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Part | - Introduction

Part | - Introduction

Qualifications Framework in Hong Kong

1.1

1.2

1.3

In May 2008, the Hong Kong Government launched the Hong Kong Qualifications Framework
(QF). This framework aims to help Hong Kong people set clear goals and directions for
continuous learning with a view to enhancing the quality, professionalism and diversification
of the local workforce. The QF is a seven-level hierarchy of quality-assured qualifications
covering academic, vocational and professional as well as continuing education sectors.
As at 1 February 2016, there were about 6 900 qualifications' offered by more than 200
providers registered on the Qualifications Register (QR).

With effect from 1 January 2016, all programmes at QF Levels 1 - 7 on the QR have adopted
the award titles under the Award Titles Scheme (ATS) which clearly reflect the QF levels of
the qualifications. Also commencing from 1 January 2016, all programmes at QF Levels 1 -
4 have indicated the QF credit values on the QR, which reflect learning effort required of the
learners to attain the qualifications.

With the development of the core components of the QF including QF level, QF credit
and award titles, it is now opportune for institutions to develop general policy and system
supporting CAT to further strengthen learners’ mobility and progression in their learning
pathways.

Adoption of CAT Policy, Principles and Operational Guidelines

1.4

The CAT policy, principles and operational guidelines contained in this booklet are developed
with reference to international norms and existing practices adopted in education and training
institutions in Hong Kong. We encourage all institutions to adopt or make reference to the
booklet when establishing their policies and systems for recognition and transfer of credit
earned.

1

Excluding gualifications obtained via the Recognition of Prior Learning (RPL) mechanisms.
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Part | - Introduction

1.5

1.6

1.7

Besides, the booklet contains examples of good practices in CAT implementation as
Appendices. They include examples of academic regulations and procedures governing
the grant of credit transfer, information leaflet with transparent CAT information, special
considerations in mapping learning outcomes between modules, and collaborative
agreements, etc.

Adoption of the CAT policy, principles and operational guidelines is on a voluntary basis.
Institutions are encouraged to formulate a clear and unambiguous policy in support of CAT
in line with their institutional goals, vision and mission. Institutions also have the flexibility
to develop their own systems for CAT implementation to suit their own needs. In doing so,
they can make use of the suggestions in this booklet in whole or in part, with adaptations as
appropriate.

Institutions may include any organisations that provide formal, non-formal or informal learning,
such as universities, education institutions, continuing education units, training providers,
enterprises, companies, professional bodies and labour unions, etc. A glossary of terms
related to CAT is at Appendix 1.
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Part Il - Policy and Principles for CAT

Part Il - Policy and Principles for CAT

2.1

2.2

2.3

CAT facilitates the recognition of units of learning and allows learners to move from one
programme to another without having to duplicate learning. In theory this allows learners
to gain a qualification having undertaken study (and hence having been awarded credits) at
different places and in different learning contexts at different time. This learning may have
been formal, non-formal or informal. Provided that the learning outcomes can be properly
validated and assessed they should be eligible for recognition.

Institutions with delegation of authorities should ensure that the CAT policy developed in
individual units and departments is in line with that formulated centrally. Appendices 2 and
3 show some examples of academic regulations on advanced standing as well as credit
transfer and module exemption.

Benefits of CAT to learners:

¢ Helps eliminate unfair or unnecessary barriers that impede access to learning and
minimises the need for any repetition of learning already achieved.

¢ Recognises the learning outcomes of modular-based or unit-based learning and allows the
accumulation of credits earned for such learning.

e Permits learners to move in and out of formal education and to engage in workplace
training in the knowledge that credit previously earned will be taken into account in the
future.

e Provides flexibility to learners allowing them to study at times and places to suit their life
pattern and personal circumstances, thereby providing more opportunities for employees
to participate in lifelong learning.

e Enables learners to calibrate their expectations more realistically and map out their study

plans accordingly. Learners will better understand the value of what they are studying/
have studied and how it fits into the framework of qualifications.
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Part Il - Policy and Principles for CAT

Benefits of CAT to institutions:

e Enables institutions to attract new pools of learners and previously dormant learners to
rejoin the education system.

e Encourages a more holistic approach to qualification planning and development and better
communication between individual institutions and across sectors.

e Encourages inter-institutional cooperation in programme design and delivery.

Policy and Principles for CAT

2.5 The policy and principles underpinning CAT will include the following:

Principle 1

CAT policy should be formulated with a view to promoting learner mobility across sectors,
levels and types of qualifications by minimising duplication of learning

Principle 2

Systems and procedures developed in institutions to support CAT should be transparent, fair,
flexible and easy to use

Principle 3

Decisions regarding credit transfer should be timely, academically defensible, equitable and
based on learning outcomes

Principle 4

Credit awarded in recognition of prior non-formal and informal learning is of equal standing to
credit awarded through other forms of assessment

Principle 5

In line with the concept of institutional autonomy, CAT shall not affect the authority of a
receiving institution to make decisions about the admission of learners. There is a distinction
between the separate processes of admission and credit transfer
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Part Il - Policy and Principles for CAT

Principle 6

Credit recognition and credit transfer should not undermine the academic rigour or integrity of
the qualification into which the learner is accepted

Principle 7

Institutional commitment and cooperation are essential for the optimal functionality of CAT

Principle 8

CAT systems and procedures should be subject to rigorous quality assurance measures

Formulation of CAT Policy and System

2.6 CAT policy refers to the organisational intent to guide decisions and achieve the outcomes for
recognition and transfer of credit. The eight principles underpinning an effective CAT policy
are elaborated as follows.

2.7 | Principle 1:

CAT policy should be formulated with a view to promoting learner mobility across
sectors, levels and types of qualifications by minimising duplication of learning.

2.7.1  The primary aim of a CAT policy is to support effective learning pathways for the
benefit of learners.

2.7.2 A major purpose of the policy is to minimise unnecessary duplication of learning
and maximise the use of credit that learners have gained from learning already
undertaken. This will ensure more efficient use of personal and institutional
resources. Learners should not be requested to repeat learning if the prior learning
could be duly recognised as equivalent and counted towards further learning.

2.8 | Principle 2:

Systems and procedures developed in institutions to support CAT should be
transparent, fair, flexible and easy to use.

2.8.1  The transparency of the operation systems and procedures is of fundamental
importance to promote stakeholders’ confidence in CAT.
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Part Il - Policy and Principles for CAT

2.8.2

2.8.3

2.8.4

2.8.5

2.8.6

The provision of clear information to learners on well-defined and agreed articulation
and progression routes will enable them to plan their educational pathways with
confidence. By specifying articulation pathways, institutions will help to manage
learners’ expectations with regard to progression opportunities.

Institutional websites should provide clear, reliable and easy to use information on
CAT policy and procedures. Any restriction and limits on transfer of credit, such
as the ‘shelf-life’ of credits (if any), ceiling of transfer, etc. should be specified,
along with the implications for progression, grading or final award classification.
Information on formal articulation and credit transfer agreements between
institutions should be included as well as examples of precedent cases in relation to
articulation schemes (e.g. Senior Year Places Scheme). Information on the criteria
for selection, the number of credits to be awarded, and additional programme
requirements, if there are any, should be provided.

Given the multiplicity of institutions, programmes and learners, it is unlikely
that individual components in one programme will be identical in all respect to
components in another programme. In order to simplify procedures and to ensure
maximum benefit for learners, institutions should adopt a flexible approach to the
recognition of credits.

Institutions should consider adopting a “fair recognition”

approach based on a
review of learning outcomes, rather than seeking perfect equivalence between two

qualifications or programmes.

CAT policy, system and procedures should be easy to understand and use, both
on the part of the learner and the institution, especially those staff tasked with
implementation. The policy should not be onerous and any institution implementing
its own CAT system and procedures should ensure that the operation of the CAT
system will not cause undue difficulties for learners or excessive workload for staff.

? See European Credit Transfer and Accumulation System (ECTS) at http://ec.europa.ed/education/tools/
dcos/ects-guide_en.pdf
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Part Il - Policy and Principles for CAT

2.9 | Principle 3:

Decisions regarding credit transfer should be timely, academically defensible, equitable
and based on learning outcomes.

2.9.1

2.9.2

2.9.3

Decisions on credit transfer should be taken and communicated to applicants within
a specified timeframe, to avoid delaying a qualified learner’s access to a programme
of study.

Decisions made concerning credit transfer should be evidence-based and equitable.
They should be academically defensible and consistently applied. Where the
institution concerned considers it appropriate to do so, the institution should be
prepared to review its decisions and advise the learners accordingly.

Credits are awarded upon attainment of learning outcomes of the programme or
component. Credits at the appropriate level can be accumulated and counted
towards a qualification. In determining the eligibility of credits for recognition and
transfer towards a new qualification, receiving institutions should satisfy themselves
that the associated learning outcomes attained are comparable to the required
outcomes of the new programme.

2.10 | Principle 4:

Credit awarded in recognition of prior non-formal and informal learning is of equal
standing to credit awarded through other forms of assessment.

