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Office of the Continuing Education Fund

Continuing Education Fund

Guidance Notes for Application

Importance Notes

There are many Continuing Education Fund
Reimbursable Courses in the market, which
are offered by a wide range of course
providers. Different course providers and
their courses seek to meet the needs of
different learners and quality may vary. We
therefore appeal all CEF learners to select
courses carefully, consider your own needs
and make use of the course information on our
website (www.wfsfaa.gov.hk/cef) to verify
those provided by course providers. If there is
any question about the course information,
please call our 24-hour hotline at 3142 2277
(Handled by the staff of “1823”).

Part | — General Information

1. CONTINUING EDUCATION FUND

1.1 The Continuing Education Fund (CEF) subsidizes adults with
learning aspirations to pursue continuing education and training
courses. Eligible applicants will be reimbursed 80% of their
fees, subject to a maximum sum of HK$10,000, (whichever is the
less) on successful completion of a reimbursable course. The fees
for more than one course may be reimbursed, subject to the
maximum ceiling of HK$10,000 per applicant not being
exceeded.

2. ELIGIBILITY

2.1 Which courses?

Continuing education and training courses registered under the
CEF as “reimbursable courses”. A list of the reimbursable
courses can be obtained from the CEF website
http://www.wfsfaa.gov.hk/cef, or the Office of the Continuing
Education Fund (OCEF).

2.2 What fees may be reimbursed?

Only payments made for tuition fees for reimbursable courses,
and examination fees for taking designated benchmark
examinations in respect of language courses are reimbursable
expenses. The fees will be reimbursed only if the applicant has
successfully completed the courses before the expiry of the
reimbursement deadline and in respect of language courses,
passed the specified benchmark examinations at the specified (or
higher) level. Any other fees, such as late charges and change of
course fee charges are not eligible for reimbursement.

2.3 Who is eligible? Persons who —

(a) are Hong Kong residents who have the right of abode or the
right to land or to remain in Hong Kong without restriction,
i.e. “A” (right of abode), “R” (right to land) or “U” (remain
in Hong Kong without restriction) should appear below the
date of birth on the HK Smart ID card. For details of the
meaning of symbols, please visit the website of the
Immigration Department http://www.immd.gov.hk. Holders
of one-way permits from Mainland China may also apply. (A
copy of the one-way permit and the HK Smart ID card
should be attached to the application form);

(b) have enrolled in and paid the tuition fee on equal monthly
instalments basis for a reimbursable course before the course

commences; and

(c) are aged from 18 to 65 both at the time of application for
opening an account with CEF pursuant to section 3.1 and at
the time of submitting a Reimbursement Claim Form
pursuant to section 5.4. Sections 2.4(b), 5.4, 5.6 and 5.10
shall be read subject to this age limit.

2.4 Other conditions —

(a) Each applicant may obtain _approval for opening an
account with CEF once a lifetime only. Applicants who
have obtained approval in-principle for opening a CEF
account may enroll in other reimbursable course(s) and need
not submit a second application. However, the
reimbursement deadline remains. Applicants who withdraw
their applications of their own accord may not submit further
applications for account opening.

(b) An applicant who has successfully opened a CEF account
may submit a maximum of 4 claims for reimbursement and,
in any event, within 4 years from the date that the
application was approved. Each claim may include more
than one reimbursable course. Each applicant is entitled to a
maximum sum of HK$10,000.

(c) In respect of any courses, modules or units of study credits
for which the fees are to be reimbursed, the conditions set
out in section 2.3 are fully met and, upon seeking
reimbursement of the fees, the applicant must not have
obtained any other public funds or publicly-funded financial
assistance for the same course, such as pursuing courses
funded by the University Grants Committee, grants or loans
from the Financial Assistance Scheme for Post-secondary
Students administered by the Student Finance Office of the
Working Family and Student Financial Assistance Agency
(SFO, WFSFAA) etc.

Loans for tuition fee payments obtained from the publicly-funded
Non-means-tested Loan Scheme (NLS) administered by SFO,
WEFSFAA are not subsidised loans. If such loans are borrowed
towards the payment of fees for a reimbursable course of study
recognised for the purpose of CEF, the fees may be eligible for
reimbursement subject to all other criteria being met. The CEF
reimbursement would be used to offset any outstanding NLS
loans so borrowed by the applicant for paying the tuition fee in
respect of the same course. Any remaining balance of the CEF
reimbursement after offsetting will be credited to the designated
account of the applicant.

