks after the commencement of an academic
term. Such an application shall be accepted at the absolute discretion of the
University and subject to full payment of tuition fees and late registration fee, if
applicable. A student who has discontinued studies for more than one academic
year shall seek to apply for re-admission to the University following the usual
admission procedure.

Selection of courses

A student shall select courses before the commencement of each academic term
according to the programme regulations of his/her programme of study. A
student wishing to register for courses after the registration deadline as specified
by the University from time to time shall have to apply for late registration and
settle a late registration fee, as specified from time to time, normally no later than
two weeks after the commencement of an academic term.

A full-time student shall normally take 20 credits of courses in a term or 40 credits
in an academic year unless his/her programme of study prescribes otherwise.
He/she must seek approval of his/her School if he/she wishes to take courses
with a lighter or heavier credit loading.

A new part-time student shall normally be allowed to take courses with a
maximum registration value* of 15 in his/her first term but may take more in
the subsequent terms. He/she must seek approval from his/her School if he/she
wishes to take courses of over 15 registration values in the first term.

* In addition to carrying a credit value, each course also carries a registration value which
represents the study load per term. A total registration value of 20 is about the normal load for a
full-time student.

The following formula illustrates how the registration value is calculated: Registration value
= credit value + no. of terms it takes to complete the course.

For example: A 20-credit course of two terms’ duration has a registration value of 10, i.e. 20 + 2
=10 A five-credit course of one term’s duration has registration value of 5,i.e.5+1=5

Asstudent shall not repeat any course which he/she has already taken and passed.

Period of study

The University has imposed a maximum study period of six years for face-to-
face taught postgraduate programmes. In certain cases, the School may stipulate
a period of less than six years for individual programmes. Students shall refer
to the relevant programme regulations for details. A student must complete all
graduation requirements of his/her programme of study within the maximum
study period.

11
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General regulations for TPG programmes (5-credit system)

7.2

8.2

9.2

12

A student who fails to complete all graduation requirements of his/her
programme of study within the maximum study period shall be terminated from
his/her studies.

Change of programme of study/course registered

A student who wishes to change his/her programme shall submit an application,
as prescribed by the University, with supporting documents to the Registry, and
his/her application shall be approved at the discretion of the School concerned.
If the change of programme is approved, it shall take effect in the academic term
following the term in which it was approved, unless otherwise specified.

Students may also change the course they are registered on. However,
applications for change of registered course are limited to courses offered in the
same term and course changes shall normally be on a one-to-one basis. Students
who wish to change their courses after registration must apply using a specific
form and pay an administrative fee. Applications will be considered on a case-by
case basis. Applications shall normally be made as early as possible, and no later
than the end of the second week of the term.

Course assessment and grades

A student shall be assessed for every course that he/she has registered on the
basis of his/her performance in the course. The assessment criteria may include
any one or any combination of the following: assignments, quizzes, tests,
laboratory sessions, practicums, examinations, attendance, and any other criteria.

Course grades, their standards and grade points used in reporting shall be as
follows:

Course Grade Grade point Standard
A 4.0
Ao 37 Excellent
B+ a8
B 30 Very Good
B- 2.7 Good
G 2.3 Fair
C 2.0 Pass
Fail-resit - Fail-resit
Fail 0.0 Fail
Pass* Not applicable Benchmark Attained

* For designated courses only.

Other grades, including ‘Complete” and ‘Incomplete” will be used when
necessary, e.g. in non- credit bearing courses.

A student who obtains a grade of ‘C" or above in a course taken shall earn the
credits of that course.

The grade point average (GPA) of a student’s course work shall be computed by
dividing the total grade points for all courses taken by the total number of credits
attempted, inclusive of courses failed.



9.3

94

9.5

9.6

10

Assignments — A student shall submit assignments by specified dates.
Assignments must be submitted electronically via the OLE, unless otherwise
specified. Late submission may be accepted solely at the discretion of the
instructor, with penalty if applicable.

Quizzes/Tests/Labs — A student may be required to complete quizzes, tests,
laboratory sessions or practicums as part of the assessment, some of which may be
compulsory.

Examinations

9.5.1 A student shall attend an end-of-course examination for each of the courses
he/she takes, unless the course requires no end-of-course examination.
A student shall be required to observe the examination arrangements as
stipulated by the University from time to time.

9.5.2 At the discretion of the Award Committee, a student marginally failing an
examination may be granted a chance to resit the examination to be held in
the next available examination session provided for the course concerned.
The resit examination will normally coincide with the regular examination
of the next presentation of the course. If the next presentation of the course
does not commence within one year from the current presentation in which
the student enrolled and failed, the resit examination will be held within a
one-year period after the end of the current presentation.

9.5.3 A student taking a resit examination will be required to pay a resit
examination fee for each course, as specified by the University from time
to time. A student who has discontinued his/her studies at the University
before the resit examination is held shall not be permitted to attend the resit
examination.

9.5.4 A student failing to achieve a Pass grade after the resit examination shall be
required to retake the course, if available, in order to be considered for the
award of credits. Under certain circumstances, the University may require
the student to retake the course in the distance learning mode or to take
another course as a substitute.

9.5.5 Deferment of an examination will only be considered under very special
circumstances, which shall be substantiated by satisfactory documentary
evidence provided by the student. Deferment of an examination is normally
not applicable to resit examination(s).

Attendance requirement — The minimum attendance requirement for each course
is 70%.

Graduation

10.1 To be eligible for an academic award, a student shall have satisfied the

requirements of his/her chosen programme of study.

10.2 A student shall be required to apply for graduation using a specific form and pay

11

a graduation fee, as specified by the University from time to time, for each award.
If a student has paid caution money at offer acceptance, subject to no claim being
outstanding, caution money shall be converted into graduation fee.

Transcript of studies and certification

11.1 A transcript is an official document showing the complete academic record of

a student in the University, including the result of courses taken, Term GPA,
Cumulative GPA and the academic award conferred, if any.

13
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General regulations for TPG programmes (5-credit system)

11.2 At any stage of studies with the University, a student may apply for an official
transcript of studies. A handling fee, as prescribed by the University from time to
time, is required for each copy of the transcript.

11.3 Upon a student’s request, the Registrar may issue an official document confirming
the student’s status as a student of the University or provide certification of
University publications/documents as true copies. A fee may be charged.

11.4 Certificates for academic awards
An official certificate for an academic award shall be issued to a student after he/
she has been conferred the qualification.

11.5 The University reserves the right to withhold the issuance of transcripts, official
documents and certificates for academic awards as deemed necessary. For
example, this may occur if a student is in debt to the University or is involved in
a breach of University rules and regulations.

12 Academic integrity and student discipline
12.1 A student shall act at all times to uphold academic integrity.

12.2 A student who has violated the University’s expectation of academic integrity,
committed any disciplinary offence or violated any rule or regulation of the
University shall be dealt with in accordance with the University’s Regulations
Governing Academic Integrity and Student Discipline.

14



GENERAL REGULATIONS FORTAUGHT POSTGRADUATE
PROGRAMMES (3-CREDIT-UNIT SYSTEM)

1 Authority

1.1 These regulations are issued by the Senate under the authority granted to it by
section 13(1)(c) of the Ordinance to regulate the admission of persons to courses
of study offered by the University and their continuance thereon.

1.2 The Senate, or any committee of the Senate empowered by it to do so, may adopt
implementing measures and procedures pursuant to any Regulation provided
that such measures and procedures will have force only in so far as they are
consistent with the Ordinance and these Regulations.

2 Admission

2.1 An applicant seeking admission to a face-to-face taught postgraduate programme
shall satisfy the general entrance requirements of the University, English language
proficiency requirements and specific entrance requirements of the programme
concerned, if any, unless he/she has been exempted therefrom.

2.2 An applicant may be required to attend a selection interview.

2.3 A successful applicant shall register with the University as a student by a
prescribed date, otherwise he/she shall be deemed to have given up the
admission offer.

2.4 Except for graduates of the University and LiPACE higher diplomas, all
applicants applying to a taught postgraduate programme shall pay the
application fee.

2.5 Re-admission to the same programme shall be subject to approval by the
University. Application for re-admission shall follow the same admission
procedures as application for a new programme. Students re-admitted may be
required to retake courses which he/she has already taken and passed, in which
case the grades of courses concerned will be capped at the grades previously
obtained and tuitions fees will need to be paid.

3 Registration

3.1 An applicant who has been offered admission to a programme shall complete
the registration procedure by a date prescribed by the University, and shall
be deemed to have enrolled on that programme on the date of his/her first
registration. He/she shall be required to comply with the programme regulations
of his/her programme of study as stipulated by the University from time to time.

3.2 A student shall register in the name as it appears on his/her Hong Kong Identity
Card or, in the case of non-local students, his/her passport.

3.3 Caution money, in an amount as specified by the University, shall be payable
by new students on offer acceptance as a deposit to make good any outstanding
debts to the University incurred during the course of study. This sum less any
deductions made for outstanding debts shall be refundable on discontinuation
of studies at the University. For graduating students, caution money shall be
converted into graduation fee.

3.4 A student shall register with the University for each subsequent academic term by
a prescribed date. A student failing to complete the registration shall be deemed
to have discontinued studies at the University.

3.5 Registration shall include the payment of tuition fees as prescribed by the
University. If a student fails to complete his/her registration by the stipulated
deadline, a late request for registration will be accepted at the discretion of the
University, and subject to full payment of tuition fees and a late registration fee.
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General regulations for TPG programmes (3-credit-unit system)

3.6

3.7

3.8

42

43

44

4.5
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Students studying full-time programmes shall comply with the specified study
load by the University unless his/her programme of study prescribes otherwise.
He/she must seek approval of his/her School if he/she wishes to take courses
with a lighter or heavier credit loading. Students who do not comply with the
prescribed full-time study load may be de- registered by the University.

A student shall inform the University immediately of any change of personal
particulars such as correspondence address and telephone number via the
Student Portal or in writing to the Registry. Failure to supply up-to-date
information may result in the University being unable to provide academic and
administrative services to the student.

A student enrolled on any full-time taught postgraduate programme of the
University should not simultaneously register to study for another qualification
at this University or at any other institution, except with prior approval from the
University. Students in breach of this regulation may be subject to discontinuation
of studies by the University.

Deferment of studies

A student wishing to defer studies shall submit an application online via
MyHKMU with supporting documents to the Registry. Approval of an application
to defer studies shall be granted entirely at the University’s discretion. Deferment
of studies, if granted, shall cover all the courses on which the student has enrolled
within the term or year concerned.

The University recognizes the following grounds as a basis for deferment of studies:

(a) illness or medical emergency; or

(b) family crisis or other special circumstances which constitute compassionate
grounds.

A student applying for deferment of studies shall continue with his/her studies
and attend classes until formal approval for deferment is given by the University.
Proof of medical advice is required from students who seek for deferment of
studies on medical ground.

The maximum period allowed for deferment of studies shall normally be one
academic year.

A student having been granted deferment of studies shall not be entitled to the
refund, in part or in full, of the tuition fees paid. Upon resumption of studies
at the approved time, the student can make use of the tuition fees paid for the
deferred term but shall be required to settle additional tuition fees, if any. If
the tuition fees for the resumed courses are less than the tuition fees paid, the
University may grant approval for the student to carry forward the excess fees
paid for future course registration use within a specified period, on specified
courses.

Withdrawal from studies

A student wishing to withdraw from studies at the University shall submit an
application for withdrawal to the Registrar via MyHKMU at least 14 days before
the start of the examination period of the relevant term. For withdrawal from a
programme, if approval is granted, all courses on which a student has enrolled
within the term or year concerned shall be withdrawn.

For withdrawal from a course, application shall only be considered if a student
can still fulfil the required study load per term upon withdrawal. The record of
withdrawal shall be entered into and remain in the student’s academic record.
The student shall not be entitled to a refund of any tuition fees already paid, in
part or in full.



B2

6.2

6.3

7.1

7.2

8.2

A student who has been de-registered involuntarily or withdrawn from his/her
programme at the University for not more than one year but wishes to have his/
her student status reinstated shall submit a written application for registration to
the Registrar no later than two weeks after the commencement of an academic
term. Such an application shall be accepted at the absolute discretion of the
University and subject to full payment of tuition fees and late registration fee, if
applicable. A student who has discontinued studies for more than one academic
year shall seek to apply for re-admission to the University following the usual
admission procedure.

Selection of courses

A student shall select courses before the commencement of each academic term
according to the programme regulations of his/her programme of study. A
student wishing to register for courses after the registration deadline as specified
by the University from time to time shall have to apply for late registration and
settle a late registration fee, as specified from time to time, normally no later than
two weeks after the commencement of an academic term.

A full-time student shall normally take 15 credit-units of courses in a term or 30
credit-units in an academic year unless his/her programme of study prescribes
otherwise. He/she must seek approval of his/her School if he/she wishes to take
courses with a lighter or heavier study load.

A student shall not repeat any course which he/she has already taken and passed.

Period of study

Each taught postgraduate programme shall specify its normative period of study
(N). The maximum period of study of a student shall be the normative period of
study of his/her programme plus two years (N+2 years) and shall include any
periods of leave of absence and suspension of studies. A student must complete
all graduation requirements of his/her programme within this maximum period
of study.

A student who fails to complete all graduation requirements of his/her
programme of study within the maximum study period shall be terminated from
his/her studies.

Change of programme of study/course registered

A student who wishes to change his/her programme shall submit an application,
as prescribed by the University, with supporting documents to the Registry, and
his/her application shall be approved at the discretion of the School concerned.
If the change of programme is approved, it shall take effect in the academic term
following the term in which it was approved, unless otherwise specified.

Students may also change the course they are registered on. However,
applications for change of registered course are limited to courses offered in the
same term and course changes shall normally be on a one-to-one basis. Students
who wish to change their courses after registration must submit an application
using a specific form and pay an administrative fee. Applications will be
considered on a case-by- case basis. Applications shall normally be made as early
as possible, and no later than the end of the second week of the term.

Course assessment and grades

A student shall be assessed for every course that he/she has registered on the
basis of his/her performance in the course. The assessment criteria may include
any one or any combination of the following: assignments, quizzes, tests,
laboratory sessions, practicums, examinations, attendance, and any other criteria.
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General regulations for TPG programmes (3-credit-unit system)

9.2

9.3

9.4

9.5

9.6
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Course grades, their standards and grade points used in reporting shall be as follows:

Course Grade Grade point Grade Definitions
A+ 43
A 4.0 Excellent
A- 3.7
B+ 813
B 3.0 Good
B- 2.7
C+ 23
Satisfactory
C 2.0
C- 17
Marginal
D 1.0
Fail 0.0 Failure

Other grade such as ‘Pass’ will be used where necessary. A ‘Pass’ grade does not
carry any grade point and shall be excluded from the calculation of GPA.

A student who obtains a grade of ‘D’ or above in a course taken shall earn the
credit-units of that course. A student is not allowed to retake a course for which
credit-units have been earned unless with the approval of the School offering the
course.