2.10.1

2.10.2

2.10.3

All accredited and verified learning (including formal, non-formal and informal
learning) should be €ligible for consideration for credit transfer. Receiving institutions
should recognise learning achieved by a learner at any time and in any context
on an equal basis, provided that the learning outcomes have been appropriately
assessed and matched with the requirements of the qualification applied to.

Qualifications attained through the RPL mechanisms are outcome-based and the
assessment agencies authorised to award RPL qualifications have themselves
undergone rigorous accreditation. All RPL qualifications are recognised under the
QF and should therefore be of parity value for consideration of credit transfer.

Receiving institutions should have confidence that the credits awarded in a QF-
recognised qualification are quality assured and rigorously assessed by the
appropriate quality assurance mechanisms.
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Part Il - Policy and Principles for CAT

2.11 | Principle 5:

In line with the concept of institutional autonomy, CAT shall not affect the authority of
a receiving institution to make decisions about the admission of learners. There is a
distinction between the separate processes of admission and credit transfer.

2111

2.11.2

CAT policy and systems should facilitate the recognition of credit for entry into
a qualification (i.e. admission to a programme) as well as recognition of credit
towards the award of a qualification (i.e. granting course exemption from part of the
qualification).

While an open and transparent CAT system will facilitate learners’ progression, it
does not guarantee admission of any learner to a programme. Under the principle
of institutional autonomy; it is a decision for the receiving institution.

2.12 | Principle 6:

Credit recognition and credit transfer should not undermine the academic rigour or

integrity of the qualification into which the learner is accepted.

2121

212.2

2.12.3

Institutions must ensure that recognising the credit earned by a learner towards the
completion of a programme does not adversely affect the integrity and quality of
their programmes.

The fact that a learner has achieved credits or has completed a qualification at
a lower level does not necessarily mean that he/she will be successful in study
at a higher level. Receiving institutions have a duty to consider the ability of any
individual learner to complete a qualification successfully.

In implementing any system or procedures for CAT, institutions will need to
determine the maximum amount of credit which can be transferred (or the minimum
amount of study which must be undertaken at the awarding institution to be eligible
for an award). It is observed that institutions commonly accept the transfer of
credit from other institutions up to a ceiling of 50% of the total credits required for
completion of a programme.
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Part Il - Policy and Principles for CAT

2.13 | Principle 7:

Institutional commitment and cooperation are essential for the optimal functionality of

CAT.

2.13.1

2.13.2

2.13.3

2.134

Institutional CAT policy should be adopted by the relevant decision making body of
the institution and its implementation fully supported and appropriately resourced.

Articulation agreements between institutions should protect and preserve the
academic standards of each institution as well as the integrity of their qualifications.

Formal articulation agreements between institutions with regard to credit transfer
arrangements between qualifications can simplify the operation and improve the
efficacy of CAT. Agreements should be documented and promulgated, and be
subject to regular review and update as the programmes evolve and develop over
time.

International experience demonstrates that the most successful articulation
agreements are those developed at the programme design and development stage.
Institutional collaboration at the design stage should ensure better dovetailing of
curriculum content and learning outcomes and facilitate maximum credit recognition
and transfer.
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Part Il - Policy and Principles for CAT

2.14 | Principle 8:

CAT systems and procedures should be subject to rigorous quality assurance
measures.

2.141

2.14.2

2.14.3

Credit transfer arrangements and articulation agreements should be subject to
normal QA arrangements at the time of programme validation and registration on
the QR. Issues surrounding credit accumulation and transfer should form part of
regular internal programme review processes and collaborating partners should hold
regular meetings to ensure continued alignment between articulating programmes.

Institutions may consider building up a database of CAT activities, including
statistical information on the number and origin of learners to whom credit transfer
has been granted, as well as on their performance in comparison to other learners
with normal entry. Feedback from stakeholders should be sought with a view to
sharing good practice and addressing issues that may have arisen.

Implementation of CAT should be kept under regular review by the institutions and
the relevant QA bodies to ensure that it is functioning effectively. Interim and full
evaluation should be scheduled after accumulating experience in the operation of
CAT.
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Part Il - Operational Guidelines for CAT Implementation

Part Ill - Operational Guidelines for CAT Implementation

Development of CAT System

3.1 CAT system refers to the set of detailed methods and procedures created to implement the
recognition and transfer of credits.

3.2 A CAT system with the following features will enhance the credibility of the system:
- Academic Integrity

In making a decision for the admission of a learner and the award of credit transfer, the
institution should have due regard to the academic integrity and standard of the learning
programmes involved.

- Fair and Flexible Approach

The diversity of institutions, programmes and learners will make it impractical to look
for perfect equivalence between two programmes. A fair and flexible approach to the
recognition of credits between programmes will be more realistic and practical.

- Quality Assurance

To ensure the credibility of the final award, the CAT system should be subject to rigorous
QA measures both internally and externally.

Six Stages of CAT Implementation

3.3 In general, the operation of a CAT system will involve the following major stages:
Stage 1: Establishing an administrative structure for the CAT system
Stage 2: Providing information to learners
Stage 3: Processing applications for credit transfer
Stage 4: Vetting applications and assessment of supporting documentation
Stage 5: Decision making and approval of applications

Stage 6: Documentation and record keeping
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Part Il - Operational Guidelines for CAT Implementation

Operational Guidelines for CAT System

3.4

3.5

3.6

3.7

Stage 1 : Establishing an administrative structure for the CAT system

A clear structure should be established for the administration and implementation of
CAT. The roles and duties of staff members responsible for processing CAT applications,
assessment and approval, etc. should be clearly defined. Where it is considered necessary, a
special committee or panel may be set up to help with the assessment and decision making
Processes.

Where it is considered appropriate, a check-and-balance mechanism between those
responsible for the assessment and approval of the application should be put in place
(Appendix 4 provides an example of the mechanism). Administrative support should be
provided to staff holding different positions in the structure.

Stage 2 : Providing information to learners

Institutions should provide information to learners to help them understand the CAT
arrangements implemented in the organisations, including the following:

- how the CAT policy and the CAT system operates to assist learners in seeking credit
transfer; and

- opportunities for articulation from a specific programme offered by the institution to another
programme offered by the same or other institution. Credit transfer agreements reached
between institutions, if any, should be included.

The information should be clearly set out and made easily accessible to learners on relevant
application forms, prospectus of learning programmes, etc. Two examples of programme
leaflet can be found at Appendices 5 and 6. An example of application form is provided at

Appendix 7.
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3.8

3.9

3.10

Relevant information may also be disseminated through the official website of the institutions.
For institutions offering QF-recognised programmes that have CAT arrangements, they may
make use of the QR which contains a field to capture CAT information such as a web link to
the institutions’ dedicated webpage on CAT. The information of CAT submitted by institutions
will be vetted by the QR Authority (i.e. the Hong Kong Council for Accreditation of Academic
and Vocational Qualifications (HKCAAVQ)) before they are eligible for uploading onto the QR (an
example is at Appendix 8). Institutions may contact the HKCAAVQ directly for uploading the
information.

Stage 3 : Processing applications for credit transfer

The procedures for application for credit transfer may vary among institutions or even
individual departments within the same institution. It is in the interest of the institutions and
learners that the procedures should as far as possible be standardised and streamlined.

Standardised application forms, in paper and electronic formats, should be provided to
applicants together with clear guidance notes (example at Appendix 9), which should contain
any information that may be considered useful by the applicants and even internal staff of the
institutions, including:

e Application procedures

e The purposes of applying for credit transfer (e.g. for admission, credit transfer, course
exemption, etc.) and related requirements

e Supporting documents required
® Fees and refund arrangements, if any
e Estimated time required for processing the application

e Contact persons (or telephone numbers) for enquiry
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3.11

3.12

3.13

3.14

Institutions should give advice on the types of documentary evidence which may be required
to support the application. In respect of a recognised qualification already obtained by the
applicant, the certificate of the award and other supporting documents such as transcript,
course outlines, curriculum and outcome statements, etc., will be useful. In respect of credits
acquired through non-formal and informal learning, evidence including the Statement of
Attainment obtainable from the appointed Assessment Agency, licenses issued by relevant
authorities, certificates of international awards, reference letters from employers and trade
unions, etc, will be useful to demonstrate the learning achieved and standard attained.

The awarding institution has the responsibility to assist its graduates in obtaining the
necessary documentation to support further progression. Graduates who wish to apply
for credit transfer on the basis of a completed programme should approach the institution
concerned direct for the supply of documentation, certification and other assistance to
facilitate their application for credit transfer to a programme offered by another institution.

Stage 4 : Vetting applications and assessment of supporting documentation

Assessment of the application should be carried out by a staff member or unit designated
for the task. It should be emphasised that credit assessment and recognition involve
professional judgment, and therefore the persons responsible for assessing the applications
should have knowledge in the subject of the learning programme involved and also
experience in processing CAT applications. The involvement of a second staff member in
the examination of the application and the documentary evidence is common and advisable,
especially in complex cases.

