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Equal Opportunities Policy
FEREBOR

Institute for Tourism Studies (IFT) is committed to giving academic
opportunities to all appropriately qualified applicants regardless of
social, ethnic and religious backgrounds. This commitment is
consistent with the principles of justice and equity, and conforms with
the spirit and intent of equal opportunity. IFT ensures that the
strategies and all processes associated with admission, teaching and
learning, progression and assessment are equitable and undertaken
with awareness of the different needs of students and directed
towards the encouragement of academic and personal development.
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Courses offered by Tourism and Hotel School

BiSR BB SR ER AR

1 Regulations Governing Courses offered by Tourism and Hotel

School (THS) SEE# =

a. THS offers several courses to the public and customizes training
programmes to companies and institutions.
TSR SO RSB Ky N TR R (2 THERAR M0 Ry R[5 2 &) St e 3
u%*i °

b. A THS student shall be awarded a certificate or a diploma provided
that s/he has
FrE DU MR n RS MERE EEOUR ¢
i. undertaken a programme of study according to the
duration stated in the course plan fR#EERIE K458 R,
ii. completed the internship and the practicum if required,
according to the study plan 2 EE (LA ) ;
iii. attended all compulsory courses &S A MER]
iv. passed the prescribed examinations BB ENE
v.  paid the prescribed fees; and &3z FrEZE
vi. abided by the School’s regulations E~FE A IR 25 H &

1.1 Admission Requirements AZ2EH5k

The entry requirement of each course is specified in the course plan.

FERERAE R AETH -
1.2 Duration of the courses {E:EFH]

The duration of each course is specified in the course plan.

B R R AN ETH -
1.3 Course Outlines 3R A48
At the beginning of each course, lecturers shall present their students

with the course outline(s) which shall include:
TR SETR RN EZERHEMERM  AEE

a. Course objectives ff2 H i

b. Programme contents ;RfEANZE

c. Supportive bibliography; and 4t &%=E

d. Course weighting and assessment method :Rf2ELEFIEEAL T



1.4 Class Records H#Ete%

Lecturers shall record the class progress and students’ attendance at
each class session in the summary records or via SCSI.

AT A R AE S8R M B SCSI_E RS 2 I N A M B HFFEIF M -
1.5 Registration i

Registration is not complete until all fees have been paid and all
materials duly completed and submitted to Technical and Academic
Support Division.

2R DASICCFTR B R AR B B B 3 R R i B T LA SE At i
T4 -

1.6 Course Load sERET/EE

A student shall not be allowed to take courses for which the class
schedules are conflicting.

NFEEE R A E AR -

1.7 Course Exemption £l H& %

There is no exemption policy in the courses offered by THS unless

otherwise specified
BREFHIGTERSN » B H B RN B A IR FOB SR B2 RGRAR -



1.8 Grading System EE43&IfE

Grades are awarded according to the following systems:

SESTRET :

Letter Grade Standard Percentage
SRS s L
A Superlative, extraordinarily good, 93-100
remarkable JE LHY
A- Excellent, first class &k 88-92
B+ 83-87
B Very good, well above the reflected 78-82
average performance--574F ~ #EH—FE
B
B- Good, above averagef + tb—fi&4F 73-77
C+ 68-72
C Median, neither notably good nor bad 1 63-67
&~ (BHURIARE
C- Acceptable; needs improvement F[ {57 58-62
1o A AU
D+ 53-57
D Weak; barely acceptable #57% » &% 50-52
F Below the minimum required standard — 501

failed A EAREDK ~ R &1
Note: Letter grades are official grades. Grade points are used for the purpose of
calculating GPA. Percentage and scale are for reference only and to facilitate
our students to pursue their studies overseas
0 FRERIIERRKET TR TR ATE - T E ot BE B E
EVIMH I ESE 2/ -

1.9 Class Attendance and Absence HfE EELE

a. Attendance shall be taken by the lecturer.

BRI AT R -

Fulfilment of all evaluation components as prescribed in the course
outline is a precondition for a student’s passing that course.
B2 A AR BT 8 SR AE KA L P A ST ZEK A BE BUS Z B & A8

& o
558

A student who is unable to attend classes must inform the lecturer
concerned and Technical and Academic Support Division in written
document or email at the earliest opportunity. A certificate of
sickness from a registered medical practitioner shall be submitted
within 3 days when absence is due to sickness. A student who is
absent without proof and approval from school from a
course/subject for more than 20% will receive a fail grade.



BAEARAET S LER - AR DAE T A S EE S R BRI AT
o2 B ES - 40 DR (R A R AE B 3R P AR AL sk M B £ A
FREEHVRREEHT © BAEARAE U REE I ROR TR AR BRI 2 1 1
ERRIFEIHY20% > E A S o

d. Students should be punctual for all classes. Late arrival may result
in, at the discretion of the lecturer concerned, not being allowed to
enter the classroom, in which case the student will be registered as
absent.

B DRI EER - SRR R A M AGRE - AR R Rl
FE o

1.10 Deferral of Study{R2

There is no deferral policy in courses offered by THS unless otherwise
specified.
FRFFAIETHASN » PRERSIEA 228 FH R BB G SRR -

1.11  Withdrawal ;B2

A student may withdraw from the Institute by written document or
email to Technical and Academic Support Division for request. The
withdrawal is official only after it is accepted by the Head of Technical
and Academic Support Division. BE>KEEANEL AL PV DL E R 5 =B EEE)
FIR TR MTHHEN A - BT A RERAY H a5 R A RO B BT B Bh B0 PR R
&% - JIEIAERY -

1.12 Release of Certificate 2258 E

When all course grades are received and approved by the Director of
THS, certificates will be issued by Technical and Academic Support
Division and the students will be notified for collection.

BRI O I A R L A B AR AR PO B R Bl Bk A
HAHRHES S RN B AR SR -

Students who have doubts about the course grade or project grade
and wish to appeal must send their requests by written document or
email to Technical and Academic Support Division within one month
upon course completion results are received. Any request received
after this period will not be dealt with.

BB AU R AR R EA BIR D BT 0 FERSRE e AS MBI pl s 1 — 1
F DA T 5 2 B ) i e B R i B A PR S AR K R IREATE 4R
HHEDRIRE A i P24 -



1.13 Change of Contacts ¥ ¥tk

Any correspondence from the Institute mailed to the last address
provided by the student to Technical and Academic Support Division
will discharge all the Institute’s responsibility for notification. Students
must notify Technical and Academic Support Division of any change of
their personal contacts (address and contact numbers). Students of
the diploma programmes can make the change through portal.

ROt B E TR B A G 4 B B A R It L B 3 S R - ANERAE B DO AL e
FAEAGEEITHEES - SCRSMERVEE AT E M\ A LG E 1T -

Evaluation/Assessment F%£%
2.1 Evaluation Components g% 5%

IFT follows a continuous evaluation procedure. Therefore, the following
should be considered

SR EAEER I R R LAY T 3 > IREEHAZ IR 5 TP

a. All components in the evaluation mix, e.g. quizzes, assignments,
projects, etc., are compulsory and students may not skip any of
them in order to pass the course.

FRAEIEHZ » 40HIES ~ DR ~ /NERESEHZ O ZHY - BAEFERRET
JICE PR —IR - PRI ER AR AR -

b. Any kind of assessment method can be used, such as
examinations, project discussions, or presentations, as stated in
the course outline distributed by each lecturer at the beginning of
the course.

SRR RRAE AR Rk 3% HERAE R4 - TR IR T2 a0t ~ /I
SHETEm eSS -

2.2 Responsibility F{E

a. Students are responsible for checking the dates, times and
locations of their evaluation for the different courses, and for
presenting themselves for evaluation at the appointed places and
times.

BRSPS A - B R EL o WRRERT - HhEEH

b. Students are always required to bring along their personal ID Card.

BRI B D sE IS -



In some courses, students are allocated specific desks for each
evaluation they are taking. When applicable, students are
responsible for checking their desk numbers, which are posted at
the entrance of the evaluation venue, before the commencement of
the evaluation. Any student who cannot find his/lher name on the
seating plan should inform Technical and Academic Support
Division immediately.

B EREE T, B T RE L HE RV EAT - B AR VVH BT AR R AL
RIS MY AT TSR A - AT AT RN AR BB F L RE 5%
SR BB AR Ao B2 EH B E ©

. Students will be admitted into the evaluation venue by the
invigilators at least 15 minutes before the commencement of the
evaluation and all students should be properly seated 10 minutes
before the evaluation starts. Upon entering, students are subject to
the authority of the invigilators and must act according to any
instructions given by them. In the first 15 minutes of the evaluation,
Chief invigilators reserve the right to admit or deny admission to
tardy students and even if admitted, no extra time will be given.

LA VA F AT 15 7 i F 2 UG - 0 E i [ AT 10 75§ A
JE - HE G 1R - B DVAIRGE TS N BHUHES | - M4
SBHIGTRAYE 15N FE - HR S B A T EdEEZ A EA
5 0 B st s s - FEEEAA TR -

. When required, outdoor clothing, briefcases and similar items must
be deposited in a place well away from the students, as directed by
the invigilators.

B WVRIEEE AINEDK - 9N - AEEEYERNEERTT -

If written examination is required, no students will be permitted to
leave the venue during the first 30 minutes, unless they are told to
leave by the invigilator concerned. A student wishing to leave the
venue temporarily may be permitted to do so, and s/he will be
accompanied by an invigilator.
PEEHFZ 1R E 30 AR - 8% BEORIRIN - B4
REIFEERE S - WVRACE B[R R R [E T 5 AT EER

. 1. If circumstances arise during an evaluation which, in the opinion
of the invigilator concerned, render it necessary to be cancelled
or postponed, the Chief Invigilator will stop the evaluation and,
as soon as possible, arrange for the written scripts to be
collected. The incident will be reported to the Head of Technical
and Academic Support Division.



h.