The grade point average (GPA) of a student’s course work shall be computed by
dividing the total grade points for all courses taken by the total number of credit-
units attempted, inclusive of courses failed.

The Cumulative Grade Point Average (CGPA) of a student in an academic
programme is the weighted average of the Grade Points of all the courses
attempted by the student during the study of the programme, inclusive of
courses failed, with the weighting factor being the credit-units of every course.
If a student is allowed to take a course multiple times, including retake of a
failed course, only the Grade Point of the final attempt will be included in the
calculation of CGPA.

Assignments — A student shall submit assignments by specified dates.
Assignments must be submitted electronically via the OLE, unless otherwise
specified. Late submission may be accepted solely at the discretion of the
instructor, with penalty if applicable.

Quizzes/Tests/Labs — A student may be required to complete quizzes, tests,
laboratory sessions or practicums as part of the assessment, some of which may
be compulsory.

Examinations

9.5.1 A student shall attend an end-of-course examination for each of the courses
he/she takes, unless the course requires no end-of-course examination.
A student shall be required to observe the examination arrangements as
stipulated by the University from time to time.

9.5.2 Deferment of an examination will only be considered under very special
circumstances, which shall be substantiated by satisfactory documentary
evidence provided by the student.

Attendance requirement — The minimum attendance requirement for each course
is 70%.



10 Academic probation

10.1 A student whose CGPA falls below 2.0 in any one term shall be put on academic
probation in the next term.

10.2 A student on academic probation is required to seek academic advice from
the School of the registered programme on the study plan, study load, course
selection and plan to improve on the academic performance and may be required
to take a reduced study load by the School.

10.3 The academic probation will be lifted when a student obtains a CGPA of 2.0 or
above on completion of the probation term.

10.4 Students on Academic Probation after Spring Term examinations will not be
allowed to enroll in courses in the Autumn Term and thereafter until academic
advice is received or his/her academic probation is lifted.

10.5 A student will be required to discontinue his/her studies if he/she

10.5.1fails to have academic probation lifted after he/she has been put on
academic probation for three consecutive terms with course enrolment, or

10.5.2 has exceeded his/her maximum period of study (N+2)

11 Graduation

11.1 To be eligible for an academic award, a student shall have satisfied the
requirements of his/her chosen programme of study.

11.2 A student shall be required to apply for graduation using a specific form and pay
a graduation fee, as specified by the University from time to time, for each award.
Caution money paid at offer acceptance shall be converted into graduation fee
subject to no claim being outstanding.

12 Transcript of studies and certification

12.1 A transcript is an official document showing the complete academic record of
a student in the University, including the result of courses taken, Term GPA,
Cumulative GPA and the academic award conferred, if any.

12.2 At any stage of studies with the University, a student may apply for an official
transcript of studies. A handling fee, as prescribed by the University from time to
time, is required for each copy of the transcript.

12.3 Upon a student’s request, the Registrar may issue an official document confirming
the student’s status as a student of the University or provide certification of
University publications/documents as true copies. A fee may be charged.

12.4 Certificates for academic awards
An official certificate for an academic award shall be issued to a student after he/
she has been conferred the qualification.

12.5 The University reserves the right to withhold the issuance of transcripts, official
documents and certificates for academic awards as deemed necessary. For
example, this may occur if a student is in debt to the University or is involved in
a breach of University rules and regulations.

13 Academic integrity and student discipline

13.1 A student shall act at all times to uphold academic integrity.

A student who has violated the University’s expectation of academic integrity,
committed any disciplinary offence or violated any rule or regulation of the
University shall be dealt with in accordance with the University’s Regulations
Governing Academic Integrity and Student Discipline.
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ACADEMIC RULES AND REGULATIONS

Students shall observe the ‘Academic Rules and Regulations’ prescribed by the
University.

Details of these rules and regulations can be found on the following webpage.

https:/ /www.hkmu.edu.hk/postgraduate-students/policies-and-guidelines/

GENERAL REGULATIONS (LIBRARY / COMPUTER
LABORATORY)

Students shall observe the ‘General Regulations’” prescribed by the University.
Details of these regulations can be found on the following webpage.

https:/ /www.hkmu.edu.hk/postgraduate-students/policies-and-guidelines/

PERSONAL DATA PRIVACY ORDINANCE AND POLICY
ON EQUAL OPPORTUNITIES

University policy on protection of personal data

With the enactment of the Personal Data (Privacy) Ordinance in December 1996, the
University established its personal data protection policy which is set out below:

Principle 1 — Collection

The University provides education and training services. In order to do so, it carries
out various activities and collects and uses personal data for various purposes relating
to such activities.

Before collecting personal data from you, the University will provide you with the
information required by the Ordinance, and will notify you of your right to obtain a
copy of, and correct any inaccuracies in, your personal data held by the University.

The University will treat your personal data as confidential. However, from time to
time, it may need to disclose your personal data to other persons in order to carry out
its activities or because it is required to do so by law. Where possible, the University
will try to ensure that the recipient of the personal data also agrees to treat them as
confidential and in accordance with the provisions of the Ordinance.

Principle 2 — Accuracy and retention

The University will, where practicable, take steps to ensure that the personal data
it maintains on you are accurate, but you should note that the responsibility for
informing the University of changes in your personal data rests with you. The
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University cannot establish whether your personal data are correct unless you notify
the University of any changes. If your personal data are incorrect, the University will
take steps to correct such personal data before it uses such data, or will ensure that
they are erased.

The University will from time to time review whether it still needs to keep your
personal data. Personal data which are no longer required will be deleted.

Principle 3 — Use

Unless it has your consent, the University will not use your personal data for any
purpose other than the purpose for which they were collected (or a directly related
purpose).

Principle 4 — Security

The University will take steps to protect your personal data against unauthorized or
accidental access, processing, erasure or use.

The University has produced a Code of Practice to provide guidance to staff and
other individuals who have either a contractual or educational connection with the
University.

Principle 5 — Information

On or before collecting personal data from you, the University will inform you:
(i) why itis collecting your personal data;

(ii) the purposes for which this data may be used;

(ili) to whom it may be transferred; and

(iv) your rights under the Ordinance to ascertain whether the University holds
personal data on you.

The University’s Code of Practice gives details on:

(i) the kinds of personal data which the University holds;

(i) the purposes for which the University holds such personal data; and

(iii) the policies and practices of the University in relation to such personal data.

Principle 6 — Access and correction

In accordance with the Ordinance, you are entitled to write to the University:
(i) to ascertain whether the University holds personal data on you; and, if so
(ii) to ask for a copy of such personal data; and

(iii) to require correction of any inaccuracies in such personal data.
You may make such requests with the forms provided by the University for such

purposes. Copies of these forms may be obtained from the University Data Protection
Officer. The University may charge you a fee to cover its administrative costs.
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Personal data (privacy) notice

The Personal Data (Privacy) Ordinance (the Ordinance) came into effect on 20
December 1996. In this connection, the University has established its own personal
data protection policy and procedures for compliance with the requirements of
the Ordinance. You are required to note the following on or before supplying your
personal data to the University.

Requirement to supply personal data

When you become a student of the University, personal data collected during the
admission process will become part of your student record. You must inform the
University in writing of any changes in your personal data, with copies of relevant
documentary evidence where applicable. It is also necessary for you to supply your
personal data to the University as and when required.

Consequences of failing to supply personal data

The University may not be able to process academic and administrative matters
relating to you if you fail to provide the required data.

Purposes for using your personal data

Your personal data will be used by the University for student and University
administration purposes, which may include the following:
* admission

® registration/re-registration and monitoring

® accounting for fees

e planning and control of curricula and examinations

® commissioning and approving educational materials

* assessment and publication of examination results

e graduation and award

e communicating with you

* course-related communications

e promotion and public relations activities

e student welfare

¢ liaising with student associations

e research and surveys

¢ alumni

*  management analysis

®  preparation and submission of statutory returns

* monitoring the use or performance of equipment, vehicles or services
*  security

e compliance with legislation and regulations of the Hong Kong Special Administrative
Region and those of other jurisdictions relevant to University business

e any other related academic and administrative services.
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Classes of persons to whom the University may transfer your personal data
Personal data held by the University related to you will be kept confidential but they
may be provided to the following third parties:

e students in your course(s)/programme(s) to facilitate communication;

e student bodies, e.g. Students’ Union, student associations and alumni;

e any individuals and/or agents who provide academic and administrative services
to the University;

* any individuals and/or agents who conduct surveys and research for the
University; and

e donors of student scholarships and bursaries, and other awards.
The University will comply with the requirements in Part 3 Section C (3) and (4) of the

University Code of Practice on Personal Data Privacy in the disclosure and transfer of
your personal data to a third party.

Right to request access to and correction of personal data

In accordance with the terms of the Ordinance, you have the right to:

* check whether the University holds personal data about you and gain access to
such data;

e require the University to correct any inaccurate personal data relating to you; and

*  be informed of the kind of personal data relating to you held by the University.

Where necessary, you may be asked to provide further information to help locate the
required data for processing your request. The University may refuse to comply with
your request if it is impractical to do so.

Requests for access to or correction of personal data

Requests for access to or correction of personal data may be made to the Data
Protection Officer (DPO) by completing the Data Access Request Form as specified
by the Office of the Privacy Commissioner for Personal Data or the Data Correction
Request Form as specified by the University. The University may charge a reasonable
fee to cover the administrative costs for complying with a data access request.

For enquiries, you may contact the Data Protection Officer at:

Hong Kong Metropolitan University
Ho Man Tin, Kowloon,

Hong Kong

Email: DPO@hkmu.edu.hk

Policy on equal opportunities

HKMU'’s position on equal opportunities

It is unlawful for a member, employee or student of the University to harass,
discriminate against, vilify or victimize another member, employee or student of
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the University, or any other person who has dealings with the University, on the
grounds of sex, marital status, pregnancy, breastfeeding, family status, disability or
race of that person. The University will not tolerate any unlawful acts of harassment,
discrimination, vilification or victimization and it will uphold this principle in all of
its operations.

The University, and members and employees of the University who hold supervisory
positions, will take all necessary steps in order to ensure that any member, employee
or student of the University or any other person who has dealings with the University
is not subject to any unlawful acts of harassment, discrimination, vilification or
victimization in their employment or in their educational experience.

Members, employees and students of the University should observe the requirements
of the Sex Discrimination Ordinance, the Disability Discrimination Ordinance, the
Family Status Discrimination Ordinance and the Race Discrimination Ordinance as
stipulated in the Codes of Practice issued by the Equal Opportunities Commission,
and any anti-discrimination ordinances that may be enacted. They may be personally
liable for acts committed by them.

Proceedings on complaints of harassment, discrimination, vilification or victimization

The University has appointed an Equal Opportunities Officer as a contact person
to receive related claims. If staff members, job applicants, students or student
applicants feel that they have experienced harassment, discrimination, vilification or
victimization within the University, they may make a complaint and are encouraged
to do so as soon as possible after the alleged incidents. Both formal and informal
proceedings are available.

The informal process may be useful when the party concerned does not realize that
certain behaviour is offensive to the recipient, and it may enable prompt action to
be taken to stop the unwelcome behaviour at the earliest possible stage. Informal
resolution procedures may include talking directly with the respondent or seeking an
advocate such as a Dean/Director/Unit Head and Course Coordinator with whom
the complainant feels comfortable. This person may provide advice and support to
the complainant and serve as an informal mediator between the complainant and the
respondent.

The complainant may also file a written complaint to the Equal Opportunities Officer
in accordance with the formal proceedings.

Apart from invoking internal procedures, the complainant may lodge a complaint
directly with the Equal Opportunities Commission or take action in the District Court.

The University’s Policy on Equal Opportunities is available on the HKMU website
(Current Students). The contact details of the Equal Opportunities Officer are as follows:

Hong Kong Metropolitan University
Ho Man Tin, Kowloon

Hong Kong

Email: EOO@hkmu.edu.hk
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4 REGULATIONS GOVERNING

ACADEMIC INTEGRITY AND
STUDENT DISCIPLINE

1.2

22

Authority

These Regulations are issued by the Senate under the authority granted to it by
section 10(15) of the Statute governing operations of the Senate.

The Senate, or any committee of the Senate empowered by it to do so, may adopt
implementing measures and procedures pursuant to any Regulation provided
that such measures and procedures will have force only in so far as they are
consistent with the Ordinance and these Regulations.

Academic integrity

The University expects that its students will act at all times to uphold academic
integrity, which is a requisite for effective learning and sound scholarship and
which is essential in achieving the objectives of the University as stated in the
Ordinance.

Activities which violate the University’s expectation of academic integrity

include, but are not limited to, the following:

(a) Submission for assessment purposes of material that is not a student’s own
work;

(b) Copying, either entirely or in part, and whether using the exact words or
with some substitution of words, of the published or unpublished work of
others without acknowledgement of the original source;

(c) Presentation of another person’s argument as the student’s own without
giving due credit to the originator;

(d) Dishonesty in publication, the use of false or fabricated data or experimental
results;

(e) Obtaining or seeking to obtain unauthorized access to question papers or
other assessment materials;

(f) Misconduct during examinations such as:

i.  having or seeking access to any unauthorized information, material or
electronic device during the examination;

ii. aiding or attempting to aid another candidate, or obtaining or
attempting to obtain aid from any other person;

iii. obtaining or attempting to obtain aid unfairly from any officer of the
University or any person as appointed by the University for the conduct
of an examination or the assessment activities, either during the period
of an examination or afterwards;

(g) Impersonating another student, or seeking to have another person
impersonate oneself, during an examination, tutorial or other exercise;

(h) Misrepresentation of information on academic matters, including but not
limited to knowingly making any false statement or falsifying any evidence
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2.3
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2.5

2.6

2.7
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in support of admission, deferment of studies or examination, exemption
from programme requirements, the award of a degree, diploma, course credit
or other distinction by the University.

A University teacher, tutor or other staff member who suspects that a breach of
academic integrity has taken place should first investigate and discuss the matter
with the student concerned and, where appropriate, with the Internal Examiner
of the relevant course. If a mutually acceptable resolution is reached, which
shall fall within Regulation 2.5 (a) - (e) below, the staff member concerned shall
report the case and resolution to the Dean of the relevant school for record. An
annual report of all cases of the school shall be submitted to Student Disciplinary
Committee. If a mutually acceptable resolution is not possible or if the breach is
of a serious nature, the staff member shall submit a report with evidence of the
alleged breach of academic integrity to the Dean.

On receipt of a report that alleges a breach of academic integrity, the Dean shall
review the case and decide whether there are reasonable and probable grounds
to proceed with a charge of breach of academic integrity. If positive, the student
suspected for breaches of academic integrity should be informed of the case and
be provided with an opportunity to respond to the accusation and to present any
relevant evidence.