The assessment should be based on the information provided by the applicants with
reference to precedent cases, if available. Besides, blanket approval of credit transfer from
a certain programme under, for instance, an agreement between two institutions may be
considered. For other individual cases, recommendations on the approval or non-approval of
the applications should be made on a case-by-case basis.
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3.15 In assessing the relevance of a qualification and the associated programme undertaken by

3.16

the applicant for the purpose of credit transfer, the following factors are considered relevant:

QF level of the qualification possessed by the applicant

Assessment of the learning outcomes achieved

Duration of the learning programme completed and number of credits earned, if available
Syllabus and curriculum of the learning programme completed

Qualifications from Specification of Competency Standards (SCS)-based programmes and

RPL mechanism

QF Level of Qualification

3.16.1

3.16.2

3.16.3

The QF level of a qualification is benchmarked against the Generic Level Descriptors
(GLD) of the QF in terms of the standards attained under different domains
(knowledge, skills, process and accountability). Receiving institutions should
have confidence in QF-recognised qualifications which have been accredited and
assigned a QF level.

The overall QF level of a qualification is indicative of the level of complexity of the
programme associated with the qualification, and will be useful for assessing
whether the learning achieved from the programme should be accepted for credit
transfer to a receiving programme. However, it should be noted that individual
components (usually referred to as courses or modules) of a programme may be of
a level higher or lower than the overall QF level of the qualification.

In general, institutions are ready to accept a credit transfer application if the
programme completed is at the same level as or of higher level than the receiving
programme. Acceptance of a programme of a lower level for credit transfer may
be possible in some circumstances, but the receiving institution should evaluate
carefully the ability of the learner to complete the receiving programme and the
potential impact on the academic integrity and standard of the receiving programme.
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3.17 Assessment of Learning Outcomes

3.17.1

3.17.2

3.17.3

3.17.4

3.17.5

Credits are awarded to learners not because of the time they have spent on
completion of the programme, but because learners have been assessed as having
achieved the learning outcomes specified for the programme.

The receiving institution should ascertain that the learning outcomes achieved by
the applicant in a previous programme are comparable to those of the receiving
programme for which credit transfer is sought. Institutions should note that, given
the multiplicity of institutions and programmes available in the education and training
sector, a perfect match between the relevant content of the two programmes for
credit transfer is unlikely. Institutions are encouraged to adopt a “fair recognition”
approach to the recognition of learning outcomes. It is observed that institutions
commonly accept that two courses/modules are of a substantial degree of
comparability if there is a 70% to 80% match, and hence should be accepted for
credit transfer.

Where it is not practicable to conduct direct mapping of the relevant content of two
programmes, institutions could adopt the “fair recognition” approach and review
the learning outcomes of the programmes based on a broad comparison of the
knowledge, skills and competencies expected to be achieved in the programmes.
Appendix 10 illustrates outcome mapping between RPL qualifications and generic
competencies.

Students’ performance in a programme may be assessed using different
methodologies by different institutions, e.g. continuous assessment, mid-term
and final examinations, project or research work, interviews, etc. Different but
stringent assessment methodologies can still reflect the validity and credibility of the
attainment of learning outcomes by the learners. It should be noted that normally,
the performance of the learners in the assessment should not result in credit
exemption. That said, if such cases are to be considered, careful consideration
should be given on a case-by-case basis to ensure the appropriateness of the credit
exemption.

Where necessary, the institution may conduct interviews with the applicants to
ascertain their learning experience for the consideration of credit transfer/exemption.
A panel involving experts or external members may be formed to assist in the
assessment if required.
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3.20.2

3.18 Programme Duration and Credit

The duration of a programme and its credit value, if available, give an indication on
the learning size and breadth of the learning programme, which is useful information
for assessing credit transfer applications.

3.18.2 The adoption of QF credit since 2012 as a common currency for measuring the

learning size of a programme has effectively facilitated the comparison of two
programmes for credit recognition and transfer.  Institutions could check the credit
values of a QF-recognised programme on the QR.

3.19  Syllabus and Curriculum of Associated Programme

In addition to the outcome statement of a programme, the syllabus and the
curriculum content are useful information to help understand the learning outcomes
expected to be achieved in the programme. The syllabus and curriculum content
may be obtainable from the programme brochure, course guidebook, class
handouts, etc.

3.20 Qualifications from SCS-based Programmes and RPL Mechanism

Specifications of Competency Standards (SCS) are developed by industry leaders
and form the basis for developing training courses relevant to the needs of
industries. SCS-based programmes are accredited by quality assurance bodies
with the outcome standards, credit size and QF level clearly specified. The adoption
of SCS in programme development will help facilitate the process of matching the
relevant learning content and outcomes of two programmes to determine their
equivalency and comparability for credit transfer, as common units of competencies
(UoCs) between the two programmes are easily identified. Similarly, programmes
adopting UoCs from the Specification of Generic (Foundation) Competencies
(SGC) to become SGC-based will also facilitate the process of matching learning
outcomes for credit transfer.

RPL qualifications are designed and awarded in accordance with UoCs specified
in the SCS. They are also quality assured with the outcome standards and QF
level clearly specified. Institutions may find it easy and straightforward to assess
applications for credit transfer based on RPL qualifications possessed by the
applicants. Appendix 11 illustrates outcome mapping between a RPL qualification
and an industry-specific learning programme.
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3.20.3 It should be noted that all forms of accredited learning should be eligible for

consideration of credit transfer. Depending on the shelf life of the subject
knowledge, receiving institutions may recognise learning achieved by a learner at
any time or a certain period of time, and in any context on an equal basis, provided
that the learning outcomes have been appropriately assessed and matched with
the requirements of the qualification applied for. For the purpose of credit transfer,
assessed qualifications obtained through non-formal and informal learning channels
should be given equal standing to qualifications obtained through formal education.

Stage 5 : Decision making and approval of applications

3.21 The staff member responsible for assessing applications for credit transfer should
make reference to precedent cases, if available, to ensure consistency before making a
recommendation to the relevant authority for approval.

3.22 The approval authority may make decisions on an application and approval for credit transfer
in one or more of the following ways:

- Credit transfer and Articulation to Receiving Programme

An application for credit transfer may be accepted based on the learning achieved in a
previously completed programme. The total credit requirement in the receiving programme
may be reduced in block, e.g. a sub-degree (Associate Degree or Higher Diploma) holder
may be allowed to enter the senior year of a degree programme (block credits).

Credit Transfer and Reduction in Credit Requirement

Credits may be awarded to applicants based on their previous studies which may or may
not be directly relevant in content but deemed to be equivalent to the course/module
being applied for in terms of level and credit weighting. Credit transfer in recognition of
directly relevant studies may result in the grant of specific credits in a receiving programme.
Credit transfer in recognition of studies which is not directly relevant but equivalent to the
course/module under the receiving programme may result in the grant of general credits.
Both types of credit transfer will result in the reduction in the total credit requirement for
graduation from a programme.
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3.23

3.24

3.25

3.26

3.27

- Course Exemption

An applicant may be exempted from taking a specific course or module of a programme
based on the learning achieved in previous studies. Depending on the policy of individual
institutions, the applicant may be required to take up another course or module to meet
the total credit requirements for graduation under the receiving programme.

Institutions should consider setting a maximum (“ceiling”) for the number of credits that
may be granted to an applicant to safeguard the academic integrity and standard of their
programmes. It is observed that institutions commonly accept the transfer of credit from
previous studies up to a ceiling of 50% of the total credits required for completion of a
programme.

Notwithstanding the above, there are cases in which more than 50% of the total credits
required may be granted. The ceiling for credit transfer may be more flexibly determined
where the transfer is from programmes offered by the same institution and where the
contents of the courses/modules involved dovetail with each other by design.

Although many institutions in Hong Kong adopt the QF credit as a measurement of the size
of learning for their programmes, some may adopt a different credit unit. The use of different
credit units does not prevent the recognition of previous learning achieved by learners for
articulation to another qualification. Institutions should assess and validate the learning
outcomes achieved by the learner on a case by case basis, with reference to their CAT
policy and established norms. Where a different credit unit is adopted, institutions may make
reference to the conversion formula established between the different credit currencies.

Where programmes are subject to professional accreditation and qualifications leading to
professional recognition, it will be necessary to consult the professional body concerned in
considering credit transfer for the qualifications.

It should be noted and made clear to learners that while a CAT system would facilitate the
recognition and transfer of credit, it does not guarantee the admission of a learner to a
programme. Admission to a programme remains the decision of the receiving institution
under the principle of institutional autonomy.
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3.28

3.29

3.30

Upon completion of the assessment and approval process, the institution should notify
the applicant of the result of the application in a timely manner. The notification, in letter or
electronic form, should set out the decision in respect of the application and the effect of the
credit transfer on the programme to be enrolled (e.g. number of credits to be transferred,
courses to be exempted, additional courses required for graduation, fees reduced, impact on
final Grade Point Average (GPA), expiry date of the transfer.).

Some institutions may advise applicants at the time of the application that they should
assume their applications unsuccessful if they have not received any notification within a
specified timeframe. However, it is a good management practice that for non-approval cases,
the institution should notify the applicants and give reasons for the decisions. Institutions
should be prepared to respond swiftly to any enquiry regarding the decisions.