2.3

FalliE > iSRS R E IR eSS ECY - HE
B BRI BB BRSSO A ROl BB iR B
i R o

ii. When a report is made under such circumstances, the Head of
Technical and Academic Support Division will investigate the
matter reported and take necessary action. In the event that
another evaluation is ordered to be held, the new evaluation will
be deemed to be the prescribed evaluation, and a report will be
made to the final decision-making bodies concerned.

WEFAELL BB - R B R RR A TR A PR - 1E
BLZPFEFZNEILT - EHAIMERAEET - MRS 2R
HZEE -

Students will comply with all instructions concerning the evaluation
system as given by the course lecturers.
B R STR SEATE T R -

No person may impersonate a student, nor may any student permit
himself/herself to be impersonated at any evaluation.

R BRI R G it A -

Students are not permitted to remove question papers from the
venue. These are to be collected at the end of the evaluation
together with the written scripts.

BANGERE GG - FrArsE G E O E S 5l
FAg U] -

It is the responsibility of the student to ensure that all loose pages
are securely fastened into the answer book and that all work which
is to be considered by the examiners is handed in. No work that is
removed by the student from the venue will be accepted for
consideration by the examiners.

B4 VNI P A R T H RN BN MR TEF A - £
fo[& FT B TR A L -

Use of Materials and Aids B8 #a{E

Use of dictionary of any kind is NOT allowed in the examinations
unless otherwise stated

PREFAIETIASN » 5 5k A 1 AT Ry - 8 -



b.

e.

Students are not permitted to bring pencil cases to any examination
venue and they should only provide themselves with the necessary
writing and drawing tools.

ARG BN E O ASYS - iR S A -

If written examination is requested by the lecturer, all questions
should be answered using only scripts, answer booklets,
supplementary sheets and other materials provided by the Institute
for that evaluation. Students at any evaluation will not be permitted
to have in their possession or to make use of any paper, books,
notes, instruments, aids or other materials unless expressly
authorised in the rubric of the examination. Details of any such
materials and aids which may be permitted in the evaluation will be
provided to students in advance by the invigilators. Authorised
materials and aids will be subject to inspection by the invigilators
WMFBHETES - PAEEBTER - MTHEAM AR (it 2 At
RS o ARTER T - BAAEF R BRI A S0E AL B Rtk ~ &
A~ E5 - TREUEMEBYG - EFRENEHERI - KRITR
FHRATAM R HG T E A LR kY o 55 SR ER S AT E R
7 o

In the event that electronic calculators are permitted for use in an
evaluation, they should be non-programmable unless explicitly
allowed by the relevant lecturer, hand-held, self-powered, and
silent in operation. They should not possess any graphic or work
display facilities. Students may not use any external media
associated with an electronic calculator, such as instruction
booklets, magnetic cards or memory modules. Students are
responsible for ensuring that their calculators are in working order,
have a sufficient power supply, and that alternative means of
calculating are available in the event that their calculator should
fail.

e E TR ERAIEN T - H AR ARt &% - B
WARTHE ~ FRZEAMLIEREEE - NS AR EGEIRIIRE s A
BEHASAERINMET ~ W REGECIERSS - BAEVEER G R A 7T
& BIF B R et AR R ELIE A -

All other materials provided by the Institute for use in evaluations
must not be removed by students from the evaluation venue.
BN REAS T B hEb R At -



2.4

a.

25

Misconduct during Examinations &R ET B

Any student who is suspected of cheating will be informed by the
invigilator concerned, who can disqualify any student who is found
guilty of misconduct.

5 BEEEER A A HERAVIT Ry » SR ERTHAUN SR ER -

Should the Institute find a student guilty of misconduct, dishonesty,
or irregularity, the student will be disqualified and awarded an F
(Fail) for that course. S/he may be expelled from the Institute,
subject to the decision of the IFT Disciplinary Panel.
WERRENERFARNES - RRESAEENTE %A
SHEASMZ B AR a8 - 2 B A RREUH E &R -

Mobile phones and other communication devises should not be
brought into any examination venue. If found on a student’s body or
desk, the mobile phone will be confiscated and the incident will be
recorded as misconduct.

AR TE B S B MBS A5 - WA - Z s Est
B ZUL R R N IEETT Ry B -

Submission of Marks 238538

Course lecturers are required to submit completed mark lists to
Technical and Academic Support Division within 7 calendar days
(including holidays), of the completion of the evaluation.

P BB F sl G R IR TR A (CEFEEEIAN ~ H AR # o8
T B EEA TN

2.6

a.

Supplementary Evaluation #§%

A student who is unable to attend an evaluation under normal
conditions because of illness, misadventure, or other extenuating
circumstances, or who would be significantly disadvantaged if
required to do so, may be permitted to retake the evaluation under
special conditions. Such special arrangements, which may include
additional time, or a re-scheduling of the evaluation, will be
approved in advance by the Head of Technical and Academic
Support Division after consultation with the lecturer concerned. In
all other respects, the regulations governing evaluation/assessment
will apply. Any student requesting special arrangements on medical
grounds will be required to substantiate his/her requests by
presenting a certificate of sickness from a registered medical



practitioner or other documentary evidence. Any student requesting
special arrangements on other grounds may be required to
reimburse the Institute for expenses incurred in such

arrangements.
BRI ~ B NBELA A TR TR A R i > St
FEB SRR A ROR AT - FERRAITOR T TR SeE

% o MBHHYZHE > AR B - R il B B2 o ik BB LA BH
Bl R FFERIE » AEEH ST - RSB e AT — e Al -
WERLE R R AE S H 5t > VA [ R BB B B0 P2 A ik M Ed A
P #HUREIHE - TR LRl 2 BN E AR SR AR -

. A student is required to inform the Head of Technical and
Academic Support Division in writing immediately if for any reason
s/he is unable to sit for an evaluation because of illness, accident,
legal duty or other causes, or if there is any factor arising
immediately prior to or during the evaluation which the student
believes could adversely affect his/her performance and which s/he
wishes the examiner to take into account when assessing their
performance. The student’s letter must state clearly the evaluation
in question, the cause of the absence, or the manner in which the
performance was affected, and must enclose the relevant
supporting documentary evidence (e.g. medical certificates).
BAMREER - B » BITEARFRB S EMFE R ARESIIFH - 5
AL ERRMEZEREEHRE - 0L RILE R i AR i 2 il
BIERRR £ » MBAE AR HL A T e BB i R B A B K _EAHRR
IS - AIEE ARG -

. Any student failing to give notice as specified in (b) to the Head of
Technical and Academic Support Division within 24 hours after the
evaluation concerned, discounting any Saturdays, Sundays, and
public holidays, will lose the opportunity to sit for the supplementary
evaluation

WELAREENF 1% 24/ N (EZHIN ~ H RARRIRRSN) W2
TP S R SE B HTERS -

. A supplementary evaluation may be replaced by other forms of
assessment like projects, assignments, etc. and should in no case
be more than the weighting prescribed in the course outline

578 o] DUHA 2 0 T 08 ~ 5 E  (EN RS IEER AR A
Fr&H Z EREE -

. No second chance would be given to students who have failed to
attend the supplementary examination as scheduled



2.7

2.8

TR S RIS A A SR E B F

There will not be any discount on the weighting for supplementary
examination

T AR TR -
Re-sit Evaluation &%

A student whose course average is below 40% is required to repeat
the course and may not register for a re-sit evaluation except in
very special circumstance approved by the Head of Technical and
Academic Support Division. A student requesting re-sit evaluation
should have the courses officially enrolled

SEEEFNA0T) - BRIERFAISLET T MR EZHREY - IHEE
- BALAERESEN HEEREM °

The grade of a student who takes a re-sit evaluation can be raised
no higher than “D” (Pass), regardless of the score achieved in the
re-sit evaluation.

FEmEFNE I &K FrAEFIRED A ESIRD” (Al SR D
B -

A student is allowed to take a re-sit evaluation for a failed course
only once.

R A E S -

. A re-sit evaluation may be replaced by other forms of assessment

like projects, assignments, etc. and should in no case be more than
the weighting prescribed in the course outline.

EHE A DLEAN TR T - GE - HET o EREEERE RS
Fr3tH Z LEEE -

No second chance would be given to students who have failed to
attend the re-sit examination as scheduled

RIS S R AR A RS2k -

For international qualifications, re-sit evaluation is subject to the

policy of the concerned organization.

e e < B H R IR AH A A BOR ek -
Evaluation/Assessment Schedules SEE/FZZIFEITR

Evaluation or assessment schedules are sanctioned by the Institute
and individual arrangements between the lecturers and the



students are not acceptable. If the lecturers consider the request to
be legitimate, the lecturers should advise the student concerned to
write a letter of petition explaining the nature of the request. This
letter should be addressed to the THS Pedagogic Council for
consideration.

PRI ER R Ef - S2EBIEERTHYRL N LR N %2
(Y o ANEEANIERERERYEOR - SHAT AR ERAE M B 2 ACHE K E DL
RHERANE - %A KERHEZ B EHZ -

b. In most cases, requests by students for special dates of scheduled
evaluation/assessment will not be entertained with the exception of
the following:

—FRIEIT RO G ANER AR B G T R ECE R H AR EEK - T

FIED RS |

i. In case of force majeure affecting the student and the Institute,
Technical and Academic Support Division shall determine the
appropriate dates for a re-scheduling of the evaluation/
assessment.

WA GRS - s BB AR BB - Rl BB Mol B B 2B
WY EAEEEH -

ii. Inthe event of extraordinary cause, it will be considered by the

THS Pedagogic Council on a case-by-case basis only after
submission of a petition letter by the student concerned. The
applicant, within a reasonable period of time before a
foreseeable or after an unforeseeable alleged extraordinary
cause, shall write a letter addressed to the THS Pedagogic
Council stating the cause for which s/he is applying for a special
evaluation/assessment sitting. The applicant carries the burden
of providing proof to the THS Pedagogic Council that an
extraordinary reason exists.
WMRF R H > B2ERR AR H RERLHEMNZEGE
B o FERITHAIRVIE D N ERA R IR S - AR A THAIE L T e
R - FHEELHAENZ B S 2B S EFFE TR
R -

c. The THS Pedagogic Council will then deliberate on the merits of
each case and determine whether granting of a special
examination is warranted.