HOW TO APPLY

Complete the application form (SFO 192 (2015) Rev.) which can
be obtained from District Offices and OCEF, or downloaded from
CEF website (http://www.wfsfaa.gov.hk/cef) or fill in online
application form available on the website of GovHK and then
print the filled form (http://www.gov.hk/en/residents/forms/). The
completed application form together with a photocopy of the
applicant’s HK Smart 1D card and if applicable one-way permit
should be submitted by post to:

The Office of the Continuing Education Fund
Room 916, 9/F., Kwai Hing Government Offices,
166-174 Hing Fong Road,

Kwai Chung, New Territories.

Applicants may also place their applications in the drop-in_box
on 12/F., Cheung Sha Wan Government Offices.
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DEADLINE FOR APPLICATIONS

Applications for opening an account with CEF are processed on a
first-come-first served basis, subject to availability of funds. In
the event that CEF no longer has funds available, the application
will not be approved regardless of whether the applicant fulfils
the eligibility requirements for claiming reimbursement from the
CEF. All provisions in these Guidance Notes shall be read subject
to this section. Applicants should submit their applications as
soon as they have been enrolled in, and have paid for on equal
monthly instalments basis, the first course for which
reimbursement of fees is to be made and, in any event, before the
commencement of that course. Late applications will not be
accepted.

The date of receipt of the application by OCEF will be taken as
the date of application.

The application mentioned in section 3 and this section 4 is an
application for opening an account with CEF only, and does not
equate with a claim for reimbursement mentioned in section 5.4.
Separate claims for reimbursement must be made on and subject
to the terms set out in these Guidance Notes including sections
5.4 and 5.5.

NOTIFICATION OF APPLICATION RESULTS AND
PAYMENT ARRANGEMENTS

For applications containing complete information, application
results will be issued within 2 weeks from the date of receipt of
applications. If the information provided is incomplete or there
are discrepancies in the information provided, applicants will be
requested to give an explanation or provide supplementary
information, in which case the processing time will be longer.

Applicants who would like to receive an “Acknowledgement of
Receipt of Application” should attach a stamped and
self-addressed envelope and submit it to OCEF, together with the
application form. Please mark “Request for Acknowledgement of
Receipt of Application” on the envelope. If no stamped and
self-addressed envelope is attached, OCEF will not issue any
acknowledgement notification.

If applicant does not receive any written reply from OCEF 4
weeks from the date of submission, please contact us at 3142
2277 immediately.

Each successful applicant will be provided with a
Reimbursement Claim Form (RCF) which should be submitted
after successful completion of the course(s) and, in any event,
within 4 years from the date the application was approved.

A claimant should submit to OCEF the completed and certified
RCF together with copies of supporting documents (fee receipts,
documentary proof that the claimant has successfully completed
the courses and the front page of his/her bank passbook/statement
showing the name, account number and bank name / bank code).
“Successful completion™ of the course means that the claimant
must have attended no less than 70% of the contactable hours of
the course or such higher attendance requirement as prescribed
for the course (whichever is higher) and attained the overall mark
of either 50% or such higher percentage of assessment(s) as
prescribed for the course (whichever is higher) as assessed by
whichever method approved by the Secretary for Labour and
Welfare (including any examination and assignment requirements
with approved weighting). Documentary proof of successful
completion of the course may include a certificate of award, a
letter or a transcript from the course provider certifying that the
claimant has passed the relevant course assessment.

Claimants studying language courses (except written Chinese
and Sign Language) are additionally required to pass a
specified benchmark test at the specified (or higher) level
within the 4-year validity period. Benchmark tests should be
taken after the course has commenced and before the expiry of
the validity period. Claimant can make use of the same
benchmark examination to support the claim for more than one
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language course. However, the examination date of the
benchmark examination must fall after the course
commencement date of the reimbursable course used for
claiming CEF. Information on the specified benchmark tests and
levels of the language courses can be obtained from the
Reimbursable Course List in CEF website. Benchmark Test /
Examination fees may also be reimbursed if accompanied with a
claim for the relevant language course. Full details are given in
the Guidelines on the Reimbursement Procedures for the
Continuing Education Fund (SFO 204 (2015) Rev.) which is
attached with the approval in-principle letter.