Upon reviewing all evidence presented, the Dean shall, in consultation with the

Registrar, take one or more of the following actions:

(a) Dismiss the case (no further action);

(b) Require student to complete an academic honesty assignment;

(c) Issue an oral or written reprimand by the Dean, the former in the presence of
at least two witnesses, which shall be recorded in the student’s file;

(d) Require student to complete a make-up assignment, examination or rewriting
a work subject to a lower grade;

(e) Award a lowered grade or a Fail grade, as appropriate, on the assignment(s),
examination(s) or course(s) concerned;

(f) Issue a directive that the University not take into account the work in
question for assessment purposes including record of Absence for the
examination concerned,;

(g) Recommend a disciplinary hearing be convened under the procedures of
Regulation 4 below.

The decision of the Dean shall be communicated to the student. A report of
the case shall be passed to the Registrar for record and report to the Student
Disciplinary Committee annually.

For alleged examination misconduct occurred in a setting which is formally
invigilated, the incident shall be noted in the invigilator’s written report, which
shall be submitted to the Sub-Committee for Alleged Examination Misconduct
(SCAEM) together with any evidence for consideration. A student accused of
examination misconduct should be informed of the case and be provided with an
opportunity to respond to the accusation and to present any relevant evidence to
SCAEM. SCAEM shall review all evidence and decide on dismissal of the case or
any penalty to be imposed. The penalty shall fall within Regulation 2.5 (a) — (g)
above. The decision of SCAEM shall be communicated to the student. A record of
the case shall be passed to the Registrar for record and be reported to the Student
Disciplinary Committee annually.



3 Student conduct
I. Expectations

3.1 The University encourages students to cultivate a sense of responsibility, promote
reflection, and foster accountability and mutual respect. Students are expected,
as any other University’s member, to act in the best interests of the University
community at all times.

3.2 All students are expected to:

(@)
(b)
(©
(d)
(e

()

act in accordance and comply with the law;

observe rules, regulations and policies of the University;

uphold the virtues of honesty and righteousness;

act with regard to the health and safety of others;

act with regard to the University’s reputation and to ensure that their behaviors
as students, do not adversely affect the University’s reputation and interests;
respect the rights and dignity of others, including but not limited to privacy
and personal data rights, irrespective of their ethnicity and race, sex and
gender identity, sexual orientation, abilities and disabilities, age, religion and
family status.

. Discipline

3.3 The University expects good conduct of students and may take disciplinary
action against a student who commits any of the following disciplinary offences
or who violates any rules, regulations or policies established by the University:

(@)
(b)

(©
(d)

(©)
()

(8)

(h)

o)

Defamation of, assault on or harassment against any member(s) of the
University;

Willful damage to or defacement of any property of the University or the
property of its member(s);

Theft, fraud, misapplication of University funds or property of any kind;
Conduct which unreasonably obstructs the teaching, learning, assessment,
research or consultative activities of the University, its staff or students;
Misbehavior of a nature which brings the name of the University into disrepute;
Falsification, distortion or misrepresentation of information to the University
that is intended to mislead administrative processes, including but not
limited to supporting an application to any person or organization for a
grant, bursary, prize, scholarship or any other form of award, allowance or
assistance;

Unauthorized disclosure of confidential information including that relating
to the proceedings of any board, council or committee of the University,
subject to the provision of relevant codes of practice which may be issued
from time to time;

Posting unlawful, defamatory, indecent or offensive messages or activities
via any media platforms, including but not limited to paper-form media,
social media or any public communication channels; and/or making any
communications that may incite hatred or violence, or maybe pornographic,
proprietary, libelous or derogatory that directly or indirectly damages the
reputation and interests of the University or any member(s) of the University;
For gain or otherwise, without the written permission of the University,
copying any material provided by the University in any form whatsoever;
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3.4

3.5

3.6

3.7

3.8

3.9
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(j) Students are not allowed to use video recorders, cameras or voice recorders
(including those embedded in mobile phones) in a classroom during classes,
unless authorized by the instructor or academic staff member in charge of the
class;

(k) Subject to the provisions of Regulation 6 below regarding rights of appeal,
failing to comply with any penalty imposed by a University disciplinary
authority.

Notwithstanding the provisions of Regulation 3.3, the conduct of a student of

the University while on the premises of another institution shall be subject to the

requirements imposed by that institution.

Any member of the University who suspects that a student has committed a
disciplinary offence should report the alleged offence, together with any evidence
available, to the Vice President (Students and Support).

On receipt of a report that alleges commission by a student of a disciplinary
offence, the Vice President (Students and Support) shall review the case and
decide whether there are reasonable and probable grounds to proceed with a
charge of student misconduct. If positive, the student accused of the misconduct
should be informed of the case and be provided with an opportunity to respond
to the accusation and to present any relevant evidence.

Upon reviewing all evidence presented, the Vice President (Students and

Support) shall, in consultation with the Director of Student Affairs, take one or

more of the following actions:

(a) Dismiss the case (no further action);

(b) Issue an oral or written reprimand, the former in the presence of at least two
witnesses, which shall be recorded in the student’s file;

(c) Require completion of University community service;

(d) Impose a requirement to make good any loss of or damage to the property or
premises arising from the student misconduct;

(e) Recommend a disciplinary hearing be convened under the procedures of
Regulation 4 below.

The decision of the Vice President (Students and Support) shall be communicated

to the student. A report of the case shall be passed to the Registrar for record and

report to the Student Disciplinary Committee annually.

In the event that a student has been subject to law-enforcement actions and/or

criminal prosecution during the course of study, regardless of whether he/she

is convicted, the student’s case shall be considered by the Chair of the Student

Disciplinary Committee, who will decide on one of the following actions:

(a) No further action is necessary;

(b) The case shall be transferred to Student Affairs Office for student support service;

(c) The case shall be taken up by the Student Disciplinary Committee in
accordance with relevant University Rules and Regulations.

Disciplinary hearings

On the recommendation of a School Dean, or SCAEM or Vice President (Students
and Support) (where appropriate) for a hearing, the Student Disciplinary
Committee shall appoint a Student Disciplinary Panel (Panel) from its members



4.2
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to convene a hearing in relation to allegations of a breach of academic integrity
pursuant to Regulation 2 or commission of a disciplinary offence pursuant to
Regulation 3.

The student alleged to have committed the breach of academic integrity or
disciplinary offence shall have the right to:

(a) appear before the Student Disciplinary Panel;

(b) submit a written statement or present other evidence to the Panel;

(c) be accompanied at the hearing by a University staff member or student of
his/her choice, who shall however not have the right to speak or present
evidence to the Panel.

The Panel’s deliberations shall be held in camera. The student shall be advised on
conclusion of the hearing of the verdict of the Panel, the outcome and imposition
of any sanctions or penalties as provided for in Regulation 5.

Sanctions and penalties

On conclusion of a hearing conducted under Regulation 4 above, the Student
Disciplinary Panel may impose any of the following sanctions or penalties, singly
or in combination, as it may consider appropriate:

(a) Dismissal of the case;
(b) Completion of an academic honesty assignment;
(c) Completion of University community service;

(d) Issuance of an oral or written reprimand, the former in the presence of at
least two witnesses, which shall be recorded in the student’s file;

(e) Completion of a make-up assignment, examination or rewriting a work
subject to a lower grade;

(f) The award of a lowered grade or a Fail grade, as appropriate, on the
assignment(s), examination(s) or course(s) concerned;

(g) Issuance of a directive that the University not take into account the work
in question for assessment purposes including record of Absence for the
examination concerned;

(h) A requirement to make good any loss of or damage to the property or
premises arising from the misconduct;

(i) Notation on transcript;

() Exclusion from further registration on courses offered by the University for a
definite period;

(k) Suspension or dismissal from any course(s) in progress;
() Suspension from all or specific programme(s) for a definite period:
(m) Expulsion from the University;

(n) The withholding or revocation by the University of a degree or other
academic award;

(0) Any other penalties, as deemed appropriate for certain offences.

Appeal of disciplinary measures

A student may appeal to the Chair of the Student Disciplinary Committee any
decisions taken by a Dean, or SCAEM, or Vice President (Students and Support),
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6.2

6.3

6.4

6.5

6.6

6.7

6.8

6.9

or Student Disciplinary Panel in respect of an alleged breach of academic
integrity pursuant to Regulation 2, or an alleged disciplinary offence pursuant to
Regulation 3, other than a decision to convene a disciplinary hearing.

An appeal shall be in writing and shall reach the Chair of the Student Disciplinary
Committee no later than fourteen days after the student is informed of the
relevant decision.

If the Chair of the Student Disciplinary Committee considers the appeal to have
merit, he/she shall appoint a Student Disciplinary Panel to review the case. If
the appeal is against the decision of a Student Disciplinary Panel, he/she shall
convene a hearing of the Student Disciplinary Committee to discuss the appeal.
The student who submitted the appeal shall have the right to:

(a) appear before the Student Disciplinary Committee /Panel;
(b) submit a written statement or present other evidence to the Committee /Panel;

(c) be accompanied at the hearing by a University staff member or student of
his/her choice, who shall however not have the right to speak nor present
evidence to the Committee/Panel.

After the hearing, the Student Disciplinary Committee shall make a decision to
either:

(@) Uphold the decision reached by the relevant University disciplinary
authority; or

(b) Direct the relevant University disciplinary authority to take one of the
alternative courses of action provided for in Regulation 5.1.

The decision reached by the Student Disciplinary Committee in respect of an
appeal launched shall be communicated to the student concerned.

A student may lodge a final appeal to the President on the verdict reached by the
Student Disciplinary Committee following a hearing conducted under Regulation
6.3. Normally appeals will be considered only on the basis of procedural
irregularities or new evidence.

A final appeal under Regulation 6.6 shall be in writing and shall reach the
President no later than fourteen days after the student is informed of the relevant
decision.

The President or his/her nominee, shall review the case and decide whether
the decision of the Student Disciplinary Committee pursuant to Regulation 6.4
shall stand. If he/she considers the appeal to have merit, he may constitute and
convene a meeting of an Appeals Panel to discuss the appeal. The Appeals Panel
shall make a recommendation to the President to either:

(a) Uphold the verdict and/or penalties determined by the Student Disciplinary
Committee; or

(b) Direct the Student Disciplinary Committee to record an alternative verdict
and/or impose alternative sanctions or penalties provided for under
Regulation 5.

The President, taking into account the recommendation of the Appeals Panel,

shall make a decision on the appeal. The President’s decision shall be final.

6.10 Pending the outcome of an appeal, a student shall observe any suspension
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5 PROGRAMME OF STUDY AND
COURSES

PROGRAMME OF STUDY

Registration at HKMU is normally done by programme of study. Our programmes
work on a flexible credit accumulation basis. To obtain an award, you are required to
follow the regulations governing your programme of study, which outline the number
of credits and the courses you need to complete.

Programme Regulations may be updated from time to time. You are advised to check
the most up-to-date regulations by downloading from the HKMU website (Current
Students). Programme Regulations are normally updated twice a year and will be
available in May and November.

You are also advised to contact your Programme Leader for matters related to your
studies.

COURSES

Each course carries a credit value. Courses will normally run for one or two terms and
the first digit of the course code generally indicates the level of the course. Courses
of postgraduate programmes are normally at postgraduate level. The course code of
postgraduate-level courses starts with ‘8" or ‘9" except for those non-credit bearing
courses. The course code of non-credit bearing courses starts with ‘0.

Continuous assessment and examination measure your success in any course. When
you successfully complete your course, the credits will be added to your record.
You can obtain your award upon accumulation of enough credits for the award as
prescribed.
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6 EXEMPTIONS AND RECOGNITION

EXEMPTION THROUGH ADVANCED STANDING

The University recognizes the prior learning achievements of its students by the
award of advanced standing credits. Such credits, where applicable, will be counted
towards the total number of credits required for a University award.

Advanced standing credits are awarded for previous qualifications obtained from a
recognized tertiary institution and completed by coursework. For applications to be
made towards a postgraduate diploma programme, or a Master’s Degree programme,
the qualification held by a claimant must at least be a postgraduate certificate or a
postgraduate diploma, or be a higher degree at least at the Master’s Degree level.
Postgraduate Diploma in Education or equivalent qualifications, however, may
only be used to apply for advanced standing towards the university undergraduate
programmes and Postgraduate Diplomas in Education. Advanced standing credits
can be applied to the majority of Master’s Degrees and Postgraduate Diplomas
programmes, with the exception specified in the “Academic Rules and Regulations’ (see
‘Regulations Governing the Grant of Advanced Standing’).

Qualifications which satisfy the entry requirements of a particular programme cannot
be used for advanced standing under that respective programme.

Types of credit transfer

1 Specific Credit Transfer (SCT)
Specific credits are used for the exemption of a particular course which forms
part of the set of required courses for a University award. Specific credits can be
applied to Postgraduate-level courses.

2 Block Credit Transfer (BCT)

Block credits are counted towards the total number of credits required for a
University award. Awardees must complete the remaining courses required
for the award by following a list of ‘top-up’ courses to be prescribed by the
University. The top-up courses for completion of a University programme
are specified in accordance with an applicant’s previous study programme
and courses, therefore an award of block credits does not imply an automatic
reduction by the same amount in the number of credits required for the
completion of the University programme. Applicants should refer to the
prescribed top-up list for the number of credits and courses to complete for the
programme.

Specific credits and block credits cannot be used together. A successful applicant may
be awarded advanced standing credits up to a maximum limit determined by the
University in accordance with his/her previous studies. This maximum is also subject
to the maximum advanced standing allowed in each HKMU programme.
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Regulations and procedures

The academic regulations governing the grant of advanced standing are available
on the University website. The Guide to Application for Advanced Standing and the
Advanced Standing Application Form (Form A-AP) contain comprehensive information
about the scheme, and its impact on an applicant’s course choices. Every applicant is
requested to consult the Guide before submitting an application. An applicant has to
indicate which prior qualifications are to be used in the application and the type of
credit transfer applied for.

A student may apply for advanced standing any time after he/she has become a
registered student of this University. However, since the award of advanced standing
may affect one’s course choices, students are advised to submit an application as soon
as possible. Furthermore, please note that only the advanced standing credits awarded
before February, June or September of any year will be counted for graduation
purposes in March, July or September of that year respectively.

Persons who have not registered with the University may also apply under the
Extended Scheme.

Advanced standing applications will be processed by the University after all the
required documentation and syllabus information is received. Each application is
subject to approval by the Advanced Standing Committee (or its delegated authority)
upon recommendation by the respective academic unit.

A non-refundable claim fee (which varies in accordance with the type of credit transfer
applied for) is charged for each application, irrespective of the application result.

Information on precedents

Information on the entitlement for advanced standing of each individual qualification
and precedents of BCT applications are available at the following webpage:

https:/ /www.hkmu.edu.hk/postgraduate-students/advanced-standing /

The information on precedents may be updated from time to time. Students are
advised to consult the most current information before submitting an application.

Entry pathways and advanced standing

The University has set up entry pathways for some Master’s Degree programmes. The
programme credit requirements in most pathway programmes are reduced; in other
words, students are given an exemption without the need to go through the advanced
standing process if being admitted via these pathways. However, students must
satisfy the entry requirements specified for admission to the pathway programmes.
Holders of relevant qualifications are advised to apply for admission via these
pathways if they satisfy the entry requirements.