2oz B G R R R B8 R At -

2.9 Cognizance of Evaluation/Assessment Rules S0 VE/Z#
Z AN

Every student will be deemed to have both understood and accepted
these evaluation/assessment rules.



AT S AMAE BRI A 2 DL PR E -

Code of Student Discipline Z4£47£E5F4)

a.

All students of the Institute are obligated to comply with this Code
of Student Discipline whilst on campus and/or when acting in a
capacity of representative of the Institute

P 2 A AR E N SRR e B A3 R D T I <A -

Students must abide by all the rules and regulations stipulated in
this Handbook

BB AT MHIFTARUE

Punctuality in reporting for classes is very important. Lecturers may
enforce such through provisions detailed in the course outlines.
B4 EAERT EER - SRR E AR R4 e -

. Attire on campus, is to be smart casual and befitting an individual

who aspires to become a professional in the tourism and hospitality
industries.

FEBEN DREFERRRHIAE - DUBIER AR R RIS TESE R -

As a matter of courtesy and in order not to disturb others, the use
of mobile phones or pagers, even if they are in vibration mode, are
not allowed during classes, evaluation sessions. Any violation will
lead to disciplinary action.

Ry TIBAM N S RIEAEAAGHEE - FERRE ~ sPAERE T B At 2R ORdr
LEFHMIE - SRR EEE - N SE TR E IR - BEAE
RS NI SER - BB

Smoking is allowed only in Aerial Garden, veranda of Pousada de
Mong-Ha, Windows Cafeteria (outdoor area) and alfresco of
Educational Restaurant while food and beverage consumption is
allowed in Aerial Garden, rooftop of Inspiration Building, Recreation
Room, Cafeteria and Educational Restaurant. Disciplinary action
will be taken against offenders.

HAEZEDICE - EEAEEZIMNRE - 2E KB TEE (FIMAE
&) RAEBERARAES RFPRE - foa HIRNZEEE - BUEE
THE ~ IR~ B B TR R BB - EE TR Y -

. Students who wish to do anything in the name of the Institute must

first obtain written permission from the President. Without this
written permission, no student may claim to represent the Institute
in any matter whatsoever, including correspondence with the press
or public.



B MR B FE T AR ES) > MRRSC AU &
EE°Eﬁ%i*%ﬁ%@%ﬁﬁﬁ?@@ﬁﬁ&ﬁu%E%%%

. Students who wish to arrange activities open to members of the
public must obtain prior permission from the President. The
students concerned shall be responsible for the good behaviour of
the visitors.

B4 B AR IREES VRIS AL - HEIS AR BT
RPN RIRES

All Institute property and installations must not be defaced,
damaged or removed. If Institute property is damaged or lost, those
found responsible shall be liable to meet the cost of its repair or
replacement in whole or in part.

AT NI HRER ~ BB ARFREBBE AT 2 SR - AL AR
BRI EIY) - A AR M E N EZ A -

Students should assist in keeping all parts of the Institute clean and
tidy by utilizing the rubbish receptacles provided.
BALTERFFEUS RS - EMEha BRI

. Students may put up posters or notices only on designated notice
boards after being given expressed permission by the Head of
Technical and Academic Support Division. Unauthorized posters
and notices will be removed.

B A E R BB B Ml R AT - AEAE E MR RIG SR es
e o REEFFAIHBHR SRS -

Students are permitted to play musical instruments and personal
audio/video devices only in areas designated for such purposes.
The usage of devices which emit sound that may infringe on other
persons’ privacy in public areas is prohibited.

B2 A U ATE 5 7 M REZ= 4 (i P (Rl 2 et - ARt 725 IR
DL EgstfHHEEAMAA -

. The parking of student vehicles must be within designated parking
areas. Parking in non-designated areas will result in the vehicle
being removed or clamped.

2R VRTEAE E MRS I E o R DI E R i T o

. The campus is open to students on the days and times as agreed
to by the President; information can be obtained from Technical
and Academic Support Division or the Reception.



FREIESE E R [ R H BB © AR B SCRE el o] e il e Al B 0 5
PR A

Notes taken in lectures, course materials supplied to students by
lecturers/instructors and information given are for private study
purpose only. The copyright of all these materials belongs to the
Institute.

ZRF HelRE TEANERNE FENE IR NEFERR > H
FEHE Ja itk e B2 e i S BB G SR BT

No audio or video recording within the premises of the Institute is
allowed, except with the permission of the Director of THS.
AHER BN E AT T a5t - FERRIEER AR R B SRERAL
PEARMLAEEFRSD -

. The course lecturer has the right to exclude from class any student

whose behaviour disturbs the rest of the class or does not abide by
any requirements laid down by the Institute.
AT RE SO BLERE R 5O BT 2R R A Y B2 A BB ER = -

Students who fail to abide by the rules and regulations for more
than two times may be requested to withdraw the course
immediately with no compensation.

WNERA AR ST HR A R R BRI 2+ m] e T BB SRR BT A ST AT el

f& -

Lecturers may request the student, who is considered not suitable
to attend class, to leave classroom due to his/her (physical or
mental) condition.
?gﬁ%ﬁﬁé&iﬁ%&éEE@ﬁ%EﬁHﬁ%EEE*%?$%K%§PFﬁié%i:%ﬁ’ AR ERA:
2 o

4 Scheme of Jurisdiction in Cases of Offence against the Rules

Governing Student Behaviour ZEFE 7 X7 E)]

4.1 The Student Discipline Panel 24524y /NeH

a.

The Student Discipline Panel (hereafter called “The Panel”) shall
exercise summary jurisdiction in major offences against the Code
of Student Discipline, and also deal with appeals arising from minor
offences.

Baggsy/NE (DUNER T/NH L ) B R R R
HIEiAgk 2 EHT -



b.

4.2

The constitution of the Panel may consist of the following members
/NHFFEH T FI N B4R

i. The President [#&

ii. The Vice-President gl &

iii. The Director of THS Jfit£ ;7 )5 EER K&

iv. The Academic Coordinator; and/or 32 F{F » K/=k

v. The Head of Technical and Academic Support Division#%; {852

(L BENAN

In the case of minor offences as defined in 4.2a, jurisdiction shall
be exercised by one of the authorised officers of the Institute as
stated in 4.2b and appeals will be heard by the Student Discipline
Panel as stated in 4.1b.

RfgEL (41 4.2a) KEHZHRENAR (F %Fﬁ 4.2b) H - 4
B R AIE24ERS/NE (F2R 410 ) &

In the case of major offences as defined in 4.3a, jurisdiction shall

be exercised by the Student Discipline Panel as stated in 4.1b.

Appeals will be heard by the President through such mechanisms

deemed appropriate (see 4.4).

B EAEK (M4.3a ) REEAERD/INE (55254.10) Hk - 0F
B AldbeRIZEE IS (F5254.4) FHL -

Minor Offences ¥f5iEs

The nature of minor offences include

BB R E B

i. removing property without permission but without the suspicion
of theft
REHEAET - BHBEARIAY) - BI2H BRI HSE -

ii. rowdy, boisterous or anti-social behaviour resulting in damage
to property or disturbance to people where such behaviour is
not intended to result in damage disturbance
JFE B EHBE NP RIS s SR N AR T Fs -

iii. any activity of a mischievous nature which may result in
disruption to the normal functioning of the Institute but which
stops short of damaging property or causing injury
(EAT W BREER e 1E 5 AR B R B M R B [ 2 (R
TEBIT R -

iv. any offensive activity of less seriousness than those that would
normally be regarded as a major offence
(EATE Y B R ok 2 V) -



b. Jurisdiction #I[4
The following Institute officers are authorized to deal with minor
offences

ez AR FRRE A SR Y A\ SRS -

iii.
iv.

V.

The President [ £

The Vice-President gllfZ

The Director of the THS Jig3E &l £ ERKE

The Academic Coordinator; and/or 32 ¥ (T » K&/=k

such other officers as the President may designate from time to

time Pt RZ(EZHM AR

c. Procedure 27

In every case, the student concerned will be specifically
informed by the Institute officer identified in 4.2b or his/her
representative of the details of the offence alleged to have been
committed and even the opportunity of defending
himself/herself
HRAZARHEAUE R (4.2b) Bl A BRVEAEHEAHR 2 A
B E R AIARET SR B AL B B G -
In cases where guilt is admitted or proved, except where the
penalty is an oral warning, a record of the offence and of the
penalty will be kept by the Head of Technical and Academic
Support Division
WEMZARKTIBRBGERT RSLGEEE » R T OHEESN B
AR £l fe B RO S RF S o BE ST Bh B RE RAFAE -
When guilt is denied, and the Institute officer has found the
student guilty after considering the evidence, the student has
the right to appeal to the Panel through the Head of Technical
and Academic Support Division. The appeal, which must be
made within 10 working days of the decision, shall be in the
form of a letter and must state the grounds on which it is made
WERABRRHESE - ME A BBEIBEHLIAIRE - BAAEER
o B2 MR B0 RE £ 5/ NH_E ST - HA AR HI & 1008 TAE R
P DA R O SRR
The grounds for appeal when guilt is denied shall only be
acceptable if they relate to either
EEFER HE DL Hh—IE AR
i. fresh evidence which for good reason had not been
presented to the Institute officer at the time of his/her
decision; or
fRHiFrES IR M se B A HI A Al N S ERAY R R AR AR AL -
ii. a material irregularity of proceedings in the Institute officer's
disposing of the case
RS IE R -



Vi.

Vii.

viii.

The Panel shall meet within 10 working days of the date at
which the appeal is lodged with the Head of Technical and
Academic Support Division.