Copies of all submitted supporting documents are not returnable.
Claimants should retain copies for their own reference.

Reimbursement will be made by direct credit to the
saving/current account nominated by the claimant for receipt of
the reimbursement. The name of the claimant on the account
must be exactly the same as the name on the HK Smart ID Card.
Credit card accounts, fixed deposit accounts and foreign currency
deposit accounts are not acceptable accounts for direct credit of
the reimbursement.

Claim application result will be issued within 6 weeks from the
date of receipt of the RCF, subject to complete and satisfactory
supporting documents being provided. If the information
provided is incomplete or there are discrepancies in the
information provided, claimant will be requested to give an
explanation or provide supplementary information, in which case
the processing time will be longer. In case the CEF
reimbursement has to be made to offset the NLS loans, or in
exceptional circumstances, the processing time will be longer as
well. If claimant does not receive any written reply from OCEF 8
weeks from the date of submission, please contact us at 3142
2277 immediately.

5.10 Each applicant may make 4 claims of reimbursement, subject to

a ceiling of HK$10,000 within 4 years from the date the
application for opening an account with CEF was approved. The
CEF account for the applicant will be closed once the fourth
submission of claim has been made, no matter the claim was
approved with reimbursement of fees or not, or when the full sum
of HK$10,000 has been drawn, or at the end of the 4-year period
or on the date the applicant reaches the age of 66 (whichever is
the earlier), notwithstanding any unclaimed balance remaining in
the account. Applicants are not eligible to re-apply CEF account
opening in future.

5.11For updated information of CEF, please visit CEF website

6.2

http://www.wfsfaa.gov.hk/cef.
HANDLING OF INFORMATION

Applicants are obliged to supply information pertaining to their
personal data, as required in the application. In accordance with
section 3.2.1.2 of the Code of Practice on the Identity Card
Number and the Personal Identifiers issued by the Privacy
Commissioner for Personal Data, applicants are requested to
furnish a copy of their Hong Kong Smart Identity Card. If an
applicant fails to comply with these requirements, OCEF may not
be able to process his / her application. OCEF will use the
personal data provided in the applications for the following
purposes —

(a) Activities relating to the processing and counter-checking of
an application under the Continuing Education Fund,
including the matching of the personal data provided against
other data-bases as may be required for the purpose of
verifying the criteria set out in sections 2.3 and 2.4 above.

(b) Activities relating to the recovery of payments, if any.
(c) Statistics and research.

The personal data and other supplementary information that are
provided in the application may be disclosed to Government
policy bureaux and departments and course providers for the



6.3

6.4

6.5

7.2

7.3

purposes mentioned in section 6.1 above or where such
disclosure is authorized and required by law.

If necessary, OCEF will contact the course providers, other
government departments and organizations to verify the data
provided in the application with those held by them for the
purposes mentioned in section 6.1 above.

In accordance with sections 18 and 22 and Principle 6 of
Schedule 1 of the Personal Data (Privacy) Ordinance (Chapter
486 of the Laws of Hong Kong), applicants have the right to
request access to and correction of the personal data supplied in
their applications.

Enquiries concerning the personal data provided in the
applications and requests for the correction of such data may be
made in writing to: Office of the Continuing Education Fund,
Room 916, 9/F., Kwai Hing Government Offices, 166-174 Hing
Fong Road, Kwai Chung, New Territories.

OTHER MATTERS

It is an applicant’s responsibility to complete the application form
fully and truthfully and attach all the necessary supporting
documents. Any misrepresentation or omission may lead to
rejection of application and / or full recovery of payments made
and possibly court proceedings. Applicants are reminded that it
is an offence to obtain property / pecuniary advantage by
deception. Any person who does so commits an offence and is
liable on conviction to imprisonment for 10 years under the Theft
Ordinance (Chapter 210 of the Laws of Hong Kong). It is also
an offence under the Prevention of Bribery Ordinance (Chapter
201 of the Laws of Hong Kong) to offer any advantages (e.g.
money, gift etc.) to an employee of OCEF or the SFO as an
inducement to or reward for facilitating or expediting the
processing of applications.