Stage 6 : Documentation and record keeping

Credit transfer decisions and justifications for the decisions should be properly recorded and
documented by institutions for future reference. Credit transfer decisions including the credits
granted, courses exempted, etc. should be shown in the learner’s transcript.

Review of CAT Implementation

3.31

3.32

3.33

CAT policy and systems of implementation should be subject to regular reviews at various
stages and at various levels of the organisation, to ensure that they are effective and up-to-
date.

As part of the review procedures, the performance and progress of students who have been
granted credit transfer to a receiving programme should be monitored and evaluated to
ensure they are capable of completing the programme. Relevant information should also be
documented by institutions for future reference.

Regular meetings between partners in credit transfer agreements should be held to ensure
continued alignment between articulating programmes.
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Key Considerations for Collaborations and Partnerships on CAT
Implementation

3.34

3.35

3.36

3.37

Hong Kong has been developing into a knowledge-based economy and a regional education
hub, with learners coming from different backgrounds and having different learning needs.
The education and training landscape in Hong Kong is therefore becoming more diversified
to cater for the different needs of learners, and the mode of learning can include formal, non-
formal and informal learning.

Given the diversification of the education and training landscape and following the spirit of
lifelong learning to provide progression pathways for learners, institutions are encouraged to
collaborate, and where possible, enter into partnership with other organisations (including
institutions, enterprises and professional bodies) to enable learners to move from one
programme to another both within and beyond their current institution, and, where possible,
without having to duplicate learning.

To uphold the integrity and the standards of the qualifications (including those of the
receiving / partnering organisations), institutions should evaluate the educational objectives,
values and pedagogies adopted by partner organisations to ensure that the programmes
from/into which the learner’s credits are transferred are of good quality and standard. A
written agreement setting out the objectives of collaboration and details of the transfer
arrangements between the two parties would be useful.

Partnerships can take the form of bilateral or multilateral agreements between local and
non-local organisations. For local partnership, Appendix 12 shows a sample Memorandum
of Understanding between an institution and an enterprise, whereas Appendix 13 shows
a sample Memorandum of Understanding among academic institutions. As for non-
local partnership, partners may refer to the “Code of Practice for Non-local Courses”
recommended by the HKCAAVQ and the suggested procedures at Appendix 14 for setting
up collaboration. To safeguard the interests of the partners and their students, institutions
may consider obtaining legal advice before entering into a written and legally binding
agreement.
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Part Il - Operational Guidelines for CAT Implementation

3.38

3.39

3.40

Sub-degree programmes (i.e. associate degree and higher diploma) include general education
courses as part of their core curriculum. Collaboration among institutions to align the general
education components of sub-degree programmes with the general education components
offered in Years 1 and 2 of four-year degree programmes would facilitate maximum credit
transfer.

The CAT policy and principles support “vertical” credit transfer, i.e. the transfer of credit from
a lower qualification to a higher one. The policy and principles can equally be applied to
“nhorizontal” transfer between institutions, for instance, where a learner wishes to undertake a
final year specialist module at an institution other than his/her home institution. Consortium
agreements between institutions may facilitate horizontal mobility if there is sufficient demand
from learners.

Institutions intending to enter into collaboration with other organisations may take note of the
following:

- Selection of Partners

The mission, policies and commitment of partner organisations are important
considerations to ensure a good match. The capacity to fulfil the obligations under the
partnership agreement should also be evaluated. Direct communication with the senior
management and the relevant programme directors will be useful to ascertain mutual
understanding and to build trust between the parties.

- Administrative, Financial and Legal Considerations

Institutions and partner organisations should define their respective rights, duties and
obligations, and clarify administration aspects including co-ordination, communication and
procedural matters for the implementation of the CAT arrangements. Financial viability and
sustainability of the collaboration should also be considered.

- Approval and Launch
The collaboration agreement should be authorised by the governing board/members of
the institutions and the partner organisations. It is always advisable to organise publicity

and promotional activities about the collaboration, both internally and externally, so that the
collaboration can be made known to target learners.
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Part IV - Suggested Good Practices

Part IV - Suggested Good Practices

CAT at Programme Development Stage

41

4.2

4.3

International experience shows that CAT implementation is most effective if credit transfer
arrangements are considered at the initial stage of programme development, when the
programme aims, learning outcomes and content are being devised. Where it is intended
to provide an articulation pathway to a programme of a partner organisation, the institutions
involved should agree on the objectives and the intended learning outcome of the relevant
programmes. The collaboration will ensure seamless articulation for the learners from
one programme to another. The collaboration will provide assurance to learners on the
progression pathway, and save resources of the receiving institutions (Appendix 15 illustrates
collaboration at programme development stage).

Communication between partners at the programme development stage is important, as it
allows a more thorough examination and exchange of views in respect of the programme
objectives, better dovetailing of the curriculum content and learning outcomes, and effective
credit transfer arrangements to facilitate maximum credit recognition and transfer.

Institutions may also refer to guidelines on good practices relating to CAT implementation
given in the “Code of Good Practices on Governance and Quality Assurance” for the self-
financing post-secondary education sector published by the Committee on Self-financing
Post-secondary Education in June 2015, which may be accessed at the following link:
http://www.cspe.edu.hk
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Part IV - Suggested Good Practices

Support to Applicants

4.4

4.5

4.6

4.7

4.8

Media Briefing on Introduction of Award Titles

Institutions should consider providing advisory services to individual applicants who wish
to find out whether their previous learning would be eligible for credit transfer. The services
should cover advice on the articulation pathways and choices of programme available from
within and outside the institution. Clear guidance should be given to applicants on the
requirements and procedures, including when and how the application is to be made, the
timescale for informing applicants of the decision, the refund arrangements and the support
systems in place.

Information on learning pathways may be provided to learners at various stages, i.e.,
newly enrolled learners, progressing learners and graduates. The information should be
transparent, easy to access and presented in an easily comprehensible way.

Effective means of providing information to learners include leaflets, prospectuses, student
handbooks, student intranet and organisational websites. Consideration could be given
to setting up dedicated hotlines and units for handling enquiries on credit transfer, learning
pathways and inter-institutional collaboration.

The provision of support for learners applying for credit transfer is primarily the responsibility of
the receiving institution. However, support may also be needed from the originating institution
particularly with regard to the provision of a detailed transcript and syllabus information.

It is essential to provide timely feedback on decisions. Where there are questions from a
learner on a credit transfer decision, the institution concerned should be prepared to respond
to the enquiry of the learner.

: Lt Signing Ceremony of Collaborati ]
T O Credit under Qu alifications v of Collaboration Agreement for Credit
‘%’Z fnnzfv ng (20]2)]( Transfer and Student Exchange (2012) Jor Gred
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Support to Learners

4.9

410

Learners admitted to a receiving programme with credit transfer may have difficulties in
adjusting to the new environment which may affect their academic performance. To help
the transition of learners, adequate support from institutions is highly recommended. Extra
orientation sessions may be provided to them, including briefing and sharing on organisational
culture and study methods, as well as counselling and guidance. Where necessary,
preparatory courses may be provided to these learners.

Institutions should provide sufficient support to learners entering a programme in senior years
(e.g. Year 3 of a four-year programme) to enable them to complete the programme in the
normal timeframe, without disrupting the progress of students who entered the programme
at the initial entry point. Providing pre-articulation summer semesters may be considered by
institutions to enable such learners to get up to speed.

Guidance to Staff

411

412

413

Staff involved in the implementation of CAT are required to make professional judgments in
assessing CAT applications. Institutions should arrange suitable training on the concept and
principles of CAT, including understanding the outcome-based approach in teaching and
learning and the use of learning outcomes and other criteria in matching the relevant content
of programmes. Experienced staff should be assigned to provide guidance and support to
staff with little or no experience.

Institutions should provide staff members with guidelines on CAT explaining the policy, the
system and regulations governing the requirements and conditions for granting CAT (example

at Appendix 16).

Institutions should provide adequate staffing and financial resources to enable the relevant
staff to process CAT applications effectively and efficiently.
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Part IV - Suggested Good Practices

Central Database on CAT Activities

4.14

415

Credit transfer statistics, including number, origin of learners to whom credit transfer has been
granted and performance of the learners, should be properly recorded for analysis and review
for improvement to the CAT system.

Institutions are encouraged to establish a database of precedent cases of credit recognition
and transfer. The database (example at Appendix 17) will serve as a useful reference for
the approval authority to ensure consistency in granting credit transfer. With reference to
precedent cases, learners may also make better informed choices on their progression

pathways (example at Appendix 18).

Quality Assurance

416

417

418

419

In support of the implementation of the CAT policy, the HKCAAVQ, being the QR Authority,
has included credit transfer arrangements in the QR for information to the public. The
HKCAAVQ will review the CAT arrangements (if applicable) as part of the regular assessment/
accreditation exercises when looking at the admission policies and the articulation pathways
(see extracts from the HKCAAVQ's Guidance Notes at Appendix 19).

CAT issues should form part of the regular internal programme review processes and
collaborating partners should communicate regularly to ensure continued alignment between
articulating programmes.