Should you require further information or wish to obtain the Application Guide and
application forms for advanced standing, please contact the Advanced Standing &
Graduation Team. For details please see Section 14.
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RECOGNITION BY PROFESSIONAL BODIES

Our University programmes are recognized by a number of professional institutions,
and a range of exemptions have been granted to our graduates. The information
provided here is for reference only. It is the student’s responsibility to ]
confirm the exemptions and recognition with the relevant professional
institutions. Students of business programmes can also refer to
http://www.hkmu.edu.hk/ba_recognitions for further details.

(i) Association of Chartered Certified Accountants (ACCA)*

Graduates of the Master of Corporate Governance (MCGF) and Master of Business
Administration (MBAF) programmes may claim exemptions of up to a maximum of
five and six papers respectively of the ACCA examinations. :

For mapping of HKMU courses to be exempted for ACCA examination
papers, please refer to the ACCA website.

*In order to apply for corresponding paper exemptions, students must have completed
the programme and have passed their courses at HKMU. The exact number of
exemptions depends on which corresponding HKMU courses students have passed
before completion of the programme at the University.

(ii) Association of International Accountants (AlA)

Graduates of Master of Business Administration (MBAF) and Master of Corporate
Governance (MCGF) programmes may claim exemption of the AIA Professional
Examinations for up to a maximum of nine papers (out of sixteen papers) [u]: [=]

on the basis of the completion of corresponding HKMU courses.

For details of exemptions, please refer to the AIA website. (=

(iii) Chartered Institute of Management Accountants (CIMA)

Students and graduates of the Master of Business Administration (MBAF) and Master
of Accountancy (MACF) programmes are eligible for taking the Master’s gateway
accelerated route for the CIMA Professional Qualification. They may 15

claim exemptions of up to a maximum of ten subjects on the basis of the ZkZzeg!
completion of corresponding HKMU courses.

For details of exemptions, please refer to the CIMA website.

(iv) CPA Australia

The CPA Program examinations of CPA Australia are integrated into the Master of
Accountancy programme (MACF). Students of MACF will become Associate
Members of CPA Australia. They will be prepared to sit for the CPA Program
examinations within the MACF. Graduates of MACF may obtain a CPA  [&]:*33% [|]
(Aust.) designation after meeting the practical experience requirement. : ﬁ

For details, please refer to the CPA Australia website. Eh:a'ﬂ:g'
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(v) The Hong Kong Chartered Governance Institute (HKCGl) and
The Chartered Governance Institute (formerly The Institute of
Chartered Secretaries and Administrators or ICSA)

Graduates of the MCGF programme are eligible for full exemption from the qualifying
programme of the Chartered Governance Institute and the HKCGI. If students intend
to apply for full exemption after the completion of the MCGF programme, they must
register for student membership with the HKCGI within three months after they have
enrolled in the MCGF programme, and must complete the MCGF programme within 1.5
years for face-to-face full time mode and 3 years for face-to-face part time mode.

In addition, students must maintain their studentship with the HKCGI during their
course of study (with a minimum period of two years) for their applications for full
exemptions in order to become a Graduate of the HKCGI. Students awarded advanced
standing credits by the University towards the MCGF programme may not be eligible
to receive full exemption from the qualifying programme. It is always the students’
responsibility to confirm with the HKCGI that they are eligible for full ali~-40
exemption after the completion of the MCGF programme. I

%

Please refer to the HKCGI website for information on the latest E
registration and exemption policy.

(vi) Social Workers Registration Board

The Master of Social Sciences in Autism Spectrum Disorder programme is now
recognized by the Hong Kong Social Workers Registration Board (SWRB) as a
Continuing Professional Development Course/Activity (CPD). Students who
successfully complete the programme can earn up to 500 CPD points.

(vii) Law Society of Hong Kong

The Law Society of Hong Kong has accredited the MA in Legal Translation (MALT)
programme as a Continuing Professional Development (CPD) programme. A lawyer
who completes any course under the MALT programme can claim CPD points
provided that s/he:

(a) complies with the course attendance requirement;

(b) attends lectures and/or tutorials totalling in duration not less than the number of
hours of CPD points being claimed; and

(c) provides evidence of such attendance as and if required by the Society.

(viii) The Nursing Council of Hong Kong

Master of Nursing (Chinese Medicinal Nursing) was included in the Nursing
Council of Hong Kong’s “List of Local Master Programmes in Health Related Stream
recognised under the Voluntary Scheme on Advanced and Specialised Nursing
Practice” (as at December 2021).
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7 COURSE ENROLMENT AND
STUDENT RECORDS

COURSE ENROLMENT
Re-registration

Students must register with the University for each academic term by a prescribed
date. You should take note of the relevant parts of Section 3 on ‘General Regulations for
Postgraduate Programmes’ and the following limitations:

® Registration will normally be processed on a first-come, first-served basis. The
University will try to accommodate as many students as possible. As quota for
some of the courses is limited, students are advised to submit their applications
as early as possible.

e If two courses contain a lot of common materials, they will form an
excluded combination. Only one of the courses will be counted towards
a single award. For details, please refer to https://www.hkmu.edu.

o : : — Excluded
hk/admissions/distance-learning /excluded-combinations/. o

* Some courses have advisory prerequisites. Prerequisites are determined to
ensure that you have acquired the basic knowledge and skills that you will
need to complete a particular HKMU course more easily. The University
strongly recommends you to complete a course's prerequisites before enrolling
on that particular course. In cases where the prerequisites are mandatory, you
must complete the prerequisites before enrolling in the course concerned. The
prerequisites are clearly stated in the individual course descriptions on the
HKMU website.

e  Students are not allowed to re-register for a course that they have already passed.
This includes courses with changes in course codes or have its counterparts
presented in the distance learning mode.

* Normally you will not be allowed to re-register in the coming term on a course
that you are currently studying. If you want to re-register on such a course, you
have to withdraw from it first (see the paragraph on ‘Withdrawal from studies’).

e If the level of a course changes, e.g. from Foundation to Middle or
vice versa, the credits for that course will count towards the award at
the new level, irrespective of the level at which it was passed. These
courses will be classified as courses not allowed to be taken again.

For details, please refer to https://www.hkmu.eduhk/admissions/ —Sourees ot
distance-learning / courses-not-allowed-to-be-taken-again/. taken again

Re-registration can normally be made online or by submitting the re-registration form
during the registration period. Continuing students will receive the re-registration
information by email before the re-registration period.
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Late registration

If you wish to register for courses after the registration deadline specified by the
University, you will need to apply for late registration using Form R-LRF and settle a
late registration fee normally no later than two weeks after the commencement of an
academic term.

Change of programme of study/course registered

Students who wish to change their programme should apply using Form R-CP, and
applications will be approved at the discretion of the School concerned.

Students may also change the course they are registered on. However, applications
for change of registered course are limited to courses offered in the same term
and the course changes should normally be on a one-to-one basis. Students who
wish to change their courses after registration must apply using Form R-CC and
pay an administrative fee. Applications will be considered on a case-by-case basis.
Applications should be made as early as possible and no later than the end of the
second week of the term.

STUDENT RECORDS
Student Identity Card

Before the start of the term, all new students will be issued a Student Identity Card
that is valid for their period of study with the University. If you are a new student and
do not receive your Student Identity Card, you should inform the Student Records
Team of the Registry within two weeks after the start of the term.

The Student Identity Card is an important proof of identity for using University
facilities and for your attendance at classes/examinations. The card is only valid when
it is used in conjunction with your Hong Kong Identity Card or passport (if a Hong
Kong Identity Card is not available).

Students who have lost or damaged their student identity cards should arrange for a
replacement card immediately through Form R-ID and pay an administrative fee.

Change of personal particulars

If there are any changes to your personal details, it is your responsibility to notify the
University. To update personal details, such as correspondence address, telephone
numbers, etc., you can do so directly via the HKMU website (Current Students) —
MyHKMU. Failure to supply up-to-date information may result in the University
being unable to provide or process academic and administrative services to you.

You can enquire about your personal and academic record via the HKMU website
(Current Students) - MyHKMU.
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INTERRUPTING YOUR STUDIES

Students who have difficulty continuing their studies for any reasons are strongly
advised to consult their tutors and Course Coordinators for advice and guidance.

Temporary halting of studies and student status

Temporary halting of studies is not normally an option for full-time postgraduate
students. For part-time postgraduate students who have completed all enrolled courses
and wish to stop taking courses for a while, you are advised to consult your programme
leader. Temporarily halting of studies will have implications on your study period. It
is the responsibility of students to complete required credits and conditions before the
stipulated study period in order to obtain the corresponding award.

Deferment of studies

If you are taking courses but wish to defer your studies until a later date, you should
apply for deferment of studies. For details please refer to the information about
deferment of studies in Section 3 'General Regulations for Postgraduate Programmes’.

Please refer to Section 2 *Academic Calendars and Important Dates” for the application
deadline and submit the application via the HKMU website (Current Students) —
MyHKMU. For details, please refer to our website.

For students who wish to apply for the Continuing Education Fund (CEF), any
deferment of studies for a course for which you intend to claim reimbursement
would mean that the completion date of the course would be deferred. It is the CEF
applicants' responsibility to observe and enquire with the Office of CEF on the related
procedures for special circumstances.

Withdrawal from studies

If you wish to discontinue or withdraw from your studies, please submit an application
via the HKMU website (Current Students) - MyHKMU by the deadline as stipulated in
Section 2 "Academic Calendars and Important Dates’. Please refer to the information about
withdrawal from courses in Section 3 'General Regulation for Postgraduate Programmes’.
Students who do not submit assignments or attend the examination without having
formally withdrawn will be given a Fail grade for the course (see Section 9 ‘Assessment
and Examinations’).

STUDY AT OTHER INSTITUTIONS

Full time students whose student visas are sponsored by HKMU should not register
concurrently with other local institutions.
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8 LECTURES AND TUTORIALS FOR
POSTGRADUATE PROGRAMME
COURSES

Postgraduate courses are normally delivered on campus, in the form of lectures and
tutorials by the Course Coordinator or other University staff members. Some classes
may be held during daytime on weekdays. Details of the contact hours are specified
in the Course Outline. You can contact your Programme Leader for general and
programme-specific matters and your Course Coordinator for course-specific matters.

Before the term commences, you can visit MyHKMU via the HKMU website
(Current Students) under the section on ‘Class Schedule’ to check the confirmed class
schedule. Students should only attend classes of their groups. Class schedule for
practical laboratory sessions, if any, will be provided by your school separately. As the
timetable may change during your course of study, you should refer to the most up-
to-date timetable when attending classes, if any.
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9 ASSESSMENT AND
EXAMINATIONS

ASSESSMENT OF YOUR WORK

At HKMU, there are two main forms of assessment for most courses: continuous
assessment and examinations.

Continuous assessment is based on assignments, projects/case studies, oral
presentation, quizzes, laboratory sessions, practicums, attendance, etc. and/or any
other criteria.

Most courses have a written examination which is held at the end of the course.

For courses with written examination, your course result will be determined by your
performance in both the continuous assessment and the examination.

The regulations governing assessment and examinations are included in ‘Course
Assessment and Grades’ in Section 3 ‘General Regulations for Postgraduate Programmes’.

CONTINUOUS ASSESSMENT

You must submit your assignments by specified dates. If an assignment is submitted
late, it is at the discretion of the University teacher concerned to accept or not accept
it, and to determine the appropriate penalty to be imposed, if any. If you encounter
special circumstances regarding your continuous assessment or if you are dissatisfied
with your score on any of your assignments, you are advised to discuss this with
your Course Coordinator. Assignments must be submitted electronically via the OLE,
unless otherwise specified.

Students can check their assignment scores in MyHKMU via the HKMU website (Current
Students), under the section on ‘Assessment Result’.

END-OF-COURSE EXAMINATION

The regulations governing examinations are included in Section 3 ‘General Regulations
for Postgraduate Programmes” and ‘Assessment Regulations” in the “Academic Rules and
Regulations’.

There are three examination periods each year for postgraduate courses. Please
refer to Section 2 ‘Academic Calendars and Important Dates’ for details. Oral/listening
examinations for languages courses and examinations for some special courses may
be held earlier in advance of the examination period. Students can go to the HKMU
website to check the examination timetable and arrangements about one month before
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the start of the examination period. Students should check this information online by
going to the ‘Examination Timetable and Arrangement’ via MyHKMU of the HKMU
website (Current Students). You are strongly recommended to check your assignment
scores and/or overall continuous assessment score (OCAS) online by going to the
‘Assessment Result’ section via MyHKMU of the HKMU website (Current Students)
before attending an examination and following the procedures under the ‘Assessment
Regulations” should you need to make queries regarding submission of assignments
and assignment scores.

Examinations may be held in the morning, afternoon and/or evening, and sometimes
on the same day for different courses. Such arrangement is made based on a number
of factors in order to avoid clashes in examinations. It is important to consider these
dates when you are planning ahead for holidays or business trips. Deferment of your
examination will NOT be permitted because of holiday plans.

Students will be notified of the address of the examination centres, admissible/
inadmissible materials which you must/must not bring to a course examination,
approved models of calculators for use in HKMU examinations, etc. You must read
all the examination information carefully before attending an examination. Students
in violation of any of the regulations/instructions may be penalized in accordance
with the Regulations Governing Academic Integrity and Student Discipline. Any
infringement of the examination regulations/instructions, including possession of
inadmissible materials (e.g. notes, rough paper, etc.), tearing or taking away question
papers or answer books and bringing in non-approved models of calculators,
may lead to a SERIOUS PENALTY, or even disqualification from the examination.
Ignorance/misreading of these rules is not an excuse. If you have any queries, you can
always contact the Examinations Office.

Course Certificate

Examination matters | Procedures Application
period
Course Certificate via | Complete an application form and throughout the
Form E-CC return it to the Registrar together with | year.
a cheque to cover the application fee.

Points to note for a Course Certificate:

(a) Those students who have obtained an overall pass result and gained the
respective number of credits on a course offered by the University can apply for a
Course Certificate.

(b) The Course Certificate serves to certify that a student has successfully completed an
HKMU course. The certificate includes the course code, title and its number of credits.

() Under no circumstances will the content of the certificate be modified to suit
individual needs.

(d) The Course Certificate will be sent to applicants by registered mail within 10
working days after receipt of the application by the University.
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Deferment of examination

Examination matters | Procedures Deadline

Deferment of Complete an application form | cause known before the
examination via and return it to the Registrar exam, e.g. business trip:
Form E-DA before the deadline. no later than 7 days

Attach relevant supporting before the exam date.

evidence to the application. unforeseen circumstance,
e.g. illness: no later than
7 days after the exam.

Points to note for a deferment of examination:

@)

(b)
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See Section 3 ‘General Regulations for Postgraduate Programmes’ and ‘Assessment
Regulations” in the ‘Academic Rules and Regulations’.