/INGE R A Bty R B2 Al e B B U 5% _E SR 104 T AE RN B & &5
E

The student shall have the right to appear before the Panel to
explain the grounds for the appeal. S/he may call such
witnesses in defence as s/he may think fit provided that the
Head of Technical and Academic Support Division is informed
of their names at least three working days prior to the meeting
B AREEOR A/ NEE TR TRV - BNV REEORE
HEHAEEA - AR/ N & Al S A Km0l B B2 flr e B
HipR R -

The Panel shall regulate its own proceedings in the
consideration of the appeal and may summon before it such
officers or persons as it deems necessary to dispose of the
case

NN BRAE K 3 BEAHRA A\ DU ER S (:

The Panel may either uphold or reject the appeal, and may set
aside, vary or confirm the penalty imposed by the Institute
officer

/NPT REAN BB B] BT o R - OB ROR R 7 -

In all cases of appeal before it, the Panel's decision shall be
final

LEFE o INEETRIE RS B (R

The Head of Technical and Academic Support Division shall
keep a written record of the proceedings of all cases of appeal
to the Panel

R ST E R R G AT A Y _EEF R & mac s -

. Penalties =7
The penalties which an Institute officer may impose in respect of
minor offences include

e N SR BAT 9 #1105 2Ups SR OB K -

an oral or written warning that a repetition of the offence will
lead to a more severe penalty

DAOIBHEGE & S B R & S B i s YRR T -

a formal reprimand resulting in a written statement of the matter
being filed in the Head of Technical and Academic Support
Division’s Office for a period to be determined in each case

TE A 2 TH 8 B R OR RO B B i — B > 7
FRF R RHEZ B B R AE -

exclusion from any class or physical area or from the use of
facilities, of the Institute for a period not exceeding four weeks
such that in being so excluded the student is not prevented



4.3

from continuing with his studies as if he were suspended as a
student of the Institute

AR EREEERZAENT » ZoRkEE R R (B E
HUBVUERA) ~ R AR E R B EE F B N s

iv. any or all of the above together with a requirement that the
student makes good, in whole or in part, any damage or loss
caused to the property or premises of the Institute or used by
the Institute.

BRndT DA ERYBR 7341 » B2RE mT B SR B2 AR S IR S B 2R P Y
WFE SRR IHE -
Major OffencesgE L

. The nature of major offences include:

%EL%Z&E@%

Vi.

Vii.

viii

offences in connection with Institute assessments;

AR XL EAL |

falsification or misuse of Institute documents and records

{RAd B I (5 P SR Be S Bl 8%

iii. false pretences or impersonation of others within or outside the

Institute;

NS NE Tt AS AT

theft, fraud, misapplication of, or gross negligence in connection
with, Institute funds or property of any kind;

1778 ~ B ~ B - BURE BRI & B e 7

riotous or violent conduct causing damage to or on Institute
property, or on property being used by the Institute, or seriously
affecting good order within the Institute;

FEL BRI IT RS RGN HREE - sU e BRI
offences against the criminal law, where these offences involve
other students or staff of the Institute or directly affect the
interests of the Institute;

%Eﬁiﬁ%ﬁﬂiiﬁtiﬁéEEZE%:E  SRE BB e AV E RHETT
fallure to pay any monetary recompense or to keep to the terms
of any penalty imposed by an Institute officer as a result of
minor offence, or of another major offence, providing always
that the student has had fair and reasonable notice of the
penalty and of the consequences of the failure to comply with it;
EAAERUS A ~ GHEIAVEAIT o ARAELIHHS R AL 8 2 1 12
PR A ST TR ST A

.material breach of, or non-compliance with, the rules governing

student behaviour for the time being in force in the Institute



F PR R BRI SR e 2 S A 4o T

. Jurisdiction H[j
i.

In cases where in his/her opinion the gravity of the offence
appears to warrant it or the appropriate penalty might be
beyond the limit specified for a minor offence, the Institute
officer dealing with the case shall make a report to the Head of
Technical and Academic Support Division within 10 working
days from the date when the alleged offence takes place
HENE N B R Ry A R B S B S M BB S TR R B (WUR R EE Y
Baoy » RIDMEN S5 A 1% LOfE TLAF R N IR i B 2 (i B a0 iR
R EHH#wE S

Any case instigated as a major offence by the Head of
Technical and Academic Support Division, including cases
relating to offence in connection with Institute examinations,
shall prima facie be a case of major offence and shall be dealt
with by the Panel.

EAn il B 22 o fh B B R RAR s B B AR R Y B - BRI R
FERGIE » BEIPA B R E A » WS HER R N

. Procedure 2%

A student charged with a major offence which is to be
considered under 4.3bii will receive written notice from the
Head of Technical and Academic Support Division, posted to
the last known address, clearly specifying the charge and
calling upon the student to explain in writing the alleged
misconduct within 10 working days from the date of the notice.
If no response is received by the specified date, and the Panel
is satisfied that due and proper notice of the charge and has
been served, it may proceed to consider the charge and, if
warranted, impose the appropriate penalty in the student’s
absence

{EATEL (4.3bii) FREIFVERE » F g BEER i Bh &l R AR E 4
B BEAH B it 2 B 2 R B U 4 A A B AR (R A MR
o 52 A A L8 13 L T R N PR H B IR » QBB AR IR e Y
REFpsHimAl - EAEfR EHIRNZAEDIRE - FEHERELE - A
I RS iR e e o AR AR GRS R T T I ET -

A student wishing to admit the charge should do so in a written
explanation to the Head of Technical and Academic Support
Division. The student needs not appear before the Panel,
unless required by the Panel, but may opt to do so if s/he
wishes



Vi.

vii.

viii.

A AR i 2k o] DA T BRI R flr LB MR & - B2 /R
FHEEH » EER A AT BRI -
If the student wishes to change the charge
ﬁnﬁiﬁaﬁﬁﬁfﬁ%h?’“
s/he must do so in writing to the Head of Technical and
Academic Support Division within 10 working days from the
date of the written notice, and may choose to appear before
the Panel in person; and
AR DA TH] 77 2R 28 A 2 8 HH LOf AR R A i AR ity B 22 i
THENE R R BB ARE A
* the case brought against the student shall be presented by
an Institute officer appointed by the Chairman of the Panel
ZAE R N FERE R E— NB MR EREEFHA -
The Panel may call upon the student to appear before it in order
to facilitate its adjudication of the case, if deemed necessary
E/NERR R A RERIEN T - A AEENEFHRTHE
When a student chooses to appear before the Panel, or is
called upon by the Panel to appear, s/he may call such
witnesses in defence as s/he may think fit provided that the
Head of Technical and Academic Support Division is informed
of their names at least three working days before the meeting
UNER AR 3R 45 L i B B e/ NG BEOR HE RS B8 1S - BRAR A RESOR
HEE AR BY HE - E R I Al S8 AR K R i B AL iy
TEh R
In all other respects, the Panel shall regulate its own
proceedings in the consideration of the case and may call
before it such officers of persons as it deems necessary
INHFHZEIEE NS B OREEEEA
The student may admit the charge, or any part of it, at any
stage of the proceedings
B AR HIAT ~ 1R KB AR R B o B B
If the Panel finds the charge against the student proved, it shall
determine the appropriate penalty and in so doing may take into
account any record of previous misconduct by the student.
WIFEHRERAL » /NERFS B B A 2 FID U B4 Sk R e i YRR ET
The Head of Technical and Academic Support Division shall
keep a written record of the proceedings
Rt R AR B e R RHE A BRI FI(FAC 8%
The Institute reserves the right to report to the police authorities
any case of a major offence which involves a breach of the
criminal law

W SRS > e R R KT E R TRER -



d.

4.4

Penalties & =i

The penalties which may be imposed by the Panel in respect of

major offences include

B B A S T AR DU YRR T

i. aformal reprimand resulting in a written statement of the matter
being filed in the Head of Technical and Academic Support
Division’s Office;
IEFHYZE H B I E R FRUR RO EE TR BN

ii. suspension as a student of the Institute for a specified period
(P —EHEEN

iii. expulsion as a student of the Institute together with the
determination of a period during which the student will not be
considered for re-admission to studies at the Institute
FABREFGAEE ERF NS EH AR

iv. a requirement that a student completes specified academic
work or assessment
SERkIE ERYER T TAFBAFSE

v. withholding for a specified period of any award for which the
student is a candidate
fe eI M N TR 4G B2 AR RS (A 50

vi. any or all of the above together with a requirement that the
student makes good, in whole or in part, any damage or loss
caused to the property or premises of the Institute or used by
the Institute
PR T LRI 34 - SR e ] SR ER AR S PR ELE A B SR i ey
DS R A -

Procedure for Appeals against Decisions of the Student

Discipline Panel #8453/ NARTAIARIEH LSRR

In all appeal cases in regard to minor offences, the decision of the
Panel is final and not subject to review by any other body

FRA OB KRR TR R AR RTHIR - /NERA N B2 1E AR
MR

. After the decision of the Panel has been made on a major offence,

the student shall be allowed 10 working days in which to make an
appeal in writing through the Head of Technical and Academic
Support Division to the President.

FTA BB B HAE - B AR TR 108 TAER A LLE HIE E B i i
e A S ] T s AR i e T

The appeal may be either against the decision or against the
penalty and shall state the grounds on which it is made



AT _EaR R A RR SIEE SRR - MLRAE BRI BT B
%

d. The ground for appeal against the decision shall only be
acceptable if they relate to either
EEFERB VR

* Fresh evidence which for good reason had not been presented
to the Panel at the time of its decision; or

SR YRS T sE B A H A T N S ERAY R T R R

* A material irregularity in the proceedings in the Panel’s
disposing of the case
BRI EH AR -

e. When an appeal has been notified, the President shall take such
action as deemed fit in considering the appeal
WeE|_EFFEREERE - BRI EIR SRR S R LAY

f. The decision of the President on the appeal shall be made within
10 working days of the appeal being lodged with the Head of
Technical and Academic Support Division and shall be notified to
the student by the Head of Technical and Academic Support
Division forthwith
I B 18R I R il B2 B2 e e B B0 B - U 31 _E 571 1008 A F H IR E R &
Pz BT MR SR R A2

g. The President may either uphold or reject the appeal, and may set
aside, vary or confirm the penalty already imposed. The decision of
the President shall be final and not subject to review by any other
body
B 55 R AN BB B LT - 88 s RT R AR EEE o) © SR TE
Ry IR > BERE AR R IR -

5 Policy on Academic Dishonesty &R E 7T AT

The Institute vehemently opposes the commission of dishonest acts and,
through the IFT Academic Body, imposes penalties appropriate to the
gravity of dishonest acts committed intentionally and with full knowledge.
Unintentional acts of dishonesty or those arising without full knowledge but
interpretable as dishonest will be dealt with similarly.