Feedback from teaching staff and learners with credit transfer should be obtained by means
of surveys, student-staff consultation meetings, staff questionnaires and staff sharing
sessions to assess the effectiveness of the CAT system. Feedback should also be collected
from employers (especially for workplace attachment and apprenticeship programmes) and
graduates.

As part of the regular programme review, institutions should include in programme review
documents reports on CAT implementation together with statistical data, analysis and
evaluation. Issues identified from the review should be dealt with promptly at the appropriate
level.
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Part V - Conclusion

Part V - Conclusion

5.1

5.2

5.3

In a rapidly changing economic environment, re-skilling of the workforce is constantly required
if Hong Kong is to maintain its competitive edge. In this connection, the Government
strives to support the implementation of CAT in all institutions offering learning programmes
with a view to supporting lifelong learning and ultimately, enhancing the capability and
competitiveness of Hong Kong’s local workforce.

The CAT policy, principles and operational guidelines draw on local and international practices
and help guide the development and implementation of CAT systems across the academic,
vocational and professional, as well as continuing education sectors. Institutions have the
flexibility to develop policy, systems and procedures to suit their own needs, with reference to
such policy, principles and operational guidelines.

This booklet provides guidance for stakeholders in the implementation of CAT but more
importantly, an effective CAT system hinges on the commitment of and collaboration among
stakeholders to support lifelong learning and to provide learners with seamless pathways
towards higher qualifications and better achievements.

Consultation session on CAT Policy and Principles (2014)
B REREBEORKIFAIZHE (2014)
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Appendix 1

Glossary of Terms

Term

Definition/explanation

Advanced
Standing

Advanced standing is the award of credits by an institution in recognition of
prior learning achievements at an appropriate level.

Block Credit

Credits received by a learner for a completed qualification in a related subject
area, in the form of a “block” of unspecified credits, towards the programme
requirements for graduation. Learners to whom block credit has been
granted will usually be required to complete a defined “top-up” list of courses
to complete graduation requirements.

Course
Exemption

An exemption refers to the waiving of the requirement to complete a particular
course on the basis of a learner having completed an equivalent course. This
means that the learner does not need to take that particular course.

Some institutions may require learners to whom course exemption is
granted to take other course(s) to meet the credit requirement of the study
programme.

Credit

A measurement of the size or volume of learning of a course or programme
of study. It also covers credit earned from verifiable non-formal and informal
learning.

Credit
Accumulation
and Transfer
(CAT)

A process to facilitate recognition and validation of units of learning and allow
learners to move from one programme to another without having to duplicate
learning.

For the avoidance of doubt, CAT includes course exemption.

Credit Transfer

A process whereby qualifications, part qualifications and learning experience
are given appropriate recognition (credit) to enable learners to progress in
their studies without unnecessarily having to repeat material or levels of
study, to transfer from one course to another, and to gain further educational
experience and qualifications without undue loss of time.

Formal Learning

Planned learning that normally takes place in a structured setting and leads
to a full or partial qualification.
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Term

Definition/explanation

General Credit

Credits which can be used to reduce the number of credits (NOT courses)
required for graduation on a one-to-one basis. They may be used to reduce
the total number of credits required for graduation but cannot be used for the
exemption of a specific course.

Informal Learning

Opportunistic learning that is not structured in terms of content or
assessment method but gained through work or social experiences.

Institution An institution in this booklet refers to any organisation that provides formal,
non-formal or informal learning, including universities, education institutions,
continuing education units, training providers, enterprises and companies,
etc.

Learner An individual engaged in a learning process (formal, non-formal or informal)
regardless of the context of learning.

Learning Learning outcomes describe what a learner is expected to know, understand

Outcomes and be able to do upon successful completion of a process of learning.

Module A module is a block of learning defined by a syllabus, including aims, intended
learning outcomes, teaching and learning strategies, and assessment plans.
It may be called course, subject or unit by some institutions.

Non-formal Learning that takes place in a formal setting (e.g. workplace training) but does

Learning not lead to a formally accredited qualification.

Notional Learning
Time

The total time likely to be spent by a learner in all modes of learning in respect
of a specified programme. Notional learning time is not limited to time-tabled
teaching/lecturing hours in classrooms but includes attendance in classes,
experiments in laboratories, supervised or unsupervised sessions, practical
learning in workshops, independent study in the library, reading at home, and
any other forms of study undertaken by the learner.
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Term Definition/explanation

Programme A programme is a set of inter-related studies leading to a qualification and
consists of a number of modules (courses/subjects/units). Some institutions
may refer to a programme as a course (of study) depending on the
conventional practice of the institution.

QF Credit One QF credit is awarded for the completion of 10 notional learning hours

with attainment of learning outcomes upon assessment. Notional learning
hours take into account the total time likely to be spent by an average learner
on all modes of learning including attendance in classes, self-study, on-line
learning, practical learning, examination, etc.

Recognition of
Prior Learning
(RPL)

Generally speaking, recognition of prior learning is a process (as well as a
mechanism) for recognising skills and experience in previous formal, non-
formal and informal contexts. In the context of Hong Kong Qualifications
Framework (HKQF), Recognition of Prior Learning (RPL) refers to the
recognition of knowledge, skills and competencies already acquired by the
practitioners through their prior experience in the workplace for the award
of a qualification at QF levels 1 to 4. The assessment of RPL is carried out
by an appointed Assessment Agency for an industry which has developed
the Specifications of Competency Standards and implemented the RPL
mechanism under HKQF.

Specific Credit

Credits which can be used, on a one-to-one basis, for the exemption of a
particular course required for graduation. A learner receiving specific credit
will be deemed to have obtained the credits for the course in fulfilment of
graduation requirements.
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Appendix 2 Academic Regulations Governing Advanced Standing
(Example)

In the Academic Regulations Governing Sub-degree and Undergraduate Studies, a section on the
regulations governing advanced standing is extracted below. The regulations are published and
updated on a yearly basis.

1. Principle of Granting Advanced Standing

1.1. The granting of advanced standing must adhere to the prescribed minimum
requirements of completion of the new learning programme laid down in the
programme definitive document.

1.2. The module which has been exempted cannot be used as evidence of prior learning for
further advanced standing applications.

2. Criteria of Assessing Advanced Standing Applications

2.1. Applications for advanced standing must be assessed in accordance with the following
criteria:

(@) a pass in the prior learning must be attained;

(b) @ minimum of 70%* of the syllabus of the corresponding module of the new learning
programme must be covered in the prior learning;

(c) the teaching mode, number of contact hours, teaching and learning activities,
assessment tasks and textbooks of the prior learning should be comparable to the
corresponding module of the new learning programme; and

(d) the time of attaining the prior learning must be taken into consideration to ensure
that the subject knowledge obtained has not become obsolete.

2.2. If any of the above four criteria is not met, the application will be unsuccessful unless
the applicant can provide documentary proof manifesting relevant professional
qualification attained or a minimum of 3 years of relevant work experience.

* Subject to the policies of individual institutions
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Appendix 3 Academic Regulations on Credit Transfer and

Module Exemption (Example)

An institution distinguishes its policy on credit transfer from module exemption. The differentiation

is made clear in the Academic Regulations as published in the Undergraduate Prospectus. An
abridged version of the Academic Regulations also appears in the Student Manual.

Credit Transfer and Module Exemption

1.

Credit Transfer is made on an individual module basis. Credit transfer is normally based on
formal academic achievements obtained within and/or outside XXXXXX, on the condition
that the module concerned is identical in terms of the number of credits, intended learning
outcomes, the QF Level and assessment standards. Upon approval, the student will earn
credits of the corresponding modules thereby contributing towards the awards of the
programme.

Individual Module Exemption is normally granted based on formal academic achievements
and/or relevant experience with documented evidence of attainment of the required
learning outcomes. Where required, assessments on the attainment may be conducted.
A student may also be granted, on other justifiable grounds such as disabilities, Module
Exemption from studying a module which forms a requirement of the award he/she aims
for.

When permission of Module Exemption is granted, the student will not earn credits
from the module concerned and the credit requirements for the award for the student
concerned will also be adjusted accordingly. The exemption granted shall be reflected in
the student’s Transcript of Study.

A student may not normally be allowed Credit Transfer and/or Module Exemption for more
than 50%* of the total number of credits of the programme, while Module Exemption
granted on other justifiable grounds (see Clause 2) should normally not constitute more
than 25%* of the total number of credits of the programme concerned.

The guidelines for granting Credit Transfer and Module Exemption must be defined in the
Programme Specification, while Module Exemption granted on other justifiable grounds (see
Clause 2) is considered on a case-by-case basis. Approval of Credit Transfer and Module
Exemption rests with the respective Head of Department / Section Head.