Only under very special circumstances will deferment of an examination be
considered. Deferment of examination is however not applicable to those
courses without examination. Students who have been granted funding from the
Continuing Education Fund (CEF) or other sponsorship funding bodies should
pay particular attention to the terms and conditions governing the approval of
the CEF or other appropriate funding. As a result of examination deferment,
the completion date of the course will be delayed, which may have implications
affecting claims for reimbursement, etc. It is the responsibility of the student
to check the terms and conditions and to liaise with the appropriate body on
the related procedures for special circumstances as the University cannot take
responsibility for this.

Examination deferment will NOT be considered if students are not able to achieve
an overall continuous assessment (OCAS) of 31 or above.

If the reason for absence from examination is illness, a medical certificate issued
by a registered medical practitioner or registered Chinese medicine practitioner
must be submitted.

Students taking a deferred examination are advised to check with the Course
Coordinator before sitting for the deferred examination as the course syllabus/
content may be revised or updated from time to time.

If this is your first attempt (or it is a deferred examination) and you do NOT
attend the examination as scheduled without approval for deferment of the
examination (or further deferral), a Fail grade will result. You will NOT be
allowed to sit the examination on a later occasion unless you re-register for the
course.

If the course is in its last presentation, you may be given a single chance to defer
the examination on legitimate and properly attested grounds. No requests for
further deferrals for any reason whatsoever will be considered.

Students who are approved to defer their examination will take the examination
at a time and place arranged by the University.



)

()

Deferred examination students are expected to present themselves for
examination only in the next examination period available for the course
concerned. You are not required to submit any assignments unless specified
otherwise.

For deferred examination students, the overall continuous assessment score
(OCAS) obtained at the end of the course and the overall examination score (OES)
achieved in the deferred examination will be used in the calculation of your
course score and overall course result.

Resit examination (Not applicable to students admitted to the
3-credit-unit system)

Examination matters | Procedures Deadline

Resit examination Students should settle the resit Please refer to the

fee for each course and complete | deadlines specified in
all necessary procedures the resit examination
stipulated in the confirmation of | notification.

resit examination notification.

Points to note for a resit examination:

(@)

(b)

(d)

(©)
(®)

See Section 3 ‘General Regulations for Postgraduate Programmes’ and “Assessment
Regulations” in the ‘Academic Rules and Regulations’.

At the discretion of the appropriate Award Committee, students who have
marginally failed the examination may be granted a single chance to resit the
examination. Resit examination is however not applicable to courses without
examination.

Students who have been granted funding from the Continuing Education Fund
(CEF) or other sponsorship funding bodies should pay particular attention to the
terms and conditions governing the approval of the CEF or other appropriate
funding. As a result of the resit examination, the completion date of the course
will be delayed, which may have implications affecting claims for reimbursement,
etc. It is the responsibility of the student to check the terms and conditions
and to liaise with the appropriate body on the related procedures for special
circumstances as the University cannot take responsibility for this.

If you do NOT pay the fee before the designated deadline, it will be assumed that
you do not wish to resit the course examination. If you do not accept the resit
offer, are absent from the resit examination, or have withdrawn from the course
before the resit exam, a Fail result will be recorded and printed on your transcript.

You will NOT be granted a second chance to resit if you fail in the resit examination.

Students taking resit examinations are advised to check with the Course
Coordinator for the updated course material , if applicable, before sitting for the
resit examination as the course syllabus/content may be revised or updated from
time to time.
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(8)

(h)

Resit examination students are expected to present themselves for examination
only in the next examination period available for the course concerned. You are
not required to submit any assignments unless specified otherwise.

For resit examination students, the overall continuous assessment score (OCAS)
obtained at the end of the course and the overall examination score (OES)
achieved in the resit examination will be used in the calculation of your course
score and overall course result.

As mentioned in Section 3 (point 7), the University imposes a maximum study period
for postgraduate programmes.

[Not applicable to students admitted under 3-credit-unit system] Students who are
unable to fulfil all the requirements for graduation because of marginal failure in one
course may at the absolute discretion of the School concerned be granted a chance for
alternative assessment/special examination in the course concerned. Course results
for alternative assessment/special examination will be capped at Grade ‘C’.

Special examination

Examination matters | Procedures Deadline

Special examination Complete an application form | within three weeks after
for students with and return it to the Student the start of the term
disabilities or special | Affairs Office before the
educational needs via | deadline.

Form S-DI

Attach relevant supporting
evidence to the application,
e.g. medical report

Points to note for a special examination:

@)
(b)

(©)

4

See ‘Assessment Regulations” in the ‘Academic Rules and Regulations’.

Special examination arrangements will NOT be considered if students are not
able to achieve an overall continuous assessment (OCAS) of 31 or above.

If the above regulations do not address your disability or special educational
needs, you should consult the Examinations & Assessment Team at least 8 weeks
before the start of the examination period.

Requests for special examination arrangements not supported by relevant
evidence will NOT be considered.

Students have to fill in an application form again and submit relevant supporting
evidence if there are changes in disabilities and special educational needs which
require special examination arrangements.

The University may not be able to make special arrangements if the relevant
information fails to reach the University before the prescribed deadline.



Special circumstances

Examination matters | Procedures Deadline

Special circumstances | Please contact your Course contact your Course

for continuous Coordinator Coordinator no later
assessment than 3 weeks before the

start of the exam period.

Special circumstances | Complete the form and return | within 7 days after the
for examination via it to the Registrar before the exam date.
Form E-SE deadline.

Attach relevant supporting
evidence to the form.

Points to note for special circumstances:

(a) See ‘Assessment Regulations’ in the ‘Academic Rules and Regulations’.

For continuous assessment:

(b) Itis your responsibility to contact your Course Coordinator early.

For an examination:

(c) Information for Award Committee should be submitted to the Registrar on the
correct form by the prescribed deadline. However, the committee will only give

limited consideration to such information.

(d) Form E-SE received later than 7 days after the examination date will NOT be

considered.

(e) If you are prevented from submitting the form due to hospitalization or other
serious reason, you should authorize a person to submit it on your behalf.
Evidence supporting your claim must be submitted. The Award Committee
will not consider information received after the prescribed deadline or without

relevant supporting evidence.

(f) If you are ill during the examination, you should report the matter to the
University by submitting Form E-SE together with a medical certificate to the

University within 7 days after the examination date.

(g) Form E-SE should only be used for serious situations such as illness immediately
before or during the examination or bereavement of an immediate family member

close to the examination date.

(h) You must support your claim with evidence such as a medical certificate. The
registered medical practitioner or registered Chinese medicine practitioner must
clearly understand that the medical certificate is required to cover illness during
the examination. For the requirements on the supporting evidence, please refer
to the important notes on Form E-SE. The information will only be used to your

benefit.
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Students with disabilities or special educational needs

If you feel that your disability or special educational needs was a serious disadvantage
during the completion of your continuous assessment or examination, you can contact
you Course Coordinatior or submit Form E-SE as stipulated above. Please note that
previous information which you may have supplied to the University about your
disability or special educational needs will not be brought to the attention of the
Award Committee without your consent or written request.

THE AWARD OF COURSE RESULTS

Course results are determined by an Award Committee appointed for each course and
then endorsed by the School Board.

Details of the course grading scheme can be found in Section 3 ‘General Regulations for
Postgraduate Programmes’.

If there is a written examination for your course, your overall continuous assessment
score and examination score will be sent to the Award Committee for consideration.
Your course score (the calculation of this score is defined in the respective Course Guide
or course outline) will be calculated from both the overall continuous assessment
score and the overall examination score.

The course grade is mainly determined by the overall course score (CS) yet students
are normally required to obtain a minimum in both overall examination score (OES)
and overall continuous assessment score (OCAS) set by the University in order to
obtain a Pass result. To be awarded a particular course grade, students must meet the
minimum CS set by the Award Committee.

[Not applicable to students admitted under 3 credit-unit system] A student must
have achieved the OES resit threshold score set by the Award Committee in order to
qualify to resit an examination. In determining the resit threshold score, the Award
Committee makes a judgment on the likelihood of a student being able to improve
their performance sufficiently to pass at the next attempt. From an academic point of
view, students who fail to achieve this minimum level will need to retake the course.
A student may resit an examination one time only.

Consideration of the Award Committee

If you are just below a borderline, the Award Committee may consider any special
circumstances information (see the previous part on ‘Special circumstances’). They
may also review or remark your examination script to determine whether or not to
upgrade your status.

The Award Committee will receive a computer printout with the overall continuous
assessment score, the overall examination score and the course score for each student.
This printed information will be considered by the Award Committee when drawing
up the pass list of students. The Committee will also have access to all examination
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scripts, information submitted by students and tutors on special circumstances
(Form E-SE), information about tutors and markers of examination scripts, adverse
conditions at examination centres, administrative errors on the part of the University,
and statistical analyses of overall continuous assessment, examination and course
scores.

If an Award Committee is unable to decide a student’s result on the basis of the
evidence available, the student may be required to undergo a viva voce examination.
This examination normally is in the form of an oral examination conducted by a
member of the full and/or part-time academic staff. The University will notify the
student required to take a viva voce examination of its date, time and place.

Examination misconduct and irregularities

A candidate alleged to have committed misconduct under ‘Assessment Regulations’
B10 in the ‘Academic Rules and Regulations’ shall be liable to proceedings by the
University as specified in ‘Regulations Governing Academic Integrity and Student
Discipline” in the ‘Academic Rules and Regulations’. Notwithstanding, the University
strongly advises students to read carefully the related regulations and instructions
governing the conduct of examinations before attending an examination. Any
infringement of the examination regulations/instructions, including possession of
inadmissible materials (e.g. notes, rough paper, etc.), tearing or taking away question
papers or answer books and bringing in non-approved models of calculators, may lead
to a SERIOUS PENALTY, or even disqualification from the examination. Any queries
on examination regulations/instructions should be directed to the Examinations
& Assessment Team. If a student is alleged to have not complied with any of the
examination regulations/instructions, it is the student’s responsibility to cooperate
with the invigilators and any officers of the University during the investigation,
including submitting the relevant information, reference material, calculator, etc. The
material or device collected will be returned to the student concerned intact after
investigation. The University may at its discretion take disciplinary action against any
uncooperative students.

Announcement of course results

See ‘Assessment Regulations’ in the ‘Academic Rules and Regulations’” for relevant
information. Course results will be released online in batches. Students will be able
to check all results of the courses assessed by going to the “Academic Record” section
via MyHKMU of the HKMU website (Current Students). Once your course results are
released in the “Academic Record” section of the HKMU website, you may apply for a
Course Certificate or a Transcript of Studies on a need basis. A fee will be levied.

Write to the Examinations & Assessment Team if your results are not released by 6
weeks after the respective examination period. In order to safeguard confidentiality,
no results will be given over the telephone.

Course results will not be released to persons in debt to the University or students

who have not satisfied any compulsory requirements. Students may forfeit the
opportunity to appeal against course results.
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Appeals

Examination matters | Procedures Deadline

Appeals against Complete an application form and | Within 6 weeks

course result via return it to the Registrar together | after respective

Form E-AR with a cheque to cover the appeal | examination period.
fee before the deadline.

Points to note for appeals:

(@)

(b)

(©

See ‘Assessment Regulations’ in the ‘Academic Rules and Regulations’. Course
results appeal is however not applicable to courses without examination.

Late submission of information about special circumstances will NOT be
considered.

Under the current policy, the overall examination scores (OES) will be released
together with the reply to the appeal of course results or upon receipt of a data
access request via Form OPS003. The University will not provide any other
information regarding examination performance.

Under no circumstances will the examination script be copied or returned to the
student.

The fee is refundable for successful cases of appeal in the circumstances that a
more favourable course result is awarded.

In the appeal stage of course results, students” scores will be thoroughly checked
and a re-marking on the examination script will be carried out.

Telephone enquiries and appeal letters without Form E-AR will NOT be
entertained.

Remarks
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All fees paid for examination matters above are non-refundable and non-
transferable for other purposes unless specified otherwise.

Forms are obtainable from the Registry Counter and the Information Centre or by
downloading them from the HKMU website (Current Students).

Enquiries regarding the above should be directed to the Examinations &
Assessment Team by phone at 2768 6688 or by fax at 8148 3378.



10 GRADUATION AND
CERTIFICATION

IMPORTANT POINTS TO NOTE

1. Students should refer to the relevant programme regulations to check their
eligibility to graduate.

2. Students who will have completed the appropriate number of relevant credits
and satisfied the requirements for the award can apply for graduation.

3. The University confers awards three times a year, in March, July and September
respectively. Graduates will be invited to attend the Congregation within the
same year.

4. Award certificates will be available for collection in April (for March conferment),
August (for July conferment) and October (for September conferment). Graduates
will be informed by email of the details for collecting their award certificates.

HOW TO APPLY FOR GRADUATION

1. Students applying for graduation should submit an online application via
MyHKMU according to the respective application periods as indicated in the
"Application Period" section. Late application for graduation will NOT be accepted.

2. Applicants will receive an email acknowledgement after submitting the
application successfully. If you do not receive the acknowledgement email,
please contact the Advanced Standing and Graduation Team by phone
(27686683 /27686692) or via email (reggrad@hkmu.edu.hk) immediately.

3. Students who will have all of their programme requirements fulfilled upon
completion of the currently enrolled course(s) for their graduation programmes
will receive a notification email about their prospective graduate status.

4. Upon receipt of the notification email, applicants are required to submit an
online confirmation of graduation via MyHKMU and pay the graduation
fee (if applicable) by the stipulated deadline as indicated in the "Graduation
Confirmation” section. With effect from the 2022 Autumn term, caution money
shall be payable by new students on offer acceptance. The money shall be
converted into graduation fee upon graduation. If you do not receive the
notification email, please contact our office by phone (27686683 /27686692) or via
email (reggrad@hkmu.edu.hk) immediately.

5. Students having all course results finalized, meeting the graduation requirements
and having completed the required graduation procedures will be approved by the
Senate for appropriate award. No withdrawal of application for graduation is allowed.

6. Students who have submitted an application but are unable to graduate according
to the respective programme regulations will be refunded the paid graduation fee.
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APPLICATION PERIOD

Academic Year 2022/23 Conferment month | Application period*
Students who intend to graduate after March 2023 12 December 2022 -
2022 Autumn Term examinations 6 January 2023
Students who intend to graduate after July 2023 17 April - 6 May 2023

2023 Spring Term examinations

Students who intend to graduate after | September 2023 1-15 August 2023
2023 Summer Term examinations

GRADUATION CONFIRMATION

Conferment month Deadline* for
(1) online confirmation of graduation and
(2) payment of graduation fee (if applicable)

March 2023 21 January 2023
July 2023 27 May 2023
September 2023 2 September 2023

*It is subject to change. Please refer to Student Announcement on the University’s website for any update.

RELINQUISHMENT/ARTICULATION OF QUALIFICATIONS

Based on the award already conferred by the University, you may study additional
relevant credits for a higher award of the same or different programme. When you
will have completed the additional credits and satisfied the requirements for the
higher award, you can apply for graduation through articulation/relinquishment of
your current award.

Relinquishment/ | Application for graduation via MyHKMU.

articulation

arrangements

Procedures Same as application for graduation, but you must indicate
that you will graduate through relinquishment/articulation.