B USRI E T Ry WAA T B g R EHE A B T ATEH
ARSETT R - A RE HAEE S BEESN T2 AENWER N2 ETT
TP R NS A



Dishonest acts include but are not limited to:

RHEAT BB ER BRI LT E -

a. cheating H8F ©

b. plagiarism #)EE ;

c. unauthorised aiding or abetting others before, during or after a test,
examination, or any form of evaluation including assignments, essays
or term papers, projects, or any other submission for a mark, grade, or
credit; and
REHHE MENERECEEAT - PEig - SR AP A AVe L IR
a BRI~ ST E ~ BULAT T HUS R ~ o BEER DR - B
SCEBIMA -

d. submitting as one’s work content material that is identical to, in part or
full, or attributable to another student or author
BRI HIVESE B TR B, A 58 2 B AR (E] -

Cheating consists of acts that include but are not limited to:

HBR LR EA BRI LN EM

a. copying from another student’s examination paper, assignment, or
other forms of academic evaluation
FERFAZ ~ 1€ ~ Balrp P Be =R

b. use of unauthorised materials during an examination
e o (A — SR A )

c. unauthorised collaboration with another person during an examination
or in other forms of academic evaluation; and
B EHMEHL T AR EE T Bt A (E

d. obtaining a copy of an unadministered examination paper and using it
to one’s advantage

ERCREAE R EL R PER

Plagiarism is presenting, as one’s own, ideas or information in written and
oral submissions for the course when such ideas or information are not
original. This infringement is best prevented by the habitual use of proper
documentation, references, and citations whenever ideas and information
are presented in academic submissions. The test for whether plagiarism
has occurred is (a) the determination of originality and (b) sufficiency of
references in an academic submission. If the ideas and information
presented in one’s academic work are not unique or merely transmits the
ideas and information previously presented by others either in full or in
paraphrased formats without proper references or citations, this would
constitute plagiarism.

PVEETEFE DUME A\ A4 2 DA B s E TP 202 i eas R IR R RN et -
I ERY S (T R B VB R AR B - F DA B ok &5 2
ERERIVEEIT Ry fva ) JHAIME b ) BFRrHISIFEREE o BSEER TR
& ATt B3 R0 R sCE IR AR B R - a5 | 2 S



7 EAERAVERIT Ry - SERTG BBt 2R A TR - EERA VRIS -
LA -

Both cheating and plagiarism are punishable in several ways. These can
include failure in the examination or course, forced withdrawal,
suspension, or even expulsion. Determination of the penalties to be
imposed for cases of dishonesty rests initially on the individual lecturer
who shall likewise determine the gravity of the committed act of
plagiarism/cheating. If a lecturer deems an act of plagiarism serious or
cheating has resulted, a disciplinary hearing may be convened and the
matter brought to the attention of the THS Pedagogic Council which shall
determine the appropriate disciplinary actions to impose

IR S VBRI STEFEZ DB B ERE ~ IREE - 122 K GARR - MHRAAVEEAT &
HERE 2 HRER VRS AR WP IR ST HR © AEEIRE - B0 A& RiE A
By PR LA E BR &N 2 JT 0%

Penalties imposed on cases of dishonest acts:
FHET B2 BFT -

a. For first-time offender, a failed mark zero will be awarded to the
course concerned. The student is not allowed to retake the course
the next time it is offered. ¥J503% » 2Rl H G 074y » B4 RIS
L -

b.  For second-time offender, apart from receiving a failed mark zero for
the course concerned, the student will not be allowed to retake the
course within the period of one year
BTE - BT A EE0 4N - BRI SR BT Y — (8
R -

c. For third-time offender, the student concerned will be dismissed from
the Institute
B=UHE - BERBHREE -

Fees and Charges 42

6.1  Application Fee #{£%%

No application fee is applied in courses offered by THS unless
otherwise stated

PREMEARMIRTIION - HiSE ROBIESRERGRIE A R B A -



6.2  Course Outline Fee 285/ &M

MOPS50 is charged for each copy of a course outline
BRI R/ R R THES0TT -

6.3 Re-sit or Supplementary Examination Fee &% #i%&H

Students who have been granted permission to take the re-sit or
supplementary examination are required to pay the re-sit or
supplementary examination fee of MOP200 for each course.

B A AT IR TR 2007T Y S

Other changes may apply for international qualification
examinations. Please check with the Technical and Academic
Support Division.

B EEESRRAEYNE R sEES M RO S B A

6.4  Testimonial Fee FR&&H<E E/GHE

MOPS50 is charged for each copy of a student’s testimonial prepared
and sent. However, application for testimonial will not be processed for
applicants who have outstanding fees or charges in their accounts with
the Institute. 3 working days are required to process the request. Any
request which needs to be processed in less than 3 working days
should be justified with valid reason and when necessary, the students
have to substantiate the urgent request with proof. If such request is
accepted, the document will be issued after 24 hours from the time of
application

Ty B RS BB E VB A RS0 - WIER AR HEE A A
B FARET - ZHFHRA T2 - SUCHRME A% Sl il
EORFTASME LAF H % 3% HEHUEA] - MBRRE D - BETTBRERE
EHRAINER o ERERMEHLE - ATRCHIRR 24/ NRHRH AN -

6.5  Tuition Fee E&%

Tuition fee of each course/programme is specified in the promotional
brochures and on the website

ERIEREE FHE SRE B B M+ SRR H -
6.6  Tuition Fee Refund Policy B2 iRk

Any applicant who withdraws at least 3 working days prior to the
commencement of the respective course can be refunded 50% of the
course fee. Withdrawal submitted less than 3 working days will not be
refunded. There will be no charge if any applicant who withdraws at
least 3 working days prior to the commencement of the respective



course under the sponsorship of the DSEJ Continuous Improvement
and Development Programme, but if the withdrawal submitted less
than 3 working days prior to the course commencement, 100% of the
course fee and deposit fee will be deducted

WAERHFRATIME LAERIBREE TR [[50% 2 2 » H/VR3ETER - KT
AEULRFK - SI0 R et B RIS E LIERRE - KA g
FOBRAEARTRIH » (B DHYSMETAER - REIBR 2R 2 R fret < R B -

Miscellaneous #7&

a. Broken Property or Insufficient Air-conditioning B8R4
RS

Should broken or damaged property (classrooms, equipment, etc.) be
found or air-conditioning not work, please contact Technical and
Academic Support Division immediately

WA SRR SRR Y (AR = B EREES ) BB RAIER
HAE > BALAEAIRAT EE TR

b. Emergency B&iEN

In the event of an emergency, such as a serious accident or fire, you
should inform the nearest staff member and contact Technical and
Academic Support Division immediately

WA EEN » WEEEEINSOK K - 8 TL R R 22 i B B St
AT -

c. IFT Newslettergpz=H|

This is a quarterly bulletin which highlights the most important activities
at IFT. The E-version is available at www.ift.edu.mo. The newsletter is
disseminated to all graduates, local tourism and hospitality industry as
well as to various organizations/institutions abroad, so as to keep them
abreast of the latest development and progress at IFT
L2REFHREEREENEE > ST E T RESD
www.ift.edu.mo - % &K B - IR TRV EAS S 40 HESE AR~ AR ESE K
Gtz ETRTEREIAES - B T R i B R -

d. Lost Property B4
Any lost articles found within the Institute will be delivered to Central

Service. Articles which are not claimed within one month from the date
of posting will be donated to charitable organisations


http://www.ift.edu.mo/

FEART I e 3 3R B8 R ) e A AR AR D - TR E— (8 A A%
NGRH - RS T RS -

e. Personal Belongings and Property {E A %75 KR E

You should take good care of your personal belongings. Any loss or
damage to personal property should be reported to Technical and
Academic Support Division or Student Counsellors immediately. It is
up to the individual student to decide if the matter should be reported
to the police or not

SAERE MW AMY) > A8 ST an L BB AR o B 22 s B =k
BAMEE  BANETAERORENRE -

f. Student Insurance 224 {#fg

The Institute has purchased an insurance package for all IFT full-time
on-campus students. The principal coverage of this scheme
encompasses any student who
B e A I E Orbe - EORIERE R LU EMR |
* gets injured on the campus

BARRENZEG
* gets injured during Institute-related activities

B BN B e SRR S B 2 15

A claim will then be forwarded to and dealt with by the insurance
company, accompanied by supporting documents
HRAREDRBRAFRE - BE0VE B AR -

g. Typhoon SignalsfgEZs

a. Typhoons JigJE,
If Typhoon Signal No. 8 or above is still hoisted at
0700, all morning classes and examinations
(starting at 0800 until 1300) are cancelled. If Typhoon Signal No. 8
or above is still hoisted at 1200 noon, all afternoon classes and
examinations (starting at 1300 until 1830) are cancelled. If Typhoon
Signal No. 8 or above is still hoisted at 1430, all evening classes
and examinations are cancelled
EAER B \SREL EEER A B EATARRE R EH (BRL
J\FFHIRE N0 ) HUH o EERF-F i el EEBRTZA
Bl A THFREREH (TF-RREGBEFRAEY) B
e BAE T R =0 /\SRECCL_EEER 28 ArA GG AR
FEATHUH ©



b. Typhoon Forecast /& 7E
If the Meteorological and Geophysical Bureau confirms that
Typhoon Signal No.8 or above is in force at a particular time which
is overlapping the duration of classes or examinations, the classes
and examinations are cancelled
WIR G s 2 e\ (HY%r e I el R SR s DA B JRER 2 2
i) Bl ERREE IR AR - sz N YRR EE S5 s P HUH -



Diploma Programmes

B2
1 Regulations Governing Diploma Programmes 3&fE# =

a.