* Subject to the policies of individual institutions
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Appendix 4 Checks and Balances in Processing CAT Applications

For larger institutions, there may be an established administrative structure for handling admissions
and CAT applications. Different offices with staff at different ranks may be involved to ensure
effective checks and balances in the decision making process. Below is an example showing an
administrative structure involving three layers of staff with different roles and responsibilities:

Party Responsibility
Course Team Devise criteria for granting module exemption, based on academic

achievements, and/or relevant experience

Course Board Approve requirements for module exemption, as proposed by the
Course Team
Department Head Approve granting of module exemption, in accordance with the criteria

set down by the Course Team and approved by the Course Board
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Certificate / Diploma in Certificate in Applied Business Adminisiralion
APPLIED BUSINESS ADMINISTRATION t@* Saiadons; EXBeL SRESMGMNLGSSESIE
Eﬁﬁ%ﬁi_ : — .i.. R ﬁp:::a:ﬁwh'; Business Administration

OFlad 3 OR Regisraion No - XXO0O000UNK
OR Regetetion Validity Period: 01 Jan 3013 - 31 Dec 2018

INTRODUCTION

The Certificate in Applied Business Administration programme aims to impart to students fundamental knowledge in general businsss management as
well as to strengthen their basic English and quantitative skills for daily use. The programme is suitable for SC5 qualification holders and those seeking recognition of
prier leaming (RPL) and for participants who wish 1o upgrade their academic knowledge or to pursue further studies in business.

The Diploma in Applied Business Administration is designed as an access programme for SCS qualification holders and thase seeking recognition of prior leaming
[RPL) and for those who would like lo pursue lurther academic studies in the field of business. The Diploma programme aims to develop students’ valuable skills in business and

g basic q. ive skills to sobve p in daily life as well as the ability to communicate effectively in English.

PROGRAMME STRUCTURE

The Certificate / Diploma in Applied Business Administration consists of six modules.  Upon completion of Modules 1-4 and the prescribed assessmenls,

students can exit the prog: with an int; diate award of ‘Certificate in Applied Business Administration™.

M1 - Foundation of Business English ~ NEH

M2 - Quenttative Skils for Business W Gompletion of modules 1 - 4

M3 - Managsment and Marketing Fundamentals L s D0

M4 - Accounting and Financial Management Fundamentals

M5 - Business Communication  1E53 Completion of modules 1 - 6

ﬂ leads to “Diploma in Appled . 5

M8 -~ Business Organisation and Organisational Behaviour s Business Administration” REEEL VRO, It bennckoec)
the list of reimbursable courses for
CEF purposes.

ENTRY REQUIREMENTS

Appiicants shall:

a) have completed a SCS-based course at OF level 2 or ebove and accepted by the institution; OR
b)have obtained an RPL qualification at QF level 2 or above and accepted by the institution; OR
t) be aged at least 21 with one year work experience

Appiicants with other qualifications will be considered on individual merit.

DURATION OF STUDY

The duration of study for Cedificate in Applied Business Administration is 8 months. The duration of studyfor Diplomea in Applied Business Administration is 12
months.

Modules 1-4 each rises 30 hours of lectures extending over ten sessions. Modules 5-6 each comprises 36 hours of lectures extending over twelve sessions.

AWARD OF THE CERTIFICATE / DIPLOMA IN APPLIED BUSINESS ADMINISTRATION

A student will be awarded the Certificate / Diploma provided that for each of the modules he/ she

= completes satisfactoriy the required course assignments;
= passes the relevant examinations; and
= satisfies the atfendance requiraments of 70%.

Students will be awarded a Statement of / for each module if he/she has achieved the attendance requirements for that module.

ARTICULATION (CREDIT EXEMPTION) / ADMISSION TO HIGHER LEVEL PROGRAMMES

Holders of the Cerfifizate in Applied Business Administration zre eligible to apply for admission to Ad d Diploma in Business M ar Adh
Diploma in Markefing or Advanced Diploma in Accounting or Advanced Diploma in Finance or Advancad Diploma in Finance (nvestmant) offerad by XXXLXEX.

Holcers of the Diploma in Applied Business Administration are eligible to apply for admission to Advanced Diploma in Business Management or Advanced Diploma in
Marketing or Advanced Diploma in Accounting offered by JOOUXX with a i of 2 module pli
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Appendices

Appendix 6 Leaflet of Specification of Competency Standards
(SCS)-based Programme with CAT Information (Example)
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Appendix 7  Application Form for Course Exemption or Advanced
Standing (Example)

Btgx 7 HEfmZS2ATHERE (RFH)

Appltcatlon Form for Course Exemptlon or Advanced Standing
(Applicable for students admitted to Award-bearing Programmes on or after 1 June 2013)

SHiziRst
Programme Code
MR
Programme Title

s RfEE oM EHAR arenE)
Title of Course/Module Applied for Course Exemption

SEEFHEMBEINERR Gukizrg)
Title of Course,‘MuduIe Ellglhle for Course Exemphm

Al'lachmmt(s) Please alsa attach copy cf ongnal acadernlc transcnpl course syllabus and any other supporting documents for application.

S5k HAHEE (A S BB Y RS - ﬁ%ﬁ%ﬁmﬁ% }

Student |D/Registration No. (Please provide your HKI 0. / Registration Mo. is not available.
=R

Name of Applicant (in English) (Mr./Miss/Ms_/Mrs )*
Lk P s

Name of Applicant (in Chinese) (Gl MRt /R
iRk AL
Correspondence Address

(R HE LUE % 5 U Bl - S itk - Please provide your address if you choose to receive the receipt by mail.)
BheE 85 :
Contact No. E-mail Address

Ear Official Use Only
To be completed b minist n Division

Form Received on Handled By

Cheque Mo. Receipt No.

Tc mplet ic Di

{Academic Division is requested to provide the copy of original demic tr ipt, course syllabus and any other supporting d ts for app 1.y

O Verified by (Name) (Title) (Date)

0 Recommended
O Mot recommended

Remarks

Head of Academic Division Date

To be completed by Reqistry
O Approved the recommendation
O Mot approved the recommendation

Asscciate Director (Registry & Academic Support Services) Date




Appendices

Appendix 8 Qualifications Register and CAT Information

(Example)

QR Record Details

Title of Qualification:

Title of Qualification (Chinese):

Title of Learning Programme:

Title of Learning Programme (Chinese):
QR Registration No.:

Registration Validity Period:
Registration Status:

Level:

Credit:

Credit Accumulation and Transfer:

CAT Info.:

Mode of Delivery:

Programme Requirements:

Special Notes:

Higher Diploma in Accounting and Finance
ERPE AT S

Higher Diploma in Accounting and Finance
SR BR AR

14/00xxxx/L4

01/09/2013 to 31/08/2017

Current

4

260

Credit Accumulation and Transfer (Institutional)

http://www.ABCinstitute.edu.hk/doc/Advanced
%20Standing%20Policy%20(Chi).pdf

Full Time, Part Time

Holder of Diploma in Business Administration is
eligible to apply for admission to Higher Diploma
in Accounting and Finance with a maximum of 2
module exemptions

N/A




fiix8 EHERMEZABZRREBEH (IH)

BRECERFIE
BEFZE (EX) Higher Diploma in Accounting and Finance
BEERHE ERWEE AT S
EERERE (BX) Higher Diploma in Accounting and Finance
EIERIZRM R BRROR
BEEAMEECHRS 14/00xxxx/L4
EW LR 01/09/2013 & 31/08/2017
BRI - %
BREZRIEHA - 4
BERE5 260
PRRERE BARBLER (k)
BARERBEBER http://www.ABCinstitute.edu.hk/doc/Advanced

%20Standing%20Policy%20(Chi).pdf

RARMRT 2H% - FRE

AIERROK | THEEXNERRBEARERREST R
VEBRAXERE LA EHRREER
%W EE T

HittEHEH AEH




Appendices

Appendix 9 Guidance Notes to Applicants for Credit Exemption

(Example)

1.

Credit Exemption

1.1.

1.2.

1.3.

1.4.
1.5.

1.6.

1.7.

1.8.

Students who want to apply for credit exemption should complete the application form
and submit it to the College within TEN working days after the commencement of
school term for approval.

Exemptions will be granted on an individual subject basis with reference to the following
elements of the programme that the applicant has previously completed:

i. Programme / subject content;

ii. The learning outcomes of the subject;

ii. The level / QF level of the programme / subject;

iv. Previous academic performance;

v. Year of award;

vi. Medium of teaching of the subject.

The following original supporting documents with copies must be submitted:
i. Official transcripts or certification of course completion; and

ii. Programme document which should include detailed information on the entry
requirements and duration of the course, requirements for course completion and
the weighting of individual subject within the programme; and

i. Detailed syllabus OR qualifications in public examination with the supporting
certificates.

The granting of exemptions shall be the responsibility of the Head of Programme.

The maximum credit that can be exemption is 50%* of the total credits of a single
programme.

The official result will be sent to the applicant within TEN working days after the
submission of application.

A non-refundable administration fee should be paid for each subject applied for
exemption in advance.

Successful students are exempted from all related assignments and examinations but
the annual tuition fee is non-refundable or non-deductible.

* Subject to the policies of individual institutions
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Appendix 10 Good Practice in Outcomes Mapping (RPL
Qualifications and Generic Competencies)

1. RPL qualifications may include generic competencies (such as language skills) that can be
considered for credit transfer towards modules relating to generic competencies in another
programme of study at the same QF level. For generic competencies, mapping of RPL
qualifications is not as straightforward as that of industry-specific programmes, but the
equivalency and comparability for credit transfer can still be determined by matching their
learning content and outcomes.