Deadline Please see ‘How to apply for Graduation’.
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Points to note for application for relinquishment/articulation of qualifications:

(a) Relinquishment/articulation of qualifications is applicable to specific awards
only. Please refer to ‘Regulations governing the articulation of qualifications’
in the “Academic Rules and Regulations’, and the programme regulations for the
relevant awards.

(b) You must notify the University of your intention to articulate/relinquish your
award for a higher award via MyHKMU.

(c) Holders of designated degrees who wish to relinquish their awards for higher
awards may be required to return the original certificates to the University at the
time they collect their certificates of higher awards.

TRANSCRIPT OF STUDIES

A transcript is an official document showing the complete academic record of a
student in the University, including the results of courses taken, the Cumulative GPA
and academic awards conferred, if any. Courses currently being taken will not be
included.

At any stage of your studies with the University, you may apply through the HKMU
website (Current Students) for an official transcript of studies. When you have
completed the requirements for your award and have paid the graduation fee, the
University will issue you a copy of your final award transcript free of charge after the
conferment of awards.

The University reserves the right to withhold the issuance of transcripts, official
documents and certificates for academic awards as deemed necessary. For example, this
may occur if a student is in debt to the University or is involved in a breach of University
rules and regulations.

CERTIFICATION OF STATUS

On request, the Registrar can provide a formal document confirming your status as an
HKMU student or certify pages from HKMU publications/documents as true copies.
A fee may be charged.
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11 ADVERSE WEATHER
ARRANGEMENTS

Guidelines for retention/cancellation/postponement of various
activities under Typhoon Signal No. 8 or above / Black Rainstorm

Warning
Activities Signal issued Signal lowered
Before activity hours | During activity hours
Classes Cancelled if the Typhoon Signal No.8 or | Classes are to be held
(including lectures, | signals are still in above as scheduled* if the

tutorials, day
schools, surgeries,
laboratory sessions,
PC laboratory
sessions, and all
other face-to-face

force:

1. at6:30am — for
classes before
2:00pm

2. at10:00am — for
classes between

All classes to be
terminated; self-study
facilities will close

Black Rainstorm

Warning
Classes already in

signals are lowered:

1. before/at 6:30am —
for all classes on that
day

2. before/at 10:00am
— for classes at

meetings/activities) 2:00pm- 6:00pm - . 2:00pm and after
3. at2:00pm — for progress will ngtlnug; 3. before/at 2:00pm —
all classes on that Self's,tudy facilities will for classes at 6:00pm
day femain open and after
Examinations Postponed if the Typhoon Signal No. 8 or | Examinations will be
signals are still in above held as scheduled* if
force or expected to be | All examinations to be the signals are lowered
issued within 4 hours | terminated 4 hours before the
from the scheduled . scheduled examination
examination time 7Black.Ramstorm time
Warning
Examinations already in
progress will continue
Stanley Ho Library | Will not open Typhoon Signal No. 8 or | Will open within 2 hours
and Ho Sik Yee above if the signals are lowered
Library To be closed before/at 1:00pm (if
. . situation allows)
ng Will open at 6:00pm if
Remain oper, to be clos.ed the signals are lowered
at46:(')0pm if the signal is after 1:00pm (if situation
still in force at 4:00pm.

allows)
Will remain closed if the
signals are lowered after
4:00pm
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Activities

Signal issued

Before activity hours

During activity hours

Signal lowered

Typhoon Signal No. 3 or below is in force or when a Red/ Amber

Free-access PC Labs | Will not open Typhoon Signal No. 8 or | (If situation allows)
Main Campus (MC) above Will open within 2 hours
Jockey Club To be closed if the signals are lowered
Campus (JCC) . before/at 4:00 pm
Kwai Hing Campus BlaCk,Rw (before/at 1:00 pm on
(KHC) WLm.ng Sundays and public
HKMU-CITA Remain open; to b.e holidays for the KHC lab)
Campus (MCC) c_losed at 65004 pm ifthe | i vemain closed if the
signal is still in force at signals are lowered after
400 pm. 4:00 pm (after 1:00 pm
on Sundays and public
holidays for the KHC lab)
Information Centre | Will not open Typhoon Signal No.8 or | Mondays to Fridays
above Will open within 2 hours
To be closed if the signals are lowered
. before/at 4:00 pm (if
w situation allowE)
Wng Saturdays and Sundays
Remains open Will open within 2 hours
if the signals are lowered
before/at 1:00 pm (if
situation allows)
Walk-in Registration | Will not open Typhoon Signal No.8 or | Will open within 2 hours
above if the signals are lowered
To be closed before/at 1:00 pm (if
Black Rainstorm Warning situation allows)
Remains open
Remarks e All University activities will normally be held as scheduled when

Rainstorm Signal is in force.

*  When the Pre-No. 8 Special Announcement is made by the Hong
Kong Observatory, all University activities/facilities/services will be

terminated or closed as soon as possible.

e Public announcements will be made as soon as possible whenever
necessary. General public announcements from the Education Bureau

do NOT apply to the HKMU.

¢ Students may call the Information Centre on 2711 2100 for information.

Also, students may call the following hotlines:

2768 6688 (examinations) and 2768 6677 (tutorials).
¢ If necessary, examinations will be rescheduled and students will receive
information about new arrangements within two weeks of the original

examinations.

* Subject to availability of centres and traffic conditions
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12 FACILITIES AND STUDENT
SERVICES

INFORMATION CENTRE

If you need information or advice on matters relating to your study, you are
welcome to contact the appropriate offices of the University detailed in Section 14.
The University also welcomes criticism, complaints, comments and constructive
suggestions from students, alumni, and the general public. However, as a policy, the
University will NOT respond to those who do not disclose their identity. Individuals
should supply their real name, student number or past student number and
correspondence address. Since some of the suggestions, complaints or criticism may
concern individuals, the University will reply in writing.

Information Centre

The Information Centre, located on the ground floor of HKMU’s Main Campus,
provides enquiry services to both students and visitors. Most of the forms you need can
also be obtained from the centre. The counter service hours and contact information of
the centre are:

Mondays to Fridays 9:00 am-7:30 pm

Saturdays 9:00 am-5:30 pm
Sundays 12:00 noon-5:30 pm
Public holidays closed

Telephone hotline 2711 2100

Fax 2715 0760

Email info@hkmu.edu.hk
Registry

Address: Registry, Room A0511, Block A, 5/F, Main Campus,
Hong Kong Metropolitan University, Ho Man Tin.

Mondays to Fridays 9:00 am-5:40 pm
Closed on Saturdays, Sundays and Public holidays

Tel: 2768 6633

Fax: 2789 2725

Opening hours

Unless otherwise stated, the normal opening hours of the offices of the University are:

Mondays-Fridays (including festival 9:00 am-1:00 pm

days* which fall on a working day) 2:00 pm-5:40 pm
Saturdays, Sundays and public holidays closed
Special occasions Notice of changes in opening hours will be

put up in advance at the entrance of the office.

* Festival days include Mid-Autumn Festival, Winter Solstice, Christmas Eve, New Year’s Eve and Lunar New
Year's Eve.

54


mailto:info%40hkmu.edu.hk?subject=

HKMU MAIN CAMPUS

The Main Campus (MC) is located at 30 Good Shepherd Street, Ho Man Tin, Kowloon.
It covers an area of approximately 34,000 m”, and contains a multi-purpose hall, lecture
theatres and tutorial rooms. Learning facilities on campus include a library, computer
laboratories and various science laboratories.

Campus opening hours
Mondays to Sundays and public holidays 8:00 am-12:00 midnight

Finance and Facilities Management Office (Facilities Management Unit) opening hours

Mondays to Fridays 9:00 am-5:38 pm
Saturdays, Sundays and public holidays closed

Tel: 3120 2413

Fax: 2624 7608

HKMU JOCKEY CLUB CAMPUS

The Jockey Club Campus (JCC) is located at 81 Chung Hau Street, Ho Man Tin, Kowloon,
which is within five minutes’ walk from the Main Campus. JCC occupies 25,000 m’ and
contains an auditorium, a sports hall, lecture theatres, tutorial rooms and Exhibition
Gallery. Specially designed facilities include a library, a computer centre, testing and
certification laboratories, creative arts studios and laboratories, etc.

Campus opening hours
Mondays to Sundays and public holidays 8:00 am-12:00 midnight

HKMU JOCKEY CLUB INSTITUTE OF HEALTHCARE

The HKMU Jockey Club Institute of Healthcare (IOH) is located at 1 Sheung Shing
Street, Ho Man Tin, Kowloon, and is within five minutes’ walk from the Main
Campus. IOH occupies 18,000 m* and contains a grand theatre, lecture theatre and
classrooms. Specially designed facilities include physiotherapy laboratories, the
clinical nursing education centre, child development centre, sports and wellness
centre, and academic concourse, etc.

Campus opening hours
Mondays to Sundays and public holidays 8:00 am~-10:00 pm

The above opening hours of the campuses are for reference only and may change or be adjusted
on an as-needed basis without further notice.
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HKMU KWAI HING CAMPUS

The Kwai Hing Campus (KHC) is conveniently located on Levels 8-11, Tower 2 of
Kowloon Commerce Centre, which is about two minutes’ walk (under the covered
walkway) from Kwai Hing MTR Station. With a gross area of over 9,290 m’, the Campus
comprises fully equipped classrooms, a lecture theatre, PC and languages laboratories
and learning resource centre, but also several purpose-built teaching/learning facilities
such as Jockey Club STEAM Education Laboratory, Media Production Laboratory,
Aviation Services Training Zone, SMART Hotel Room, Mock-up Ward, etc. The opening
hours, counter service hours and contact information are as follows:

Campus opening hours LiPACE Counter service hours
Mondays to Saturdays 8:30 am-10:00 pm  Mondays to Fridays 9:00 am-7:00 pm
Sundays and 1:00 pm—6:00 pm  Saturdays 9:30 am-2:00 pm
public holidays (Level 8 only)

Lunar New Year Closed Sundays and closed

public holidays public holidays

Festival days* 8:30 am-8:00 pm

Enquiry line: 3120 9988 (LiPACE Programmes)
2540 0072 (Campus Management Office)

Enquiry fax: 2381 8456 (LiPACE Programmes)

* Festival days include Mid-Autumn Festival, Winter Solstice, Christmas Eve, New Year’s Eve and Lunar New
Year’s Eve.

CAMPUS TOUR

You may visit the following webpages for campus tours of the Main Campus, Jockey
Club Campus and Jockey Club Institute of Healthcare.

Main Campus
http:/ /www.hkmu.edu.hk/fmu/campus-information/main-campus/

floor-directory

Jockey Club Campus
http:/ /www.hkmu.edu.hk/fmu/campus-information/jockey_club-
campus/ floor-directory

Jockey Club Institute of Healthcare
http:/ /ioh.hkmu.edu.hk/overview/facilities-features
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USE OF HKMU FACILITIES
HKMU Library

Knowing how to find and use information effectively is vital to your study here at
HKMU and your lifelong learning. The Library provides you with quality information
resources and services and helps you to acquire information skills necessary for
academic pursuit and lifelong learning.

In the Stanley Ho Library (Main Campus) and the Ho Sik Yee Library (Jockey Club
Campus), you can find course set books, course materials, course-related audio-visual
materials, monographs, journals, reference materials and much more.

learning resources including full text e- books e-journals, e-news,
databases, reference resources, selected past examination papers/
specimen examination papers from academic departments and H
supplementary readings. You can access the Electronic Library while you are at home

Library staff are happy to assist you in using our services and resources. We offer
library guides, orientation programmes, and workshops throughout the year to help
you. You can also visit our Library homepage or click on ‘Library” at the HKMU
website for details.

We hope that you will make the Library services and resources an indispensable part
of your academic life at HKMU.

Location and contact information

Enquiry: 2768 6777
Email: ibwww@hkmu.edu.hk

Stanley Ho Library
1-2/F, Main Campus, Good Shepherd Street, Ho Man Tin, Kowloon.
Service counter: 2768 6778

Ho Sik Yee Library
5/F, Jockey Club Campus, 81 Chung Hau Street, Ho Man Tin, Kowloon.
Service counter: 3120 2555

Visit the Library homepage (www.hkmu.edu.hk/lib) to learn more about
the HKMU Library’s resources, services and facilities.

Opening hours of Stanley Ho Library and Ho Sik Yee Library

Mondays to Fridays (excluding public holidays) ~ 9:00 am-10:00 pm
Saturdays, Sundays and public holidays 12:00 noon-9:00 pm
Festival days* early closing at 5:40 pm

* Festival days include Mid-Autumn Festival, Winter Solstice, Christmas Eve, New Year’s Eve and Lunar New
Year’s Eve.

Notice of opening hours and any subsequent changes will be posted in advance at the
Library entrance and on the Library homepage.
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Public libraries with HKMU course materials

Public libraries

Telephone

Hong Kong District
Aberdeen Public Library
3/F, Aberdeen Municipal Services Building,
203 Aberdeen Main Road, Aberdeen, Hong Kong.
City Hall Public Library*
2-6/F & 8-11/F, City Hall High Block, Central, Hong Kong
Central Reference Library, 8/F, Hong Kong Central Library*
66 Causeway Road, Causeway Bay, Hong Kong.
Quarry Bay Public Library
4-5/F, Quarry Bay Municipal Services Building,
38 Quarry Bay Street, Quarry Bay, Hong Kong.

Kowloon District
Kowloon Public Library*
5 Pui Ching Road, Kowloon.
Lai Chi Kok Public Library
G/F-1/F, 19 Lai Wan Road, Lai Chi Kok, Kowloon.
Ngau Chi Wan Public Library
5-6/F, Ngau Chi Wan Municipal Services Building,
11 Clear Water Bay Road, Kowloon.
Shui Wo Street Public Library
5-6/F, Shui Wo Street Municipal Services Building,
9 Shui Wo Street, Kwun Tong, Kowloon.

Yau Ma Tei Public Library

G/F & 1-3/F, Block A, 251 Shanghai Street, Yau Ma Tei, Kowloon.

New Territories

Cheung Chau Public Library
2/F, Cheung Chau Municipal Services Building,
2 Tai Hing Tai Road, Cheung Chau.

Shatin Public Library*
1 Yuen Wo Road, Sha Tin.

Tseung Kwan O Public Library
9 Wan Lung Road, Tseung Kwan O.

Tsing Yi Public Library
1/FE, Tsing Yi Municipal Services Building,
38 Tsing Luk Street, Tsing Yi.
Tsuen Wan Public Library*
38 Sai Lau Kok Road, Tsuen Wan.
Tuen Mun Public Library*
1 Tuen Hi Road, Tuen Mun.
Yuen Long Public Library
G-1/F Yuen Long Leisure & Cultural Building,
52 Ma Tin Road, Yuen Long.