1.1

1.2

IFT offers two diploma programmes — Diploma in Western Culinary
Skills and Diploma in Pastry and Bakery. The programmes are
taught in Chinese and supplemented by English

A ER R B A pE U5 BRI R 0 R PE B E A SUBERE - o
ENAYESE( S

A student shall be awarded the Diploma in Western Culinary and
Diploma in Pastry & Bakery provided that s/he has:
6 DU R HY SR 2R AT AR 38 PE U BT SCBE B R PR E S

Vi
PSS
I

vi.

undertaken a programme of study normally for a period of
not less than one academic year

SERATARRE

completed the mandated internship and the practicum
according to the study plan

TREE

attended all compulsory courses

& MER}

passed the prescribed examinations

HIEMUERE

paid the prescribed fees; and

BFTAE R

abided by the School’s regulations

TR I

Admission Requirements A B25ER

completion of secondary school (or proof of possession of
equivalent qualifications) or of age over 25 and

& P T Ak H R A RS SR

obtaining a satisfactory result in the admission
examination

i A B,

Duration of Study for the Diploma Programmes in Western
Culinary and Pastry Areas

R

a. An academic year shall normally cover the period from
September to July. Each year shall consist of two semesters
with each semester consisting of approximately sixteen weeks
of scheduled classes including examination
BEFE—RENARGERECH - IERIE R Er 2 -



b.

In any academic year, a full-time student must register for a
two-semester programme of study for which class attendance is
compulsory. S/he must complete all courses and mandated
internship to graduate from the Diploma Programme within
three years.

ERER LR W EE B ATA L ME T B IR 34 N 58 i B

SE N EH -

A full-time student who cannot or is not in the position to
complete the course of study within the prescribed period, shall
be required to discontinue his/her studies or enroll on individual
subject basis at which priority will be granted to full-time
students

ERRERA IR ARBE NS SE IR 72 lGRIE - ZRE I BV H B DIk
SEE G - AR E a2 -

1.3t0 1.6 Please refer to Regulations Governing Courses

offered by THS

13F 1.6 FH2HEMEREERBRIEHE

1.7

1.8

Course Enrolment and Add/Drop Policy R} & 5w} H &I

Each student is responsible for completing the course
enrolment in person

B4R AR T BT T IR P PR R R o B B B 4

For students who need to retake courses, IFT does not
guarantee that the courses offered in each semester of any
particular academic year will remain the same due to the
swapping of courses between the semesters
HWNFEEENES » RERA RS IEEEN T 2R EE
BREVERRE -

Course Exemption §} &%

Requests must be submitted to the Head of Technical and
Academic Support Division on the form provided by Technical
and Academic Support Division and accompanied by
supporting documentation, showing that the student has taken
and passed an equivalent course before, normally at tertiary
level. The requests are then referred to the Director of THS and
course coordinator for evaluation

WIFE AR H E R R EIROT B 2 i B B R A R RAS - %
1& 288 5] FH BR B HA S — BFASS RO R BT B B &1 » SEHASCF b/



RERSE % 2B B A = FheA B — (A SRR B IS S8R -
5 B ER R RE R SR R I SR ER R = e R s B AL

b. Exemption may be given to similar courses undertaken and
successfully completed in recognised institutions and taking
into consideration the following criteria
TEwe A Y ERAT A 5o B SRDUR B AT RE MR 8 - FREAIRHE T 51
AERUFEAL
i. Duration of the course (one semester/two semesters/total

number of hours taught within the duration);
SREAVEREIRF R (—(EE2 /RIS b SRR e )
ii.  Course outline
SRAE AN B
iii. Bibliography
ESEEH H %

c. For course(s) exempted, an indication X will be shown in the
transcript or academic reports

FTAHEERREIRLE > TERR SR R BR LR X -

1.9t0 1.10 Please refer to Regulations Governing Courses

offered by THS

19ZF 110 FSRREREERERERENRE

1.11 Deferral of Study and Re-admission {2 {55

a. A student may defer his/her studies in the Institute by completing

b.

an application form obtained from Technical and Academic Support
Division and securing the required signatures, and return it to
Technical and Academic Support Division. The deferral is official
only after it is accepted by the Head of Technical and Academic
Support Division

FORMREH IR VR R o S il B S R BRAS I U T 2R By %5
BHR B o R EAAMTHHBNET P A IER B S LR SR fla BE SR e B 0
FREFENTR » TR AR -

A student may defer his/her studies for one semester, one
academic year, or a maximum of two academic years. IFT does not
guarantee that the programme/course structures will remain the
same in the interim

BRI SORINE — B - —BESWER - (R RS FTEER R
HIPI 2R R R 8 -

Students who have deferred or withdrawn voluntarily from the
Institute may request re-admission through Technical and



Academic Support Division. Application must reach Technical and
Academic Support Division at least three weeks prior to the
commencement of the semester for which the applicant seeks re-
admission

ERE S E BRSNS ] [m R 2 i BN B F S5 1R 22 - 2R
JRAEREE H = AT -

Evaluation/Assessment 5%

2.1to 2.6f. Please refer to Regulations Governing Courses
offered by THS
2.1 F 2.6f. FSRIRSE KL RSN E

2.6 Supplementary Evaluation %%

g. A student may not take more than 3 supplementary evaluations for
courses missed per semester. If the student concerned has re-sit
evaluations to take as well, the total number of re-sit and
supplementary evaluations that s/he can take for that particular
semester should be limited to a maximum of 3 courses
BARNGER—Z2HINF =RDLE - ARz E SN ER A
BHES - QS ESR E S8 A= -

h. A supplementary evaluation must be taken before the final
evaluations of the following semester

I OALE N —EEHAT R B RISERL

2.7a.tof. Please refer to Regulations Governing Courses
offered by THS

27a 2. FRRERHEEESRGEEHRE

2.7 Re-sit Evaluation &%

g. A student may not take more than 3 re-sit evaluations for the
courses failed per semester. If the student concerned has
supplementary evaluations to take as well, the total number of re-
sit and supplementary evaluations that s/he can take for that
particular semester should be limited to a maximum of 3 courses
B RREIE RN EE =R - AR 4 EE—2EANEEA R
EFEE > AFEIEZNR B R EER=R -

h. A re-sit evaluation must be taken before the final evaluations of the
following semester

FTA R BB R A AR TR AR la =S -



Please refer to Regulations Governing Courses

2.8t029
offered by THS
28% 29 BSMIERTEERERRENE

Code of Student Discipline
BLELETH

Scheme of Jurisdiction in Cases
of Offence against the Rules
Governing Student Behaviour

R ATRE

Please refer to Regulations
Governing Courses offered by
THS

2RISR R E SRR R

Policy on Academic Dishonesty

EETHETTRIIBOR

Fees and Charges &

6.1 Application Fee #z4%

A non-refundable fee of MOP250 is charged upon application to
Diploma Programmes
SCBERIZHY B Ry P T 2507T 0 REORRK

6.2t0 6.5 Please refer to Regulations Governing Courses
offered by THS
6.2 F 6.5 FHSREIREREERERZIEHE

6.6 Tuition Fee %
Macao, Hong Kong,

Chinese Taiwan and Other overseas

Mainland applicants applicants
B B FReR HAt SR A
B
Tuition fee
(for one MOP5,000.00 MOP6,500.00
semester) JAFTE5,0007T JFT#46,5007T
SHIEE
Fall semester: June — August (Freshmen)
F—2H: 6HESAFE)
Spring semester: January (Returning students)
S ed BB 1A ()
s 1 1 (according to the actual payment period specified

on IFT debit notes generated by admission online
system for applicants and eServices for returning
students)




CHTAE DAEERE A B RS 8 2 (P RoB A Ry HAy
BB AR R e B8RRI LleServices# HHRINFRAIE K
#)
1. BNU KFEHSRT
Payment 2. BOC T[EHs$RT
point 3. IFT cashier (for applicants using DSEJ subsidy)
SERG e ER e 4 (B FH I S IS B B R e
BRETEEEAT)
Freshmen #r::
- To be approved by Head of SATA and payment
settlement is made at IFT cashier with (1) cash,
(2) DSEJ subsidy, (3) cashier order or (4)
company cheque.
HUS R B2 A B Bl R Rt A 1% - SR AE AT ER R
R L (V)RS HQBE BB F Rt %R
BIE BB )R T AT (4) A E SRS E
- No late charge will be levied
Overdue N RRUHE A E
payment
REAER Returning students B4 :
- Payment should be made at IFT cashier with (1)
cash or (2) DSEJ subsidy, (3) cashier order or (4)
company cheque.
BAE R R ()R ENQBEES FaF
SRR EIE R R)IR T AR (4) A ESL
- Students need to pay an additional administrative
fee of MOP200.00.
BAETYNE ST ATIAFTHE 200 TR A TTIEE F

6.7 Smart Card Replacement Fee & feREH

All full-time students are issued a Smart Card free-of-charge. If the
card is lost or damaged, it must be reissued. A replacement card is
issued upon payment of MOP100

FT A R I n] B S — IR RE R - ARSI - AR
% B REFTEE1007T -

6.8 Graduation Gown Rental / Purchase fHf& HEE B4

Graduates are required to pay a rental fee of MOP100 for the gown.
Any student who is interested in possessing it can purchase a
complete set at a cost of MOP400



a6 o e B AE SRR A A ﬁﬁﬁ%" BEW - SURRENRAERIRHGRE
1> B RIRPIHE1007T © B4 TR AT BRI B S A - L T R T
4007t -

All fees and charges mentioned above are non-refundable, unless otherwise
stated, and are subject to annual review