Appendices

2. A mapping exercise between the RPL qualification in Airfreight Customer Services (LOAFBABA)
in the Logistics industry and the Foundation of Business English module in the Certificate/
Diploma in Applied Business Administration of an institution is conducted.

3. Learners who have attained the above RPL qualification which contains the units of
competency (UoC) ‘Use complicated English for business communication with customers’
(LOCUSMB313A) may be exempted from the Foundation of Business English module in the
articulated programme. CAT is granted based on a comparison of the totality of the learning
outcomes as shown below:

Certificate/Diploma in
Applied Business Administration
Foundation of Business English module at
QF Level 3

RPL holders with UoC “Use complicated
English for business communication with
customers” at QF Level 3

O Master common terms, the abbreviations | On completion of the module, students should
and technical terms used in the logistics | be able to:

industry 1 Use appropriate vocabulary to express
[ Know about English terms and their correct feelings, opinions and experiences;
pronunciations, which include common 1 Organise and present ideas and
terms, the abbreviations and technical statements in a clear and logical form
terms used in the logistics industry 1 Communicate effectively in a short
d Possess good communication skills and conversation using appropriate
skills for receiving customers language; and
1 Good interpersonal skills [ Write simple business letters and
1 Use complicated English to communicate memos based on given information.

with customers so as to understand clearly
their needs and execute relevant duties
effectively
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Certificate/Diploma in
Applied Business Administration
Foundation of Business English module at
QF Level 3

RPL holders with UoC “Use complicated
English for business communication with
customers” at QF Level 3

[ Respond to customers’ requests for more
detailed explanation of business according
to personal ability, and report to senior
levels and seek help at the right time

Upon detailed comparison of the course content by qualified academic staff and endorsement by
the relevant quality assurance committee of the institution, it is determined that there is sufficient
overlap between the UoC and the module to allow learners to be exempted from taking the
Foundation of Business English module. Any employee in possession of that RPL qualification will
be granted the credit transfer.
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Appendix 11 Good Practice in Outcomes Mapping (RPL
Qualifications and Industry-specific Learning

(7))

.g Programme)

-

g_ 1. RPL qualifications are designed and awarded in accordance with units of competency (UoC)
o

<

of the Specification of Competency Standards (SCS) with QF level clearly specified. It is
easy and straightforward to map the RPL qualifications with an industry-specific programme
adopting UoCs.

2. A mapping exercise between the UoCs contained in the RPL cluster on Management of
Security Operational Work (Level 3) and the articulated programme of Diploma in Property
Management (Level 3) is conducted as follows:

A. Conceptual stage

N

RPL holder / Diploma in Property Management
QF Level 3 CAT QF Level 3

B. Mapping stage of UoCs

The following table shows that the six UoCs (all at QF level 3) contained in the RPL cluster
on Management of Security Operational Work are adopted in five of the modules in the
articulated programme (Diploma in Property Management).

UoCs in the RPL Cluster on Management Module in Articulated Programme
of Security Operational Work (Diploma in Property Management)
1. Lead subordinates to carry out
building security operational duties Supervision of security and safety
(PMZZEMB01A)

2. Supervise subordinates in handling
individual emergency cases Fire and emergency
(PMZZEMB02A)
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UoCs in the RPL Cluster on Management Module in Articulated Programme
of Security Operational Work (Diploma in Property Management)

3. Supervise subordinates in carrying out
private road control and environmental
protection work of a building

(PMZZEMB306A) Management of public facilities

4. Lead subordinates in carrying out
carpark and loading area control work
(PMZZFM303A)

5. Assign appropriate staff to be on duty at
different posts, arrange shift duties and Staff planning and supervision
on-the-job training (PMZZHR301A)

6. Lead subordinates to carry out customer Customer service and preparation for
service duties (PMZZHR304A) activities

The mapping exercise on common UoCs of the RPL qualification and the articulated
programme gives confidence about the quality of the CAT arrangement. The use of UoCs
serves as a good common currency whereby the QF level, credit size and learning outcomes
are all made explicitly clear.
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Appendix 12 Memorandum of Understanding between Institution
and Enterprise (Example of Bilateral Agreement)

An institution signs a Memorandum of Understanding with a leading property management company
with over one thousand staff undertaking various in-house training as well as continuing education
programmes from the education and training market. In order to effectively support the training
needs of the staff, the company initiates a collaborative agreement with an institution with training
specialisation in property management. Under the agreement, staff from the company having
completed the specified in-house training or successfully obtained RPL qualifications will be generally
accepted into the articulated programmes with a defined number of transferred credits. The
agreement is an effective means of supporting the learning needs of the workforce in Hong Kong.

MEMORANDUM OF UNDERSTANDING
between
Institute A
and
Company B

1. Purpose of the MOU

The purpose of this MOU is to establish a co-operative arrangement for the recognition
for QF-recognised qualifications obtained from the staff under Company B and its affiliated
companies through in-company accredited programmes or the Recognition of Prior
Learning (RPL) mechanism. It also meets the purpose of admission and credit transfer into
programmes in Programme Discipline offered by Institute A.

As one of the supporting higher education institutions under the Credit Accumulation and
Transfer (CAT) Policy under the Qualifications Framework of Education Bureau, Institute
A encourages lifelong education and strengthens the competitiveness of the workforce in
Hong Kong in the long run. Generally, those members of Company B and its associates
who have received RPL qualifications are permitted to transfer the correspondent courses
and QF credits to the programmes offered by Institute A. Specifically, those members
who have successfully completed QF accredited courses offered by Company B and its
associates may articulate their study to Study Programme or other related programmes
offered by Institute A.

This MOU aims to facilitate the employees’ progression from their in-company QF
programmes or the RPL mechanism to Institute A programmes smoothly. As a result,
employees are able to map out their own study paths more flexibly and more effectively.
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2. Implementation

This MOU shall have effect from the date of its signing, after which time the Parties may
renew it by exchange of letters. Each Party will inform the other of similar agreements
entered into with other parties.

3. Termination

This MOU may be terminated at any time by either Party, provided at least three months’
written notice is given in advance and a period of six months allowed for the satisfactory
conclusion of any activities already underway.

4. Confidentiality

The Parties agree that any oral or written information about the MOU exchanged among
them, or the terms or conditions or any other facts relating thereto, without limitation, the
existence and terms of the MOU shall be confidential information and each Party shall
preserve such information in strict confidence for a term of three (3) years. Notwithstanding
the foregoing, each Party may, without the other Parties’ prior consent, disclose such
confidential information to the extent as required by the court, the regulatory authorities,
and/or the applicable laws, rules and regulations in any applicable jurisdiction.

5. Notices

Unless otherwise notified by the relevant Parties, all notices delivered hereunder shall be in
writing and delivered by hand or given by facsimile to the following addresses:

If to Company B:

Attention:
Telephone:
Fax:

If to Institute A:

Attention:
Telephone:
Fax:
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Appendix 13 Memorandum of Understanding among Five
Institutions (Example of Multi-lateral Agreement)
Five higher education institutions offering programmes at degree level signed a Memorandum of

Understanding to foster collaboration, including mutual recognition and acceptance of credits, credit
transfer, student exchanges and establishment of learning pathways.

Appendices

Memorandum of Understanding

This Memorandum of Understanding is made among;:
[Institutions]

1. Purpose of the Memorandum of Understanding
The purpose of this Memorandum is to explore collaborative opportunities among the five
institutions in the areas which include, but not limited to the following:
* Mutual recognition and acceptance of credits among the institutions
¢ Credit transfer among institutions

¢ Student exchange on a credit-based system

2. Areas of Collaboration

Under this Memorandum of Understanding the five institutions will proceed to implement the
above initiatives with specific reference to the following:

a. Students of each institution shall be granted credit recognition and acceptance by each
and every other institution included as a party to this Memorandum.

b. The establishment of the credit transfer arrangement can be further extended to formal
articulation agreements in the future.

¢. The five institutions undertake to encourage and facilitate reciprocal exchange of students
for the purpose of academic study, joint academic research and other mutually beneficial
academic exchanges on a credit-based barter system.

d. The implementation of these initiatives shall be governed by a framework to be agreed by
the five institutions.
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Appendices

Scope of Collaboration

The areas of cooperation shall include, subject to mutual consent among the five institutions,
any academic programmes offered at any of the five institutions as deemed appropriate and
feasible on the part of the institutions, and that all institutions perceive that they are able
to contribute to the forging and fostering of the collaborative relationships among the five
institutions.

Term of Memorandum

This Memorandum of Understanding shall remain in force for a period of five (5) years
from the date it is signed by appropriate officials of the five institutions. It may be subject
to revision, modification, amendment, extension or renewal at any time by mutual written
agreement of all institutions.

Arrangements for renewal shall be discussed among the institutions at least six (6) months
prior to the expiry date of this Memorandum.

