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	Application Form for Registration as an Eligible Course under

the Extended Non-means-tested Loan Scheme

Student Finance Office
Working Family and Student Financial Assistance Agency


To be completed by Course Providers not having the self-accreditation status or Programme Area Accreditation status granted by the HKCAAVQ
This Application Form shall be used for submitting an application for registration as an eligible course under the Extended Non-means-tested Loan Scheme (ENLS). It is important for course providers to read the “Guideline on Registration as an Eligible Course under the Extended Non-means-tested Loan Scheme” carefully before making an application.
Please complete one Application Form for each course.  Course providers shall submit all relevant information and supporting documents as specified in this Application Form.  The Student Finance Office (the Office) may approach the course provider for further information and conduct an inspection to the premises of the course provider and that for course delivery in relation to the application.

If the space provided in this Application Form is not sufficient, please use a separate sheet.  The duly completed Application Form with all relevant information and supporting documents should be submitted to:
ENLS Course Registration Unit
Non-means-tested Loan Schemes Section
Student Finance Office, Working Family and Student Financial Assistance Agency

11/F Cheung Sha Wan Government Offices, 303 Cheung Sha Wan Road

Kowloon
Part 1 :
Particulars of Course Provider 1
	1.1 Course Provider (English) :
	

	1.2 Course Provider (Chinese) :
	

	1.3 Address :
	

	1.4 Phone Number : 
	

	
	


Note 1:
Course provider refers to the institution offering the course or the operator / local agency of a registered course under the Non-local Higher and Professional Education (Regulation) Ordinance (Chapter 493). 
	1.5 Fax Number :
	

	1.6 Website :
	

	1.7 Name of cheque payee 2 :
	

	


Note 2:
Please write in English Block Letter. The name of cheque payee should be the same as the name of the course provider or the non-local institution (for a registered course under the Non-local Higher and Professional Education (Regulation) Ordinance (Chapter 493)). In case the cheque payee is another entity, please submit proof of relationship between the course provider and that entity, e.g. Business Registration Certificate.
Part 2 :
Particulars of Responsible Person and Contact Person
	
	2.1 Responsible Person 3
	2.2 Authorized Contact Person 4

	Name :
	
	

	Position :
	
	

	Phone Number :
	
	

	Fax Number :
	
	

	E-mail Address :
	
	


Note 3:
Responsible Person refers to the Head of Organisation, e.g. CEO, Managing Director, Executive Head, Supervisor or person acting with similar responsibilities by whatsoever title or designation. 
Note 4:
Authorized Contact Person should be a member of the management who has good knowledge on the course and can provide advice and assistance on the management / administrative issue of the course.  The Office can contact him / her in connection with any matters relating to the application and the course under application in future. 
Part 3 : Particulars of the Course

	3.1 
Course Name (English) :
	

	3.2 
Course Name (Chinese) :
	

	3.3 Study Mode / 

Normal Duration :


	(  Full time (____ months)
	( Part time (____ months)

	
	(  Others (please specify____________) (____ months)

	3.4
Address of Premises for 
Course 
Delivery :
	

	3.5 
Total Tuition Fees 5 :
	

	3.6 
Number of Instalment(s) :
	

	
	


Note 5:
Other charges such as application fee, examination fee, graduation fee, continuation fee etc. should NOT be included.
	3.7 
Amount of Each 
Instalment :
	

	3.8 
Payable Date of Each 

Instalment 6 :
	

	3.9
QR Registration Number

 

(if applicable) :
	

	3.10 Validity Period of QR Registration (if applicable) :
	

	3.11
CEF Course Code



(if applicable) :
	

	3.12 Non-local Course Registration No. 7 (if 
applicable) :
	

	3.13 Name of Non-local Institution 


(if applicable) :
	

	3.14 Remarks :
	

	
	


Note 6:
For example, the first instalment is payable one month before commencement of the course.