In the event that there is overpayment due to error of calculation,
the amount overpaid must be refunded by the applicant in one
lump sum upon demand.

Applicants should check the personal data and course data
contained in the Application Approval Letter, Notification of
Payment etc. Should there be any discrepancies in information
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such as the name of the course provider, course of study,
correspondence address or the bank account number, OCEF
should be notified in writing immediately.

OCEF would welcome any feedback you may have on the
scheme and the quality of the courses. Any comments may be
sent to OCEF or its E-mail address cef_sfo@wfsfaa.gov.hk.

THE PUBLIC’S ROLE AND RIGHT OF APPEAL

We welcome any comments and suggestions on our services and
on the way they are delivered. There may be occasions when
we are unable to meet the targets pledged. In such instances, all
applicants are entitled to a full and prompt explanation. If an
explanation is required or if you feel that your application has not
been dealt with properly, you may telephone, visit or write to us
by post or E-mail. We shall send acknowledgement to you
within 3 working days and provide a written response within 15
working days on receipt of the complaint.

If you feel that your application has not been dealt with fairly or
that our response to your complaint is not satisfactory, you may
write to the Controller, Student Finance Office at the following
address —

Student Finance Office
Working Family and Student Financial Assistance Agency
12/F., Cheung Sha Wan Government Offices
303 Cheung Sha Wan Road,
Kowloon
(Fax No. : 2519 3857)
(E-mail : wg_sfo@wfsfaa.gov.hk)

To facilitate early processing of applications and reimbursement
of approved fees, we appeal to all applicants to provide complete
and accurate information in their applications.

Should there be any discrepancy between the English and
Chinese versions of this Guidance Notes, the English version
shall prevail.

End of Part |




Part Il — How to Complete the Application Form

Please complete Parts A to E according to the instructions given in the Application Form and in the following notes. An example is
shown below:

PART A - Personal Data

1. Name in Chinese
¢ Please fill in your name in Chinese as recorded in your Hong Kong Smart
Identity Card, if applicable.

HHSSIREON For Office Use Only

REEREGRHER
2. Chinese Character Code CONTINUING EDUCATION FUND (CEF)
¢ Please fill in the Chinese Character Code as recorded in your Hong Kong APPLICATION FORM

Smart Identity Card. e —
+ Please start from the first box. EHRRISHITESM T HE5] 4 [SFO 191C (2015) Rev.| - HHRERFEERFE - MUEBIRARN -
Please refer to the “Guidance Notes” [SFO 191 (2015) Rev.] and complete all items in block letters with a biue or black pen.
SO AR SO RSP R RS U5 IE - ERRR M TR ENORRE PR T e

3. Namein English Applicants who have obtained approval in-principle for opening an account with CEF need not submit a second application before the
+ Please fill in your name in English block letters as recorded in your Hong ""'“'“’";"““"°f°"'"“""b“rm'”""r“"
Kong Smart Identity Card. ;ff,; A ;ﬁmﬁ;ﬂ%}%ﬁ?iﬁ;ﬁg e
+ Please start from the first bOX, fill in surname first and then other name. Leave Besides the fields macked with * which are optional ones, applicant is required to complete all other fi
a space between each word. Punctuation marks are not necessary. Mol il gorem sl 16[6[5]1[ ]z|z{o | T T
(i appicable) #:4 Name Code: (GHPEA KR 1 efijustified)
4. Title Nomenngin +S[EUIN]6] [claluln] [s|a]y] 19{ whlele N TTTTTTITTTT
¢ Please fill in the appropriate number. PSR FOREER, - R L sied - Samané it en G ame)
w . ) gt [PEEBERREY 2. LGREEEEE
5. Hong Kong Smart Identity Card Number %E % 7SD L ...- e “
¢ Please fill in your Hong Kong Smart Identity Card number. P . -
+ Your data should be right-justified. f?ﬁ%‘i?i&fﬁ?? e AT ] e Wftf2] ] e[ [T
* Forexample, o, et wSIE[1NIG] [s|AlK] [clo[ulrr] [ [T [[T[TTTT]T]
Eiétiﬂ;‘i:’:‘i?ylf“’"” et e
Tl Tolss el e AN R e [T T T T T TTIT]
B RN VNGl RG] TWOTAB] TTTTTTT 1T hensamsasese
6. Date of_Bi_rth ) ) ] .”E“ﬁm s AR, 5w
. E);I:rids.e fill in your date of birth as recorded in your Hong Kong Smart Identity fom wsW g ST [T 1]
+ For example, a person who was born on 1 July 1980 should fill in e