PREFRIEEASN - DL EFTA SR RE A EIRE - W RE e -

7 Miscellaneous #2715

a.tog. Please refer to Regulations Governing Courses offered
by THS
aZg. F2HREREEEPRERERE

h. Medical Examination Ex5 &

All new students studying in the western culinary and pastry areas are
required to submit their medical report when they report for registration

FiTA e e = BE A B R P B R R AR Y B AR IR S B B i s

8 Internship &%

8.1 Internship Policy EEBUER

a. The aims of internship
FE
i. To allow students an opportunity to consolidate their theoretical
foundation through practical experience. A major component of
this experience is the formation of a professional attitude.
Ry AR — (ARG - BT EACEE MM R AR - B
o £ S AR R R EERRE -

ii. To allow students to develop their personality and capacity to
adapt to, and handle, challenging situations. The students are
expected to enhance the following skills during the internship
FRERA T N FHE DUBIE 5 P S AR PR E AR
HHF'?W‘B‘@M‘F& :

communication skills JEiE#y 15

interpersonal skills A [%E{%

technical skills EZEFRE

teamwork skills E5kE 1

problem-solving skills fi#EERE



. Eligibility
HEER
Students who have completed at least one practical module of the
diploma programme
BV —EEBERME - JTAIBRGEE -

Internship duration/timing
BENEEL
i. Students are required to undertake an internship of 384 hours.
Students who are working in the related field can request for
exemption
ﬁiﬂ*%ﬁ%mbﬁ% H o HEATIEAEARRHI T AE > AT
S ERTR o

ii. Students can take the internship during the school year or after
completion of the programme. However, the total study time
should not exceed three years
B R R E IR T E Y - BGeEGRERETEE - B
HEER IR S fﬁ

iii. Students can select their choice of internship schedule based
on individual circumstances. However, most internship
providers would require a minimum of 12 to 16 hours of
internship per week and a minimum of 4 hours per shift.

A m AR A PSR R R R - REM B SR
FEIEEREEA/DRI2E16/NE - TTER (H) RPH4/00
e o

iv. Students can change their internship placement for once only.
(Refer to e.iii.)

A A EE S — R E T - (FE Redii)

Students must have completed an internship period of 384 hours
and submitted all the relevant documents to graduate from the
programme. Students are expected to submit their Internship
Logbook two months before the graduation ceremony. Therefore,
students are highly advised to plan their internship schedules
ahead of time

A A SE R 384/ N R R S A MR ST AT RS - B AR H
Vﬁ%ﬁﬂafﬁ{lﬁﬁu RSP HRE S © Folth - BRAE VARG RSB
B -



d. Application for internship

"

B

It is the primary responsibility of students to search for, contact,
and negotiate with their potential internship provider(s)
regarding the details of the internship arrangements, e.g.
allowance and internship schedule. IFT, however, reserves the
right for final approval or disapproval of such arrangements, on
a case-by-case basis. Meanwhile, the Internship Committee
provides assistance depending on each individual case.
Whenever an internship opportunity arises, the Internship
Committee would update the information to students
immediately

BN - TRes ROARGAMET - 0 BhIFR RS m R RE E
H o HERE2ENEEEMR - 8 > iR R-HE R E LR
HRAZH R EFAHE - FNF - BEZ B GRER 2B Rt
WL - A S EEABA 2GR - TEEE g NG RIS
HE e

In cases where students failed to seek an internship placement,
the Institute will arrange an internship placement for the
student. However, in this case, the students must provide proof
from the potential internship providers (e.g. Rejection Letter)
and cannot change or cancel the internship arrangements
made by the Institute.

EEEIEIRE B E AR - B RBEALIFEE - EEER
SUT o BAEDZARBEREREE (40 ¢ [EgEYE ) - EERBEAE
LHRE BRI - BAEBOESTITE LR AR T SR EEE
e EE L -

e. Qualifying internship placement

BSHEE A

=y

Students can choose their internship provider(s), provided that
the internship position(s) assumed should be similar to an
employment which a student may obtain upon graduation from
the programme

B BT B A o SRR (R LR SRR T RE
R LA AR -

Students must prioritise obtaining internship placements at
hotels, restaurants or pastry and bakery shops referred by IFT
B2 VARSI e HEEE AR - WSS - BB S RS
Change of internship placement

HE



It is the student’s responsibility to find a replacement prior to

changing their internship placement.

EEAE SR E B - WA B TTIERTE B -

Students who wish to change their internship placement during

their internship are required to

BT IR EOR S U BT A Y EE -

(). Submit a Change Request Form (to be obtained from
Technical and Academic Support Division) to IFT for
approval with the acceptance letter from the new
internship placement.

DIEH RS (FHEEER A RO i Bh & 2 ) [E i
WrE R SRS — O R R AL -

(ii). Explain in details the reason/s for change, preferably with
proof of incidents happened
sfalif R s RN - AR BEAHRBEE A -

(ii). Send an apology letter to the internship provider upon
approval. A copy of the letter should be submitted to IFT
for reference
AL - BT — M B (E - A HRERE
BTIRCEIEEHNE - BIAANESC RGeS -

(iv). File the request at least 3 weeks prior to the date on which
the students wish to terminate his/her service
B4R EOREIEEE QAT 2/ = BIIRSCHEE - &R

Bz -

IFT reserves the right to the final approval of the Change Request.
Students are advised not to change their internship unless under
certain circumstances. The total hour of internship and placement
location will be recorded in the student’s academic report
TR e (R A A A - BRI MR A F N E Y - SANEER
B B E B AT AR RIS -

Assessment

REE

A student passes the internship if and when s/he:

FTAEAEER| DU N SR » T alEiE s s

- satisfies the conditions stipulated in c. of this policy document
FEARANREC. AYFTA TR

- receives a passing evaluation from the internship provider
based on the Final Internship Provider Evaluation Form
WG H BRI RGE T GIRIVEED

- receives a passing evaluation from the internship committee
during the internship site visit
S HEZEGNEM S R4 T I



8.2

submits the completed Internship Logbook to Technical and
Academic Support Division within 14 calendar days after the
last day of the internship

HEEE WIEmE T IR AR 2 A B E 4R H e IR B Rl LR
flodsBhED -

Guidelines #55]

Application Process
EF[ GIE] L*i

Students should plan ahead and liaise directly with the human
resources/personnel department of the desired internship
provider(s) to decide on the details of the internship
arrangements (see above, item d. Application for internship)
S22 B R AT BB\ RS B R B A A o (B
28.1d. BFE 2N

Students should submit the Internship Confirmation Letter
prepared by the internship provider(s), together with all relevant
information about the internship arrangements such as the date
of commencement, the provisions of workplace uniform, food,
accommodation, and transportation, etc. to the Institute for final
approval. In case the internship provider does not issue a
confirmation letter, students should take the responsibility to
inform the contact person of the programme immediately
through telephone, email or in person of the above mentioned
information. It is important for students to approach the contact
person of the programme for internship confirmation letter
before taking the internship.

LA JEAR AT B S R R HANERYE - EE T A RN B E LY
okl AEEABGH B - HIIRELE - BERSOESE 0 AR
TERAS A - WEE AR t%ﬁ%ﬁﬁzui LR T BT A
TR B4 AT B B B AR ) B SRR R 45 A REUE B

=
=

Students should obtain the Internship Logbook (enclosed with
Final Internship Provider Evaluation Form and postage-paid
envelope) from contact person of the programme before
commencing the internship

B TENEEARn B ERERS AR EEAE G (A
HIA B BT R HIE BB (55 ) -

Assessment and Evaluation

BREDakS

During the internship period, the Institute may do site-visits,
some of which may be unannounced, primarily to review the
students’ performance



BAETEIE > S R R IR BT BT M B R AT E it
1% 0 LT R AT REN -

ii. Every month, students should request their immediate manager
or supervisor (normally it is the Executive Chef or any Chef with
higher positions) to fill out the Monthly Performance Appraisal in
the Internship Logbook. Student should make progress of
themselves based on the comments made by their supervisors
BAEGHFEEEEE (EY 2 E S AR ) HE
—{y LR o WEFTRHIRTEE TGS -

iii. Before the end of the internship placement, students should
submit the Final Internship Provider Evaluation Form to the
immediate manager/ supervisor who is to complete the form,
sign it, enclose in a sealed envelope, and post it to IFT. (please
indicate “ Tourism and Hotel School” on the envelope)
SERREER] - B4 EEE SRR IPRE T LR - B
BIHE - FFRIEERBERNAGH I 2SE 0 - F 0k
B o ({SHETEFEFEIHTHS — Hk3E ROlESEER )

iv. At the end of the internship period, students should submit the
Internship Logbook to the Technical and Academic Support
Division within 14 calendar days after the last day of the

internship
?E@EE%%@%%M%W%EEEE%Ei&ﬁg%ﬁ%%
ah e

v. Evaluation results will be shown in the academic report or in the
transcript and will be marked as (P) Pass or (F) Fail. Students
who fail the internship will not be awarded the Diploma
SAZEE R LLE I8 B S8 T U E AR b - A RAESE R
EHERIWAT Ko Fekg » ARG TR -

. Deferral
AEHA
Students cannot change or cancel their internship placements
without the approval from the Institute
TEARRUSERRI ST T BANSEE FEEUH g B2k -

. Problems with the internship employer

B e £ 2 FIH TRE

Students should first try to directly resolve any problem(s) with their
internship provider. When all reasonable attempts to solve the
problem(s) have failed, the students should contact the Institute for
advice and assistance

B FERO R RATERE B I E - EBEIE AR - B A
ElseRing) -



Absence from Internship

AR

In case of personal illnesses or injuries during the assigned
internship period, students should report to both Internship Provider
and Regent of Industry Assignments immediately. Student should
also submit a doctor’s certificate upon returning to work.

fisi R B RS A ARG FI L0 B - 24 D) R BT 8 B A R ikl B2 e
HEZAY > WNREREAAE—RIER R AE -

Retake Internship

HEHE

Should a student fail after completing the internship period of 384
hours, s/he should repeat the internship in order to graduate from
the programme

B ST 384/ NI B E R FTHUS YRR AE R R &% » RIZHE T

==
1848 -

Under all circumstances, the total study time (including courses at IFT and
internship) should not exceed three years.
TEAEEER T » EENGRE HFERR RN EE ) MeBB=5F -

9 IFT Smart Card Jle#EEs=£5E £

9.1

Introduction 5=

All students undertaking Diploma or Practicum Bachelor Programmes
will be issued a multi-function IFT Smart Card (hereafter named as
Smart Card) for identification purpose, access control to designated
areas and attendance management.

