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Please arrive at the examination venue 15 minutes before the examination (including oral examination)
starts. Candidates arriving late will not be given extra time. After the examination starts for 30 minutes,
candidates will not be allowed to enter the examination room.
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Except for stationery and authorized materials, candidates should put all personal belongings into their
bags. Mobile phones and all electronic devices including smart watches should be placed on their bags
under the seats. Mobile phones, smart watches and electronic devices should be switched off. Candidates
should ensure that they do not carry any of the above-mentioned items when the examination is in progress.
Otherwise, they might be disqualified from the examination and liable to disciplinary action.
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Candidates should bring their Hong Kong identity cards and student ID cards to the examination for
identification. If the required documents do not correspond to the person sitting the examination, the
candidates shall be liable to disciplinary action.

[ESHFH LA HE BT (i P ARE > WRREASUFEEEANTT » FERZRRCERE T -

Candidates should not leave the examination room during the first 30 minutes and the last 15 minutes of
the examination. If, after the first 30 minutes and before the last 15 minutes of the examination, a candidate
wishes to leave the examination room, he/she should raise his/her hand and get permission from the
invigilator.
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For Listening Examination/Test: candidates will not be allowed to enter the examination venue when the
listening part has started. Candidates can enter the exam room after the listening part has been finished.
The listening part will not be marked if the candidate missed the listening examination due to late arrival.
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For Oral Examination/Test: After entering the examination room, candidates shall present their Student
ID card, HKID card and any other required documents to the invigilator. After the examination, candidates
should leave the examination preparation room immediately and avoid making contact with other students
in the room.
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Examination misconduct 2332 51T B

7.1.

7.2.

7.3.

Examination misconduct includes, but is not limited to, any of the following:
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7.1.1. Taking into the examination room, or possessing or consulting while in that room, any
books, memoranda, notes, mobile devices, electronic storage device such as an electronic
organizer, diary or electronic dictionary or any other similar materials, except such as may
have been supplied by the invigilator or authorized materials;
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7.1.2. Aiding or attempting to aid another candidate, or obtaining or attempting to obtain aid from
another candidate/parties;
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7.1.3. Obtaining or attempting to obtain aid unfairly from any officer of the School or any person
as appointed by the School for the conduct of an examination or the assessment activities,
either during the period of an examination or afterwards;
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7.1.4. Consulting, or attempting to consult, any books, memoranda, notes, mobile phones, smart
watches, electronic storage device such as an electronic organizer, diary or electronic
dictionary or any other similar materials while temporarily outside the examination room
during the period of an examination.
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In serious cases of indiscipline, the invigilator shall have the power to discontinue the examination

of the candidate involved and to expel him/her from the examination room if it is felt that such
disciplinary action is essential.
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Any incident in which misconduct is suspected will be reported in full by the invigilator including
a written statement from the candidate taken at the end of the examination. If the misconduct
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involves the introduction of notes or other similar unauthorized materials, the documents concerned
will be attached to the invigilator's report and forwarded to the School.

TR B G B AP E R - HPaRE— RS RE RREHS 45
EUHTE TR - (SERAES T S (AR AR
# B — L R A -

7.4. A candidate alleged to have committed misconduct under Notes to Students for Examination
Arrangements 7.1 or to have failed to comply with any of the instructions governing the conduct of
an examination specified by the School from time to time, shall be liable to proceedings by the
School as specified in the “Policy Guidelines on Academic Regulations”.
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A student who is absent from an examination without permission from the School concerned will not be
granted another chance to take the examination. In case the absence is caused by serious illness with sick
leave granted, the student or his/her agent should submit a relevant medical certificate (original) together
with the completed form of “Course Issues Application Form” to the Academic Services Unit for
consideration. Any late submission of an application or application without sufficient supporting
documentation will NOT be processed. In order to be counted as relevant, the medical certificate has to
relate to the date or period of the respective examination. The School will not consider any evidence
relating to the illness of a student that is not substantiated by a medical certificate issued by a registered
medical practitioner or registered Chinese medicine practitioner. The student will be fully responsible for
arranging directly with his/her registered medical practitioner or registered Chinese medicine practitioner
for any medical evidence. Neither the School nor staff members of the School will obtain the medical
certificate on student’s behalf. A student who has achieved a pass in the continuous assessment, if
required, for the course and completed any compulsory or attendance requirements, and whose reason for
absence is deemed by the School to be acceptable, may be exceptionally granted one attempt of deferred
examination at a time and place as arranged by the School. Deferred students who are absent from the
scheduled examinations will not be given alternative arrangements thereafter and a Fail grade will be
automatically given. Students should however note that deferment of an examination is not applicable to
resit examination(s) and further deferment of examination(s).
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a) For Diploma of Applied Education: Student should submit “Course Issues Application Form
(FFT008C)” within 5 calendar days after assessment.
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b) For Full-time Programmes (including part-time mirror HD programmes): Student should submit
“Course Issues Application Form (FCS003)” within 5 calendar days after assessment.
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c) For Part-time Professional Programmes: Student should submit “Course Issues Application Form
(FCS003)” and relevant administrative fees within 7 calendar days after assessment.
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Re-assessment 5 1A% i &

Except in special circumstances (e.g. marks below a certain level or attendance below requirement),
students who fail in a course may be granted one opportunity to redeem the failure. The School has the
discretion to decide the reassessment arrangement and appropriate forms (e.g. supplementary
examination). Details are as follows:
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9.1. Students who fail the examination of a regular course for the first time and obtain grade “R” are
allowed to be re-assessed. Those with grade “F” are required to re-take the course.
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9.2. Under no circumstances, re-assessment students who are absent from the scheduled examinations
will not be given alternative arrangements thereafter and a Fail grade will be automatically given.
Students should however note that deferment of an examination is not applicable to re-assessment.
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9.3. Grade of Re-assessment EE ¥ 4% > Bl 48

Grade of Re-assessment will be capped at “Pass” or “Fail”. Students who fail in the re-assessment
have to retake the course if they want to complete relevant programme.
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a) For Diploma of Applied Education: Grade of Re-assessment will be capped at Grade D.
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b) For Full-time Programmes (including part-time mirror HD programmes) and Part-time
Professional Programmes: Grade of Re-assessment will be capped at Grade C.
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9.4. Reassessment Application EH &5 B ¥rE A%

Students would like to take re-assessment are required to submit a re-assessment application by
filling in the “Course Issues Application Form (FCS003) with a prescribed administration fee for
each course to the Academic Services Unit within 7 calendar days of results announcement
(for Full-time Programme (including part-time mirror HD programmes)) / within 14
calendar days of results announcement (for Part-time Professional Programmes). Students
who fail to submit application of re-assessment or pay the administrative fee by the deadline will
be rendered fail (“F”) for the course.
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10. Enquiries &z
Academic Services Unit
Address: Kwai Hing Campus, 11/F, Tower 2, Kowloon Commerce Centre, 51-53, Kwai Cheong Road,
Kwai Chung, N.T.
Tel: 31209988
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