Termination

This Memorandum may be terminated at any time by any Institution, provided six (6)
months’ advance notice is given in writing to allow for the conclusion of any activities already
underway.
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Appendix 14 Suggested Procedures for Setting up Academic
Collaboration (Flowchart adapted from the quality assurance manual of an institution)

(1}
()
% This example applies to academic collaboration with a non-local partner.
g
o Procedures for Setting up an Academic Collaboration
Q
<
Step I + Examines the profile of the partner
tep * Considers the current programme portfolio in
la XXX Institution
Partner & * Considers the demands of the market
Programme + Considers mutual benefit in academic exchange
Selection
* Reports to the senior management for information
o o0 the partner identification (This step must be
made prior to any negotiation with a potential
partner institution for a new collaboration)
\/
Step 2 Collaboration * Gains senior management approval on the initial
Approval proposal for academic collaboration after lower
PP level endorsement
» Works with the partner to design the programme
Programme including QA mechanisms
—>|  Design & + Introduces appropriate local elements
Development * Plans appropriate pathways for further studies
» Completes XXX Institution QA process for
programme and collaboration approval
Step 3
* Complies with the Non-local Higher and
Legal & Professional Education (Regulation) Ordinance
> | Financial * Outside HK, follows appropriate local
Consultation authorisation or registration procedures
+ Consults institutional authorities for the financial
arrangements
y
Step 4 * Consults the institutional legal team and prepares
Acreement an Agreement
g * XXX Institution Director signs the Agreement
when a collaboration agreement is reached
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Appendix 15 CAT at Programme Development Stage (Example)

1.  Conceptual Stage

- Two leading vocational and professional education and training (VPET) institutions agree to
collaborate in designing a QF level 2 Foundation Certificate programme to be offered by one
of them (sending institutions) for articulation to a QF level 3 Certificate programme offered by
the other institutions (receiving institutions).

Appendices

2. Programme Design and Development Stage

Foundation Certificate in Property . Certificate in Property and Facilities
and Facility Management —— / Management
QF Level 2 QF Level 3
CAT
Sending institution 6 credits Receiving institution

3. Module Mapping for CAT Arrangements

Sending institution Receiving institution
Units Code of UoC Module
Supervise subordinates in handling |PMZZEM302A Fire and emergency
individual emergency cases QF Level: 3 QF Level: 3
QF Credit Value: 3 QF Credit Value: 6

Supervise subordinates in carrying out | PMZZEM303A
fire prevention measures in a building | QF Level: 3
QF Credit Value: 3

4. Agreement Stage

- Though the two partners have not signed an agreement, the collaboration at programme
development stage gives confidence in the quality of the articulation arrangement.

- Support by senior management of the two institutions, as well as effective curriculum
development mechanisms already in place, facilitated the whole process.
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Appendix 16 Operational Guidelines for Staff Handling Module
Exemption (Example)

The Staff Manual provides a set of operational guidelines for the staff in handling module exemption.
The guidelines cover various aspects, including submission deadline of applications, completion
of process, types of evidence required to support the applications, assessment of the evidence,
arrangements for interview, etc.

Appendices

Guideline #1 on time for submission of application:

- three months before the start of the coming academic year/semester (for
continuing students)

- by the end of week 2 of the first academic year/semester (for new students)

Guideline #2 on granting module exemption based on formal academic achievements:

- contents of module(s) previously studied required to be at least 80%* in common
with the module(s) seeking exemption

Guideline #3 on examples of evidence to be provided by the student in application for
exemption of “practical training” module(s) based on relevant experience:

- prescribed forms to be completed by employer, trade certificates, other relevant
documents

Guideline #4 on operational arrangements, including interview and assessments:

- interview arrangement (where necessary) - composition of interview panel, only
one interview even if student applied for exemption for two or more related
practical training modules, maximum interview duration

- assessment arrangement - standard and duration of assessment paper should
be comparable to those of the regular end-of-module assessment, pass mark
for assessment (normally 40%%), assessment paper must be vetted by Course
Leader

* Subject to the policies of individual institutions
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Appendices

Appendix 17 Database of Total Credit Value of Qualifications
(Example)

An institution assigns a Total Credit Value (TCV) to qualifications at Hong Kong QF Level 4 or
above. The TCV represents the maximum entitlement for advanced standing/credit exemption
credits subject to the maximum transfer allowed in a particular programme offered by the institution.
Qualifications are assessed based on the normal mode of study of the qualification offered by the
institutions concerned. The institution may review the TCV of qualifications as and when necessary.

Information on local or overseas qualifications which have been assessed by the institution for
advanced standing/credit exemption purpose can be accessed via a database by the general public
on its institutional website. An example of the database is as follows —

Total Credit Value (TCV) of Qualifications approved by the Academic Board/Senate

Applications towards Master’s Degree and Postgraduate Diploma (PGD) Programmes

Countrv/ TCV* (for applications | TCV* (for applications

Qualifications Institutions Re iorr{ towards Master’s towards PGD

g degree programmes) programmes)
Master of XXXX .
XXX University Australia 30 20
Master of University of
VYYY YYYY Hong Kong 30 20
Postgraduate | United
Diploma in Universit Kingdom i 20
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Applications towards Undergraduate and Sub-degree Programmes (from Hong Kong)

Qualifications Institutions Country/Region TCV*
Bachelor’s Degree XXX Colllege/XXX Hong Kong 80/100
University
Two-year Full-time L
Certificate in YYY YYY University Hong Kong 40/40
Honours Diploma 777 College Hong Kong 80/100

Applications towards Undergraduate and Sub-degree Programmes (from Mainland China,

Taiwan and Asian Countries)

Qualifications Institutions Country/Region TCV*
Graduate Student . N
Certificate Course )%?Q aUniversity of China 40/40
(XXX
Bachelor of YYY YYY University/Hong .
(Distance Learning) Kong YYY College China/Hong Kong 60/80
Certificate Course for
Graduate Student in Graduate School of China 40/40
277 777

* The TCV column indicates the maximum number of credits that could be transferred into the
institution for a 120-credit degree and a 160-credit honours degree respectively:

Example: 20/20 denotes that the maximum number of credits transferable into a 120-credit
degree = 20, while that for a 160-credit honours degree =20. 80/100 denotes that the maximum
number of credits transferable into a 120-credit degree =80, while that for a 160-credit honours
degree = 100.
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Appendix 18 Database of Courses Recognised for Credit Transfer
(Example)

General education courses are core components of sub-degree and degree programmes in
most publicly-funded and self-financing institutions. The objective of general education courses
is to broaden student’s horizons and cultivate critical thinking. As such, the general education
courses can cover multiple disciplines, ranging from philosophy and cultural studies to history and
aesthetics. One institution publishes a list of “Recognised General Education Courses” which have
been assessed and accepted for credit transfer.

Recognised General Education Courses

XXX Institution has worked with the following institutions and recognised some of the courses
offered in their sub-degree programmes. Students who have completed the listed courses will be
able to get credit transfer under normal circumstances. For courses not listed, applications will
be considered on a case-by-case basis.

Institution Recognised Course List (pdf)
A General Education Courses - A1, A2
B General Education Courses - B1, B2
C General Education Courses - C1, C2
D General Education Courses - D1, D2
E General Education Courses - E1, E2

XXX Institution reserves the ultimate right to make final decisions.
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Appendix 19 Requirements for External Quality Assurance

In its Guidance Notes: Submission Guide for Learning Programme Accreditation (March 2015
version), the Hong Kong Council for Accreditation of Academic and Vocational Qualifications
(HKCAAVQ) includes education pathways and CAT as evidence for accreditation criteria. The
relevant sections are extracted below.

Section 3 Programme Objectives and Learning Outcomes

Accreditation Criteria

Sources of Evidence

The learning outcomes should
reflect the stated programme
objectives, which are tested
through assessment. The
evidence from assessments
must show that the QF level
of the learning outcomes
corresponds to the GLD and
other relevant documents.

Programme objectives
Programme intended learning outcomes (PILOs)
Intended learning outcomes of each stream (if applicable)

Mapping of intended learning outcomes against programme
objectives

Positioning of the Programme (e.g. distinctiveness, niche,
target student group, etc.)

Employment pathways (e.g. job position and industry /
sector)

Market surveys related to demand for the Programme and
employability of graduates of the Programme

Education pathways

Evidence showing recognition of professional bodies and / or
external benchmarking sought (if applicable)
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Section 5 Admission Requirements and Student Selection

Accreditation Criteria

Sources of Evidence

The minimum admission
requirements for the
programmes must be clearly
outlined for students and staff.
These requirements and the
student selection processes
must ensure that students
enrolling in the programmes
have the knowledge and skills
to be able to undertake the
learning activities proposed in
the programmes.

Minimum entrance requirements for Year 1 entry and other
entry points (if applicable)

Admission policy (including special admission, credit
accumulation and transfer (CAT), exemption, and
advanced standing)

Student selection and enrolment procedures, including any
procedures for recognising prior learning

Maximum yearly student intake for each stage and stream (if
any)

Rationales for proposed admission requirements

The requirements of the HKCAAVQ (and the explanations about those requirements) will from time
to time be reviewed and expanded in light of the development of the HKCAAVQ'’s Four-stage Quality
Assurance Process and the Qualifications Framework.
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