2921 1055

29212672

2921 0222

2922 4058

2926 4062

2746 4270

2927 6055

2927 3055

2928 6055

2981 5455

2694 3729

2706 8101

2497 2904

2490 3891

2450 7129

2479 2511

* Materials for postgraduate courses are available only in these locations.
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Computing facilities and laboratories

PC laboratories

Courses with a practical computing component will normally have timetabled
computer laboratory sessions. These sessions will generally be held at the Main
Campus, Jockey Club Campus or Kwai Hing Campus. Free-access computing facilities
are also available at the Main campus, Jockey Club Campus, Kwai Hing Campus and
HKMU-CITA Campus for general use by students. The PC Labs are equipped with
PCs as well as diverse, popular PC applications and course-specific software. The
latest ‘Registration and Booking Policies” are displayed at the entrance of the Labs.
In addition, PCs have also been set up in common areas, such as B-1/F of the Main
Campus and Room C0310, to facilitate learning and studying.

Locations of HKMU PC laboratories
Main Campus (MC):

Solomon Lee Computer Laboratory
4/F, Block B, 30 Good Shepherd Street
Ho Man Tin, Kowloon, Hong Kong
Tel: 2768 6524

Jockey Club Campus (JCC):

Fong Connie Computer Centre

6/F, Block D, 81 Chung Hau Street

Ho Man Tin, Kowloon, Hong Kong
Tel: 2768 6524

Kwai Hing Campus (KHC):

The Jockey Club Computer Laboratory
Room K0812, Level 8,

Tower 2, Kowloon Commerce Centre,
51-53 Kwai Cheong Road, Kwai Chung, N.T., Hong Kong
Tel: 2768 6524

HKMU-CITA Campus (MCC):

Level 1, CITA Training Centre,

201-203 Lai King Hill Road, Kwai Chung, N.T., Hong Kong
Tel: 3460 9585

Hours of free-access computing facilities:

Main Campus and Jockey Mondays to Sundays and public holidays 9:00 am-9:00 pm*
Club Campus

Kwai Hing Campus Mondays to Saturdays 9:00 am-9:00 pm*
Sundays and public holidays 1:00 pm—6:00 pm*
Lunar New Year’s public holidays closed

HKMU-CITA Campus ~ Mondays to Fridays 9:00 am-7:00 pm*

Saturdays, Sundays and public holidays closed

* Special opening hours on festival days (Main Campus, Jockey Club Campus, Kwai Hing Campus and
HKMU-CITA Campus):

Mid-Autumn Festival, Winter Solstice, Christmas Eve, 9:00 am-5:40 pm
New Year’s Eve, Lunar New Year’s Eve and Lunar New Year’s Day

59



Special occasions: Notice of changes in opening hours will be put up in advance at the
entrance of the PC labs.

The PC Lab at HKMU-CITA Campus is closed on Saturdays, Sundays and public
holidays. For information regarding the opening hours for Yi Jin students, please refer
to the separate Student Handbook for the Yi Jin programme.

Internet service

All PCs on campus are connected to the Internet, except for some special task PCs, e.g.
Print Queue Monitor. Students can access the Internet with their own devices via the
University Wi-Fi network.

HKMU website (Current Students)

The HKMU website (Current Students) provides students with
student related information and a number of online services
(http:/ /www.hkmu.edu.hk/current-students).

Student Mobile App

The official mobile app of HKMU provides students with quick access to important
information including academic records, class schedules, profiles and more. The
HKMU Student Mobile App is available to all students of HKMU and uses the same
User ID and password as MyHKMU.

The latest version of the HKMU Student Mobile App is available through the Apple
App Store and Google Play.

iPhone users Android users

£ Download on the . GETITON
@& AppStore }‘ Google Play

MyHKMU

This part of the HKMU website (Current Students) serves as a single entry point to all
of the University’s online services and content requiring a user log in. MyHKMU has
many useful features. It enables you to:

*  Single-Sign-On — access the University’s secure online services including the OLE
and various student services by logging in just once;

*  Personalization — personalize your page by selecting the University’s online
content and services that you use most; and

o Communication — open a communication channel to allow the University to send
you personalized messages to keep you informed of news and events related to
your studies.
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Further information is available at:

e HKMU website (Current Students) — Student Portal (choose your mode of study)
— Services and Support —» MyHKMU User guide

e HKMU website (Current Students) — Student Portal (choose your mode of study)
— Services and Support — Single Password Management

Note: To log in to MyHKMU you will need to create a new Single-Password.

University emalil

The University email is the main form of communication between university staff,
Course Coordinators, tutors and students. During the study period, every student is
given a University email account that is equipped with an email forwarding feature.
Academic and administrative information will be sent to your University email
account.* Thus, it is essential that you check your University email frequently or set
up email forwarding to an email address that you check often so that you will not
miss any important updates.

* To protect students” personal data, the University will only send emails to your University

email account. This includes any responses to emails that you have sent from your personal
email account. You are strongly advised to email the University with the University email
account to protect your personal data. In case you have to email the University with a non-
University email account, you will be required to quote your student number in the email. The
University will reply to your University email account.

You can access your email through any of the following ways:
e  http://webmail. hkmu.edu.hk

e http://www.hkmu.edu.hk — Current Students — Student Portal (Undergraduates
& Sub-degree) — Services and Support — Email Service — Webmail

Note: If your course has online support, you can also access your email account
through the University’s OLE (Online Learning Environment).

You will need to enter your Username and Password:

e Username: ‘s’ + first seven digits of your student number

* Password: The Single Password you have created. If you have not yet created a
Single Password, you will need to create one:

http://www.hkmu.edu.hk — Current Students — Student Portal (Undergraduates
& Sub-degree) — Services and Support — Single Password Management

The User Guide on the email system is available at:
http://www.hkmu.edu.hk — Current Students — Student Portal (Undergraduates
& Sub-degree) — Services and Support — Email Services — Webmail — Guide

* Current University email system will be migrated to O365 Email in the Autumn Semester
2022. For details, please refer: https:/ /www.hkmu.edu.hk/ito/webmail-migration.

0365 Email

Current students with active enrolled courses are entitled to use Microsoft Office
software and licenses. Current students can download and install the latest versions
of Microsoft Office software and apps to support their study. To access email messages
via mobile devices, students can download and install the Outlook app from the
Apple App Store or Google Play Store.
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0365 account username and password:

e Username: ‘s’ + first seven digits of your student number + ‘@live.hkmu.edu.hk’

e Initial password: ‘HKmu’ + last four digits of your HKID + day of birth (DD) +
month of birth (MM).

After your first login, you can reset the password at:

http:/ /www.hkmu.edu.hk — Current Students — Student Portal (Undergraduates &
Sub-degree) — Services and Support — Email Services — O365 Email — Activate or
Reset Password

The license for Microsoft Office and One Drive will be terminated if you have not
enrolled for any active courses. Please make sure to back up and download the
necessary files from One Drive before service termination.

The HKMU 0365 email account will be kept as a permanent communication channel with
the University. Termination of the accounts is subject to the terms of Microsoft’s policy.

Further information on O365 Email is available at:

http:/ /www.hkmu.edu.hk — Current Students — Student Portal (Undergraduates
& Sub-degree) — Services and Support — Email Services — O365 Email — FAQ /
Microsoft Outlook Web App web site

* Current University email system will be migrated to O365 Email in the Autumn Semester
2022. For details, please refer: https:/ /www.hkmu.edu.hk/ito/webmail-migration.

Online support

All our courses are supported by an online delivery system, the Online Learning
Environment (OLE), where you will be able to access your course materials. Through
the OLE you can participate in online discussions with your instructors as well
as other students. Other features include the dashboard, online news and course
information, weblinks, online submission and return of assignments. More details
about the online components of your course will be provided in the OLE User Guide.

Mobile learning — the HKMU iBookcase app

With a view to promoting mobile learning, the University has developed a new mobile
app — the HKMU iBookcase. The app is best accessed via smartphones and tablets.
After logging in, iBookcase enables seamless downloading of HKMU course materials
to the student’s personal smartphone or tablet for convenient self-study. The main
benefits of mobile learning include increased flexibility as well as enhanced self-study
and independent learning. More information about the iBookcase app is available on
its webpage (https://www.hkmu.edu.hk/alto/hkmu-ibookcase/ibookcase-app/).

Laboratories (Jockey Club Campus)

Practical laboratory sessions, to support courses in science, applied science and
technology, will be arranged as scheduled activities.

The University has five specialist teaching and research laboratories. They are located
on the 9/F, Block D and Block E at the Jockey Club Campus. The five laboratories are:

* Lee Hysan Science Laboratory (Biology, Chemistry, Earth Science, Ecology,
Molecular Biology);

e The Jockey Club Environmental Laboratory (Environmental Science, Analytical
Chemistry, Nursing Foundation Courses);
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e The Jockey Club Technology Laboratory (Electronics, Mechatronics, Physics);
*  The Jockey Club Multimedia Laboratory (Research Project); and
¢ Building Services Engineering Laboratory

These laboratories are equipped with modern teaching and research equipment,
including items as diverse as UV spectrophotometers, ultra performance liquid
chromatography, logic analysers, and various microscopes. They can accommodate up
to 300 students at any one time.

Testing and Certification Laboratories and STEAM Education Laboratories (Jockey
Club Campus)

There are three testing and certification laboratories and three STEAM education
laboratories on 10/F of Jockey Club Campus, namely:

e Chemical and Microbiological Testing and Certification Laboratory;

*  Electrical and Electronic Testing and Certification Laboratory;

e Billion Charity Fund Physical and Mechanical Testing and Certification Laboratory;
e Jockey Club STEAM Education Integrated Laboratory;

* Jockey Club Innovative Media Laboratory; and

e Jockey Club STEAM Learning and Teaching Laboratory.

The Testing and Certification Laboratories are operated in reference to International
Standard ISO/IEC 17025 and are specially equipped with state-of-the-art instruments
and facilities to support the Testing and Certification programmes. The STEAM
Education Laboratories provide reference for secondary schools that hope to
implement a comprehensive STEAM education curriculum in the near future.
Interested groups will have the chance to experiment with their own STEAM projects
at the University’s STEAM Education Laboratories before renovating their school’s
laboratories for STEAM education purposes. The Laboratories can accommodate up
to 235 students each time.

The major instruments and facilities — such as anechoic chamber, Orbitrap mass
spectrometer, flow cytometer, flow injection analyser, accelerated solvent extractor,
liquid chromatographic/mass spectrometer, inductively coupled plasma mass
spectrometer, acoustic chamber, and universal tester — make possible a wide
range of testing to cater for industry demand, including chemical testing, testing of
construction materials and electrical and electronic products, environment testing,
food testing, microbiological testing, physical and mechanical testing, testing of
textiles and garments, testing of toys and children’s products, etc.

Name of Laboratory Room No. | Student Capacity
Chemical and Microbiological Testing and Certification | D1013-D1023 56
Laboratory
Electrical and Electronic Testing and Certification Laboratory | E1023-E1027 26
Billion Charity Fund Physical and Mechanical Testing E1011-E1020 33
and Certification Laboratory
Jockey Club STEAM Education Integrated Laboratory D1010 40
Jockey Club Innovative Media Laboratory D1009 40
Jockey Club STEAM Learning and Teaching Laboratory | E1030-E1031 40
235
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Clinical Nursing Education Centre

The Clinical Nursing Education Centre is located at the HKMU Jockey Club Institute
of Healthcare. This Centre is specially designed to provide a simulated environment
to nurses and health care professions for clinical nursing and healthcare skill training,
skill competency assessment, health promotion and research. The learning scope of
nursing covers general nursing, mental health nursing, Chinese medicinal nursing
and community health care, from fundamental to advanced level. The Centre is
equipped with human patient simulators, virtual reality training facilities, community
health care training facilities, Chinese medicinal electronic models and fundamental
nursing equipment.

Others

Catering

There are three catering outlets on the Main Campus, one at the Jockey Club Institute
of Healthcare and one on the Jockey Club Campus. On the Main Campus, MU Club
provides fast food, cart noodles and beverages; Snack Bar provides street snacks; and
MU Cafe offers coffee, sandwiches, cookies and muffins, salads, desserts, etc. At the
Jockey Club Institute of Healthcare, IOH Mini Cafe provides light meals and coffee. On
the Jockey Lub Campus, Jubilee Club offers Hong Kong cuisine and local-style Western
cuisine. All HKMU staff and students are entitled to discounts on food and beverage
purchases at the catering outlets. The catering service is monitored by the University’s
Catering Committee. Students are welcome to voice their opinions through the
student representative of the Catering Committee, or directly to the caterers.

Opening hours:

MU Club

Mondays to Sundays 7:30 am-9:00 pm
Snack Bar

Mondays to Fridays 11:00 am-5:30 pm
Saturdays, Sundays and public holidays closed

MU Cafe

Mondays to Fridays 7:30 am-8:00 pm
Saturdays, Sundays and public holidays closed

IOH Mini Cafe

Mondays to Fridays 8:00 am~7:00 pm
Saturdays, Sundays and public holidays closed

Jubilee Club

Mondays to Sundays 7:00 am-9:00 pm

The above opening hours are for reference only. The exact opening hours may be
adjusted where required and appropriate.

Car parking

Students with disabilities or special educational needs may apply to park for free on
campus through the Student Affairs Office. Other students who need a parking space
may purchase a carpark coupon from the Information Centre on the Main Campus,
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the Security Control Room on the Jockey Club Campus or the Security Control Centre
at the carpark entrance of the Jockey Club Institute of Healthcare.

Students will be allowed to park their cars at the Main Campus, Jockey Club Campus
or Jockey Club Institute of Healthcare, subject to availability of carparking space, by
presenting carpark coupon(s) to the security guard at the carpark entrance within the
specified parking period.

Mondays to Fridays 6:00 pm-12:00 midnight
Saturdays, Sundays and public holidays 8:00 am-12:00 midnight

Booking of lecture theatres, halls, computer labs and tutorial rooms and classrooms

Lecture theatres, halls, computer labs, tutorial rooms and classrooms are primarily
for teaching and academic purposes. SU or student societies may make use of these
facilities during non-scheduled hours to organize activities by submitting applications
directly to the Finance and Facilities Management Office (Facilities Management Unit).
Booking charges will be settled by funding as approved by the Committee of Student
Affairs (CSA).

Enquiry: Main Campus, Jockey Club Campus and Jockey Club Institute of Healthcare
3120 2413

Sports halls

There are two sports halls at HKMU. Multi-purpose Hall is located on the
Main Campus and Agile Sports Hall on the Jockey Club Campus. The
halls offer a wide range of sports facilities for students and staff. For more
information about booking procedures and other details, please go to the
hall webpage at:

https:/ /www.hkmu.edu.hk/fmu/university-facilities /sports-halls

Gymnasium

The Gymnasium is located in F0920, Sports and Wellness Centre, 9/F of the Jockey
Club Institute of Healthcare. Fitness equipment is provided to full-time students
free of charge for fitness training. To access the Gymnasium, full-time students must
register as a user of the Gymnasium with the Student Affairs Office.