e RREIN LI
Z2f PARTB FhBME RO INFORMATION ON COURSE OF STUDY
ABC INSTITUTE OF CONTINUING EDUCATION

BREESRERY
888 CEF Course Code: 21L12345-6

DIPLOMA IN BUSINESS ADMINISTRATION

o(1jo|7]1|9(8|0

85 Nams o ostintion/ Course Provider:

DDMMYYYY

+ If month and day are not specified in your Hong Kong Smart Identity Card,
please fill in “0101” in the “DDMM” field.

el - Y
7. Correspondence Address , ccmn(l)ffe(l)mm; ne|0]1]01912

¢ Please fill in your correspondence address in English block letters in the
boxes provided.

¢ Please start from the first box and leave a space between each word.
Punctuation marks are not necessary.

+ For box 194, please fill in the appropriate number.

ces.
&“I&?nﬂf%ﬁ&ﬁ%ﬁs% LEic=] TE?}:%‘KTERE DRI F Qﬁh‘iﬂil&ﬂﬁgﬁ AMCRR AN - s

(www.wisfaa.gov.hk/cef)

. Thq tuition fees of all “reimbursable courses™ must be coliected on equal monthly instalments basis except those which have been granted
+ |IfitisaP.O. Box address, please start from box 104. exgmption by the Secretary for Labour and Welfare.  For the list of exempted courses, please visit CEF website (www.wfsfaa gov.hk/cef).
+ If your residential address is not the same as your correspondence address, j IR, For Office Use Only
lease indicate your residential address in Part D — “Additional Information of
,”)-\pplicant". Y P B'D ADD m[] SIGN mD CERT mD #e mD ve mD AG MD RS m[]
Wl [ L] e W[ TT] e WLITTTTT]] romen ity

8. Residential Phone Number
+ Please fill in your residential phone number in the boxes provided. FO 192 (2015) Rev. -t WEE PTO
+ Please start from the first box.

9. Other Contact Phone Number

+ Please fill in your other contact phone number, such as your mobile phone
number or pager number in the boxes provided.

¢ Please start from the first box.

10.Are you a degree holder
¢ Please fill in “Y” or “N” to indicate whether you are a degree holder (This
information is used for statistics only).

PART B - Information on Course of Study

1. Name of Institution / Course Provider
* Please fill in the name of the institution or course provider of the course as published in the “Reimbursable Course List”.

2. CEF Institution Code
+ Please fill in the institution code of the course as published in the “Reimbursable Course List”.

3. CEF Course Code
+ Please fill in the course code as published in the “Reimbursable Course List”.

4. CEF Course Title
+ Please fill in the course title as published in the “Reimbursable Course List”.

5. Actual Tuition Fees Paid by the applicant
+ Please fill in the actual tuition fees paid for this course by the applicant on equal monthly instalments basis.
+ Please refer to Section 2.2 of Part | of the Guidance Notes on the reimbursable fees.

6. Commencement Date
+ Applications should be made before the commencement of the course.
* Please follow the D/M/Y format.




PART C -

Certification by the Institution / Course Provider
(Applicant should submit the form to the
institution / course provider for certification and
completion before submission)

1. Certification by the Institution / Course Provider

+ This part should be completed and chopped by the institution /
course provider certifying that the information in respect of the
course provided in the Application Form by the applicant is
correct.

PART D - Additional Information of Applicant

1. Additional Information of Applicant

+ Please fill in your residential address here if it is not the same as
your correspondence address or any other additional information
that you consider necessary.