Note 7:
For any change(s) to the registered course made which is / are not reflected in Education Bureau's website accordingly, please also submit to the Office copies of all related correspondences between your institution and Non-local Course Registry of Education Bureau.
Part 4 : Supporting Document(s)
The following supporting document(s) should be submitted with this Application Form:

4.1 All courses:
· Copy of the Business Registration Certificate and the most recent Annual Return submitted to the Companies Registry of Hong Kong, or proof of exemption under section 88 of Inland Revenue Ordinance (Cap. 112) (if applicable) 
· Sample(s) of admission letter with payment schedule (for different study modes)
· Sample of official receipt for tuition fee payment
· Promotion / publicity materials for the course
· Copy of HKID card of the Responsible Person
· Name cards of the Responsible Person and the Authorized Contact Person
· Others (please specify : ______________________________________)
4.2 Courses accredited by the HKCAAVQ:
· Copy of the Statement of Accreditation Approval issued by the HKCAAVQ
4.3 Registered courses under the Non-local Higher and Professional Education (Regulation) Ordinance (Cap. 493):
· Copy of the Approval Letter / Certificate of Registration issued by the Non-local Courses Registry of the Education Bureau
· Copy of the letter “Premises for Conducting Courses under the Non-local Higher and Professional Education (Regulation) Rules” issued by the Non-local Courses Registry of the Education Bureau (if applicable)
Part 5 : Statement and Declaration by the Responsible Person
I / We wish to apply for the registration of the course mentioned in Part 3 above as an eligible course under the ENLS. In consideration of the Government agreeing to assess and where applicable approving our application, I / we agree to abide by all Terms and Conditions which may be stipulated and amended by the Government from time to time, including without limitation those specified in this Application Form and in the "Guideline on Registration as an Eligible Course under the Extended Non-means-tested Loan Scheme". 

I / We have read the Annex to this Application Form regarding the collection and use of the personal data collected.  

I / We will fully cooperate with the Student Finance Office (the Office) to provide all relevant required information and to permit any officer authorised by the Office to conduct inspection to the premises(s) delivering the course(s) and inspection of the course information for processing the application, or for the purposes of the administration of ENLS, and to facilitate the inspections with or without prior notice.

In the event if the course is approved as an eligible course under ENLS, I / we hereby undertake to observe and comply with all Terms and Conditions subject to which the approval is granted and may be modified by the Office from time to time. 
I / We declare that all the information provided in the Application Form is accurate, true and complete.  I / We understand that it is a criminal offence to provide false or misleading information and the course may be subject to de-registration under such circumstances.
	Name of 
Course Provider
	:
	

	Signature of Responsible Person 
	:
	
	
	

	
	
	Chop of Course Provider

	Name of
Responsible Person 
	:
	

	HKID Card No. of
Responsible Person 
	:
	

	Date
	:
	




	Annex
Handling of Information

1.

The personal data provided in the Application Form are collected by the Working Family and Student Financial Assistance Agency (data user) for processing the application for registration as an eligible course under ENLS and the maintenance of the Register of Eligible Courses under ENLS.
2.

Specifically, the Application Form will be used by the data user for the following purposes:

(a)
All activities relating to processing the applications for registration as an eligible course and maintaining the Register of Eligible Courses under ENLS, including matching of the personal data provided against other databases;

(b)
All activities for processing and recovery of fee payments and the seeking of indemnification under the ENLS;

(c)
All activities for providing information of the registered ENLS courses to potential course participants or other members of the public;

(d)
Statistics and research for operation of the ENLS; and

(e)
Any other legitimate purposes.

3.

The personal data and other supplementary information that are provided in the Application Form may be disclosed to other Government policy bureaux/departments/organisations and other relevant bodies for the purposes mentioned in paragraphs 1 and 2 above; or where the Responsible Person(s)/course provider have given consent to such disclosure; or where such disclosure is authorised and required by law.  The provision of personal data to the data user by the course provider is voluntary, but if the course provider fails to provide the personal data required, the data user may not be able to process its application.
4.

If necessary, the data user will contact the Responsible Person(s), the Contact Person(s), government departments and other organisations to verify the data provided with those held by them for the purposes mentioned in paragraphs 1 and 2 above.

5. 

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), the data subjects have the right to request access to and correction of the personal data provided in the Application Form.

6.

Request for access to and correction of the personal data provided should be made in the Data Access Request Form which can be downloaded at the website of Working Family and Student Financial Assistance Agency (https://www.wfsfaa.gov.hk/en/privacy_policy.htm) and sent by post to: Administration Section, Student Finance Office, 12/F, Cheung Sha Wan Government Offices, 303 Cheung Sha Wan Road, Kowloon. 


(For office use only)





SFO Ref. No. : 	





Date of Receipt : 	





Course Code : 		
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