Activity rooms

Campus. The rooms are ideal for group activities such as dance and
martial arts practice sessions. For more details, please go to the activity
rooms webpage at: :
https:/ /www.hkmu.edu.hk/fmu/university-facilities /activities-amenities /activity-room

Student common rooms/leisure rooms/learning commons

Student commons rooms/leisure rooms/learning commons are located on the HKMU
Main Campus/Jockey Club Campus/Jockey Club Institute of Healthcare. For the

Main Campus/Jockey Club Campus, the opening hours are normally 8:00 am-12:00
midnight daily. For the Jockey Club Institute of Healthcare, the opening hours are 8:00
am-10:00 pm daily.
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Quiet room

The quiet room is located at C0930, 9/F of Kwok Tak Seng Building (Block C) of the
Main Campus. The room serves for personal retreat and reflection. Opening hours are
normally 8:00 am-12:00 midnight daily.

Roof garden

The roof garden is an outdoor area located on 13 /F of Kwok Tak Seng Building (Block C),
Main Campus. The opening hours of the garden are from 8:30 a.m. to 6:30 p.m. daily
(closed on public holidays).

Student lockers

All active students are eligible to apply for storage lockers. Please contact Finance and
Facilities Management Office (Facilities Management Unit) at 3120 2413 for details.

Lost and found property

In case of lost and found property (only for valuables or items with personal data),
students may contact the security staff of the Security Control Rooms on the Main
Campus or Jockey Club Campus (JCC), or the Security Control Counter of the Jockey
Club Institute of Healthcare (IOH) respectively. A list of lost and found items for
valuables and items with personal data is posted monthly on common area notice
boards.

Claims for sundry items (e.g. umbrellas, water bottles, stationery, glasses, etc.) can be
made at the Self-service Corners in the Security Control Rooms on the Main Campus
and Jockey Club Campus (JCC) and the Security Control Counter of the Jockey Club
Institute of Healthcare (IOH) respectively.

For the Kwai Hing Campus and HKMU-CITA Campus, students may contact the
respective on-site staff at the Management Offices.

Safety and security on campus

For security purposes, students on campus may be asked by the security guards to
show their Student ID Cards to prove their identity. Students are responsible for their
own belongings while on campus.

While on campus, students are strongly advised to study the fire escape routes shown
on the floor plans and familiarize themselves with those routes and procedures to
be taken in case of fire or emergency. Such information has been posted up on the
communal area notice boards on the campus. An annual fire drill will be held to
enhance fire safety awareness among campus users.

Emergency call service
In case of an emergency or accident on the HKMU campuses, students may contact or
directly go to the following security control rooms for assistance:

Security control room of Main Campus
Rm C-141, -1/F, Kwok Tak Seng Building (Block C), Main Campus (near the carpark)
Tel: 2768 6260 or 2624 5767
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Security control room of Jockey Club Campus
Rm E0G07, G/E, Block E, Jockey Club Campus (near the drop-off area)
Tel: 3120 2403 or 2406 2098

Security control room of Jockey Club Institute of Healthcare
Rm FGO012, G/F, Block F, Jockey Club Institute of Healthcare
Tel: 3641 1056 or 2716 5199

Breastfeeding-friendly premises

FFMO (FMU) has made available some spaces with seating for lactating mothers.
Locations of these facilities are listed below:

Main Campus C0722, 7/F, Kwok Tak Seng Building (Block C)
Jockey Club Campus D0107, 1/F Block D
Kwai Hing Campus Executive Female Toilet on Level 9

Jockey Club Institute of Healthcare ~ F1121, 11/F and F1207, 12/F Block F

STUDENT ACTIVITIES AND SUPPORT

The University encourages students to organize student-related activities to enrich
their campus life and broaden their horizons. The University provides financial and
other support to student-related activities through the Committee on Student Affairs
and the Student Affairs Office (SAO). Currently there are more than 30 Student
Societies which have been granted HKMU recognition and supported with the
University funding. Students are encouraged to participate in diverse activities from
programme-based and interest-based Student Societies.

The HKMU Students” Union aims to enhance the quality of campus life experience for
all students.

A Student Activity Centre has been established on the Main Campus to provide a
venue for student activities. Only the office-bearers of recognized Student Societies are
eligible to use the Centre.

Students can contact SAO staff (tel.: 2768 6267 or email: ssa@hkmu.edu.hk) for
enquiries related to student activities.

STUDENTS WITH DISABILITIES OR SPECIAL
EDUCATIONAL NEEDS

HKMU encourages students with disabilities or special educational needs to
participate in its courses to the maximum of their ability. We have taken practical steps
to help students with disabilities or special educational needs. The Committee on
Student Affairs advises the University on the adequacy of the services provided and
ensures that individual needs are met as far as possible.

Before enrolling in a course, you should read the requirements and course information
in the Prospectus, the Courses Supplement and the Course Guides or course outlines.
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Students should carefully consider their study load. On average, most HKMU
students are expected to spend at least 15 to 20 hours a week for courses worth a
total of 20 credits registered in a semester. They are encouraged to seek further advice
from their respective Course Coordinator(s) by referring to the Online Learning
Environment or calling the Class Scheduling & Tutors Team of the Registry at 2768 6677.

The University provides services to students with disabilities or special educational
needs. Services include class and campus support for study and assessment
accommodation, and special examination arrangements (see Section 9 'Assessment
and Examinations’), subject to the University’s discretion. Students have to apply for
the support services via Student Affairs Office before the stipulated deadline and
should indicate the type of disabilities or special educational needs in the application/
registration form to facilitate the University in providing the appropriate services
for them. The University will try to provide the required services according to
circumstances; however, it may not always be possible to do so if there are insufficient
resources or other constraints. If applicants do not indicate their disabilities or special
educational needs in their applications or do not provide the necessary medical
proof(s) and supporting document(s), they might not be able to obtain timely support
services from the University should needs arise during their studies.

HKMU allows some flexibility in terms of arrangements for students with disabilities
or special educational needs. However, students with disabilities or special
educational needs will be assessed by the same academic performance measures as
other HKMU students.

The Student Affairs Office is responsible for the overall coordination and provision of
services for students with disabilities or special educational needs. Please contact the
staff at 2768 6753 or email ssa@hkmu.edu.hk or fax 2712 2301 for details.

CAREER SERVICES

Students can find job vacancy information posted by various employers as well as
links to sites with useful career resources on the SAO homepage. For enquiries, please
contact SAO staff (tel: 2768 6644 / email: career@hkmu.edu.hk).

FINANCIAL ASSISTANCE

HKMU students taking postgraduate programmes may be able to apply for the
following University or Government financial assistance:

HKMU bursary and loan schemes

The University provides bursaries or loans by paying tuition fees for
HKMU students who have passed the income assessment. Please visit the
Student Affairs Office website (https://www.hkmu.edu.hk/sao/fa) for
details of eligibility or requirements. You can also contact the Student
Affairs Office by phone (Tel: 2768 6636) for further information.
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Interest-free Tuition Installment Plan

Students who are principal cardholders of the BOC HKMU Dual Currency Platinum
Card can apply for the Interest-free Tuition Installment Plan to pay their tuition fees.
For details, please refer to the University website (https://www.hkmu.edu.hk/pao/
giving /boc-hkmu-dual-currency-platinum-card).

Government schemes

- Extended Non-means-tested Loan Scheme (ENLS)

The ENLS, which is administered by the government Student Finance Office
(SFO) of the Working Family and Student Financial Assistance Agency, provides
financial assistance in the form of loans to eligible students to pay their tuition
fees. For details, please visit the SFO website (https://www.wfsfaa.gov.hk/sfo/
en/index.htm) or contact SFO at (Tel: 2150 6223).

- Continuing Education Fund (CEF)

The Continuing Education Fund (CEF) subsidizes adults with learning aspirations
to pursue continuing education and training courses. The maximum entitlement
for new applicants (who have never opened a CEF account) is $25,000. To
be eligible for consideration for fee reimbursement, the applicant must have
completed the CEF reimbursable course in compliance with CEF regulations,
having passed it at the threshold prescribed by the Office of Continuing
Education Fund which may not be the same as the University’s pass threshold
set for the course. For details, please visit the government CEF website (https://
www.wfsfaa.gov.hk/cef/en/index.htm) or contact the Office of Continuing
Education Fund (Tel: 3142 2277).

SCHOLARSHIPS AND PRIZES

A number of scholarships and prizes donated by commercial [w]kmt:[=]
organizations, firms, and individuals are awarded to students who have 3
outstanding academic achievements. These are normally awarded

through Schools” nominations on the basis of academic merits at HKMU. [=I;

The list of various scholarships can be found on the Student Affairs Office website
(http:/ /www.hkmu.edu.hk/sao).
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13 FEES

Advanced standing claim fee

This fee covers administrative costs related to the Refer to the Guide to
processing of your claim. It varies according to the type  Application for Advanced
of credit transfer being applied for. Standing for details.

Certification fee

This fee covers administrative costs related to the $50 per copy
processing of your request for letters certifying your

student status, programme of studies, registered courses,

tuition fees and award, etc.

Change of course registered fee
This fee is charged for processing the related application. ~ $100

Course fee

Paying the course fee is part of the registration process Refer to the online
for the course. You will be asked to pay the fee by a information of the
stipulated deadline when you are offered a place. The appropriate term for
offer will be withdrawn if you do not pay within the details.

time allowed.

Course Certificate fee

This fee is charged for processing the related application ~ $50 per copy
and issuing the Course Certificate.

Course result appeal

This fee is charged for appeals lodged in relation to course $650 per course
results.

Note: This is refundable for successful cases of appeal and award of a more
favorable result status

Late registration fee

This fee covers administrative costs related to the $500 per academic term
processing of late registrations.

Graduation fee (if applicable)

This fee is applicable to students who wish to apply for
graduation for an award.

Postgraduate programmes $500 per award
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Resit fee

This fee is applicable to those taking a resit examination.

Replacement award certificate fee
This fee is charged for producing a replacement
award certificate.

Student Identity Card replacement

A fee is charged for the replacement of the Student
Identity Card.

Transcript / testimonial fee

This fee is charged for producing an official transcript or
testimonial of studies.

Unsuccessful autopay fine

Unsuccessful autopay transaction penalty for loan
repayment.

Notes:
e The above fees are subject to change.

$220 per course

$800

$100

$100 per copy

$30

e Fees paid are non-refundable and non-transferable for other purposes unless

specified otherwise.

* Applicants/students are responsible to pay the fees before the specified deadline.

e Applicants/students should follow the University’s instructions concerning

acceptable forms of payment for the above fees.

o With effect from the 2022 Autumn term, caution money shall be payable by new
students on offer acceptance. The money shall be converted into graduation fee

upon graduation.

* Academic awards will NOT be made to persons in debt to the University.
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14 USEFUL CONTACTS AND
SUMMARY OF USEFUL FORMS

Enquiries Contact Phone Fax Email
Advanced Standing Advanced Standing | 2768 6624 | 8148 3375 | regaso@hkm.edu.hk
(e.g. request for information, |& Graduation Team
claims processing)

Course Enrolment Admissions & 2768 6606 | 8148 3380 | regae@hkmu.edu.hk
(e.g. re-registration, change | Enrolment Team
of programme/course, late | (Taught Postgraduate)
registration, deferment/
withdrawal of studies)
Class Sections Class Scheduling & | 2768 6677 | 8148 3377 | regcsat@hkmu.edu.hk
(e.g. reallocation of class Tutors Team
section, class schedule)
Examinations & Assessment | Examinations & 2768 6688 | 8148 3378 | regexam@hkmu.edu.hk
(e.g. assignments, examination| Assessment Team
timetable, deferment
of examination, resit
examination, course results)
Graduation Enquiries Advanced Standing | 2768 6683 | 8148 3379 | reggrad@hkmu.edu.hk
& Graduation Team | 2768 6692
Student Records Student Records 2768 6623 | 8148 3374 | regrec@hkmu.edu.hk
(e.g. change of personal Team
particulars, request for
certification/transcript,
student ID cards)
Special Education Needs Student Affairs 2768 6753 | 27122301 | ssa@hkmu.edu.hk
(e.g. special learning materials) | Office
Student Career Services 2768 6644 | 27122301 | career@hkmu.edu.hk
(e.g. career information and
development)
Student Financial Services 2768 6636 | 27122301 | sao_sts@hkmu.edu.hk
(e.g. scholarships, bursary,
loan)
Student Activities 2768 6267 | 27122301 | ssa@hkmu.edu.hk
(e.g. student societies)
Course / Assignment Office for 2768 6446 | 2714 3324 | hkmu_dist@hkmu.eduhk
Materials (e.g. set books, Advancement
course materials dispatch) | of Learning and
Teaching (ALTO)
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Enquiries Contact Phone Fax Email
Library Information enquries | 2768 6777 | 27151950 | libwww@hkmu.edu.hk
Stanley Ho Library | 2768 6778
Ho Sik Yee Library | 3120 2555
Short Course Enquiries LiPACE 31209988 | 2381 8456 | lipace@hkmu.edu.hk
Computer Laboratory - 2768 6524 | 2762 7469 | ituhelp@hkmu.edu.hk
Advice on Course Choices | Course Coordinators
and Programme of Study of Schools:
e School of Arts & | 27685721 | 2391 3184 | as@hkmu.edu.hk
Social Sciences
® Lee Shau Kee 2768 6940 | 23919095 | ba@hkmu.eduhk
School of Business
& Administration
® School of Education | 2768 5809 | 2395 4235 | el@hkmu.edu.hk
& Languages
o School of Nursing |39702961 | 2406 2375 | nhs@hkmu.edu.hk
& Health Studies
o School of Science | 2768 6824 | 2789 1170 | sct@hkmu.eduhk
& Technology
* Bachelor of 2768 6601 | 2761 3935 | regadm@hkmu.eduhk
General Studies
(Registry)
Telephone Transfer - 27112100 - -
General Enquiries Information Centre | 27112100 |27150760 | info@hkmu.edu.hk
24-hour Infoline
Public Affairs Public Affairs Office | 2768 6360 | 2789 0323 | pao@hkmu.edu.hk
Emergency Main Campus 2768 6260/ - -
2624 5767
Jockey Club Campus | 3120 2403/ - -
2406 2098
Jockey Club Institute | 3641 1056/ - -
of Healthcare 27165199
Kwai Hing Campus | 2540 0072 - -
(campus
management)
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Enquiries Contact Phone | Fax | Email
Others
Booking of Venue Finance and 3120 2413 - hkmumc@hongyip3.com|
(e.g. tutorial room, Facilities (Main Campus,
classrooms and sports Management Jockey Club
hall i it Campus and Jockey
alls) Office (Facilities | cjub Institute of
Management Healthcare)
Lost and Found Unit) 31202413 - hkmumc@hongyip3.com|
(Main Campus,
Jockey Club Campus
and Jockey Club
Institute of
Healthcare)
2540 0072 fmukhc@hkmu.edu.hk
(Kwai Hing Campus)

SUMMARY OF USEFUL FORMS FOR STUDENTS

Visit the following webpage to download useful forms that you may needfor
requesting various services from the Registry and Student Affairs Office.
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