PART E - Declaration

1. Signature of Applicant
Please read carefully the declaration before you sign.

*

2. Date
+ Please fill in the date you sign this form.

|7

8 PART C Beke /- SREEHES8TE CERTIFICATION BY-THE INSTITUTION / COURSE PROVIDER

R B/ 38 B

(R 5 HH E 573 i g 5
licants should submit the form to the institution for certification and ion before

ZEFBEH / This is to certify that :
1. ERE ACHEERERZ AT R 2 3RA2 - TR aT AR A R LR AT SRR A BB S  IE AR

it B / ABC
The applicant has enrolied in the course as stated in Part B and the information given in this Application Form INSTITUTE
in respect of the course provided by the applicant are correct; and oF

. 3 . . » CONTINUING
2. HEAURRAPLHANERGERDAVRENESE | REHARYRGRIRRE EDUCATION

RZHFER 2 RRSRUT BN BRI SRN—8G ERRZRESRSHORR) -
The applicant is not a student of University Grants Committee (UGC)-funded programme(s); or the applicant is
la student of UGC-funded programme(s) but the tuition fees for the coursc as stated in Part B is not part of the
tuition fees for the UGC-funded programme(s) s/he enrolled (Only applicable to UGC-funded institutions).

ERTTAIEAR | AR
Authorized Stamp Chop of
FI%i Date: 20/8/2015 Institution

TES PART D AR ADDITIONAL INFORMATION OF APPLICANT.

GOBRE - AT Use separate sheet if necessary)
JX3 PART E S DECLARATION: ’ i

RAEEREHITHE (&%) BN/ AN EEE S0 Il 20 e ARG RRE T E R

AACHIR (EBEERLEPHES]) [SFO 191C (2015) Rev.]  WRLFEAANE « TSI © K ALEBM B IRNATIEY
BIEER  BAAF - B R AEOEN -

RN FEUEERSIER (MUTHEE WER ) IR ASREGEN  AEAARTHOEBEGESSEERY
Bifs o DRGSR STHEREN M - AANBE » BT SURIEE RS S SR ITTRE SN R B WL - BIBBIISE » 2heIeE™

ANEHBER R R RS 25 [ M05058 6 BN » IR ARDIZSR AT MY (E A R R LR - RATREIRA AR
PO R R ISR RO A AR B AT DU R AR A A R S IR AR A S e S TO SR O B -

RABE - BEEERER A - DR EASEREEAATHERNSN - AARSERSRITEERE - BAAZRY
HORERE I TEEBUR -

BESh » A IR R S SR RO R AR A R BB SO T SR DU B — SR S B ST -

T have the right of abode in the Hong Kong Special Administrative Region (Hong Kong) / right to land in Hong Kong / permission to stay in
Hong Kong without restriction / came to Hong Kong on one-way permit from Maintand China.

T have read and fully understood the “Guidance Notes on the Continuing Education Fund” [SFO 191 (2015) Rev.]. I declare that the
information provided by me in this application form is complete and true to the best of my knowledge.

Tam aware that the Office of the Continuing Education Fund (OCEF) wil rely on the information provided by me to determine my eligibility
for receipt of reimbursement of fees from the Continuing Education Fund and to assess the amount of reimbursement to be offered. [ also
understand that any omission / misrepresentation of information with a view to obtaining pecuniary advantage by deception is an offence and is
liable to legal proceedings.

1 authorize the OCEF to handle the personal data / information provided in this application in accordance with section 6 in Part I of the
Guidance Notes. 1 also give my consent to the institution / course provider concerned to release my personal data to the OCEF for the purpose of

my application or verifying the i fon provided in this application.

1 understand that the OCEF has the right to review my ication and adjust my enti for rei if necessary. I undertake
to refund to the Government of the Hong Kong Special Administrative Region any overp: tmade to me upon demand.

Moreover, I give my consent that OCEF can use the reis to offset any N d Loan Scheme loans which I have

borrowed for payment of the tuition fee in respect of the same course.

Dili?ﬂﬂ 20/8/2015
FEREM Signature & Date

SFO 192 (2015) Rev. “2- #ikH PTO

End of Part 11

ENQUIRIES

Office Hours:
Monday to Friday

Website:

E-mail Address:

24 — hour manned
Enquiry Number:

Enquiries about the Continuing Education Fund should be addressed to the Office of the
Continuing Education Fund, Room 916, 9/F., Kwai Hing Government Offices, 166-174 Hing Fong
Road, Kwai Chung, New Territories.

8:45a.m. -1:00 p.m.
2:00 p.m. — 5:45 p.m.

http://www.wfsfaa.gov.hk/cef

cef_sfo@wfsfaa.gov.hk

3142 2277

(Handled by the staff of
“1823 ™)