B8

BRI REMRIRESZEER (SR DR

By~ R HEEHE -

9.2 Functions Offered by the Smart Card &EgEEHRELAITHEE

Smart Card serves as e R 1R A ©

*

*

*

%

A Student Card

A Library Card

An access control card to various on-campus facilities such as
Laboratories and Car Park; and

{50 FHAS B BB 35t B 5 B35 S H 2 42
A punch card for attendance management
AL EN Aot -



9.3 Use of the Smart Card &£

a. All operations are done by simply placing your Smart Card on the
card readers installed on campus

R RN R EN 2 a5 > BIATER(F -

b. Do not put two cards on to the card reader at the same time
N R RE - RER A R es L -

c. You are kindly requested to take good care of the card and prevent
it from being scratched, written on or bent. Do not put them in
wallets or bags next to coins, studs or zippers
IRRERERRE R o MR RIEIT - AfEdl - £~ &R
BRI SR A B TN A SET SR ~ $TEhISK -

d. When you sit down, make sure the card is not in your back pocket
to avoid damaging the microchip inside

TIEERE RBCE & RN - DURAEAL TR R RNEI&E A -

e. If the card is not working properly, cardholder should immediately
report the problem to the Technical and Academic Support Division
PR B RE R BEIE 4 F - FEIL R AR i L2 R B &L -

9.4 Regulations on the Use of the Smart Card { & gE-RAYFHEA]

All Smart Card holders should be well aware of the following

FTAERE R EREEEEL TSI |

a. All Smart Cards remain the property of the Institute and they are
not transferrable

FTAERE RS REBY) - T HEGE -

b. First and all subsequent renewal card issuances by IFT are free of
charge. However, MOP100 will be charged to the cardholder for
card replacement due to loss, damage and theft.

HR KA SIS ERE R R s - MREL - IEEmsEm
s IR TR 1007T -

c. Cardholders are liable to any and all negative consequences
arising from the loss or theft of their own card. If a Smart Card is
lost or stolen, the cardholder should immediately report the
problem to Technical and Academic Support Division
R~ AR IE N R B BE R AT S B R &R - W R
78 o TEILRE AR EER B -



d. The Institute reserves and retains all the rights pertaining to the use
of the Smart Card, including the right to suspend any suspect or
defective card and request the cardholder's assistance in any
investigation
B R B A B B RE-ROEFIAVAER - EIFEET (5 AT SEaiA BRERT T AE
REYEER - WEOREFA AWBIERE -

e. Use of the Smart Card constitutes acceptance of all the terms and
conditions stated in these rules and regulations governing the use
of the Smart Card. IFT reserves the right to alter these regulations
when necessary and such amendment will be posted on IFT
website
Fir A e R0 I R RS2 DL E BB RE - T ST RITERL R - B2
PREEATEEUS L RBIHIRER] - EEURAYIRRBIRFI ST E A Aol



Heritage Programmes - including Tour Guide (TG) Course, Ground Transfer
Agent Course (GTA), Refresher Seminar for TG and GTA, Macau Heritage Tour
Guide Course and Cultural Heritage Interpretation for World Heritage Sites
XAGBETRE (AmBusRe - B S - BENRE  BPICBIRER
HRX(LAESE )

1 Regulations
B ST

a. Tour Guide Course
HRE
According to the decree-law 48/98/M, of November 3 and amended
by Administrative Regulation no. 42/2004, of December 30, to
apply for the tour guide license issued by Macau Government
Tourist Office (MGTO), it is necessary to attend and pass a tour
guide course offered by the Institute for Tourism Studies
FRPE1998F 11 H 3 H A8 2 5548/98/M5E A% » 2004412 FH 30H 48
1 Z 542120045 T BUER AT ERVIEST - (LA BHUS HRFTIREE S
S B IRE - DR R BRI ERA -

b. Ground Transfer Agent Course
BEAEERE
According to the decree-law 48/98/M, of November 3 and amended
by Administrative Regulation no. 42/2004, of December 30, to
apply for the Ground Transfer Agent license issued by Macau
Government Tourist Office (MGTO), it is necessary to attend and
pass the ground transfer agent course offered by the Institute for
Tourism Studies
419984711 H 3H A 2 5548/98/M5% 5 » 2004412 H 30 H #f
10 2 5542120045 TEUER FERVEST » (ERABIUSIkKE R #EHZ
BX B IEE - DR E TR B R R B R

c. Refresher Seminar for TG and GTA

B R Pk B BT R R

According to the decree-law 48/98/M, of November 3 and amended
by Administrative Regulation no. 42/2004, of December 30, holders
of the guiding license and/or ground transfer agent license must
attend at least one refresher seminar every 3 years and pass all
the required examinations for license renewal. The refresher
seminars are conducted in IFT twice every year.

FRIZLL12 H 30 H 5542/200457 T BUARIUEST 2 11 H 3H 5548/98/Mj:
ES  FREERR IR e X BRI VR 3R N S — JE R A
EEE R > B AR B2 B A B X -



d.

11

A student shall be awarded an appropriate certificate provided that
s/he has

FFEDUTRAFIVEAL > THESARREE ¢

i. attended all compulsory courses 52X FTHA PMZERIZ
ii. passed the prescribed examinations #5 &Y%,

iii. paid the prescribed fees; and £4{fHEIZEFH 5

iv. abided by the School's regulations Z~FEERHTHIF] -

Admission Requirements A ZEK

Tour Guide Course

BT

Candidates may apply for admission to the Tour Guide Course

upon:

R DU R T e T ER AR -

i. completion of secondary school or above and
HERERAEELL 5 &

ii. obtaining a satisfactory grade in the admission examinations
ANEE T HUS R L -

Ground Transfer Agent Course

PR EERE

Candidates may apply for admission to the Ground Transfer Agent

Course upon:

e DU R T et L ER A -

i. completion of junior secondary school or above and
PI=HERD B R

ii. obtaining a satisfactory grade in the admission examinations
NEE R T EISREA T -

Refresher Seminar for TG and GTA

T R Pk B R AR

i. Completion of Tour Guide course and be a holder of tour guide
license:
SERRE BRI SRR

ii. Completion of Ground Transfer Agent course and be a holder of
Ground Transfer Agent license
SERFE R BRI S IR

Holders of secondary school certificates issued by institutions outside
Macao are requested to submit the following documents for verification
of qualifications. The Institute has the right to check the authenticity of
the certificates and testimonials submitted. If IFT finds that an
applicant has presented a false certificate, the application will not be
accepted and the Institute reserves the right to take further legal



action. Applicants are only admitted to the course upon completion of
the verification procedures

WA IEAR BB IS 2 th R HH VR B NI - BB
FHEEZATH IR ENER - WBRIEE - ARRHVEETFER A&
Ay - 2hUR REVAEEFIAVER] - EREREERK - BT H
RRRYEGE S -

China H1[F :

1. Original and photocopy of certificate (If lost, applicant can submit a
testimonial including the following information: dates of entry and
graduation, educational level, signature of present school principal
with the date and school seal).

HEDEERIR (ELFRES - AR AEREEHE - SPA
BREFEFH - BREREE > dBUERESY - HEFEE HHER
El-)

2. Original and photocopy of academic reports (If lost, applicant can
submit a transcript. In case no report record is kept in school,
applicant still needs to submit a declaration which includes the
signature of present school principal with the date and school seal)

B~ EENSIERIA (WERFIGIEEEIH T - SRR EEE
HHE B IE - HANZ ARG REESE - FENEARMREE
> IR RS HEHEE NI RERE - )

Hong Kong &3 :

1. Original and photocopy of certificate (If lost, applicant can submit a
testimonial including the following information: dates of entry and
graduation, educational level, signature of present school principal
with the date and school seal).

BEFELRA (MELFAHE - AR EEESHE A
BRBEEEH  BREE > ARERESEYS  HEEEHPRER
El-)

2. Original and photocopy of academic reports (Reports should
indicate: scoring system, passing mark, signature of present school
principal with the date and school seal).

AR BEREIERIA (BRERSHISIEREE - RRHIRE - ReA& sy
B HRERESS  HESZEHWRGERE - )

3. The registration information of the school issued by the Hong Kong
Education and Manpower Bureau
EEUEHERZE RGN &R (il - FEEFEERER 213
5t 0 SAERIE 14 1 1416 = » SRGEM R EEZRAH)



Other countries or regions EAth[Ef 52 st & -

1. Original and photocopy of certificate (Provide the certificate issued
by the school and/or educational department with the following
information: signature of person in charge, date of issue, school
seal and/or unit seal)

BEDEFERIAR (HRER EMBEHRFEENEESS AR
AN#4 o sEHASEHE - EER A= - )

2. Original and photocopy of academic reports (Provide the transcript
issued by the school and/or educational department with the
following information: scoring system, passing mark, annual
academic results, signature of person in charge, date of issue,
school seal and/or unit seal)

B BENAIERIA (HURERL /& M B E R % S 1 R s
& BRI - RAS D - SEME > HARBEAEY - 5%
w5 H - B BALEIE - )

3. Approved educational level, education system and duration,
registration status of the school (If the information provided by the
applicant is not issued by the local educational department).
BRI EEFERE - 25 FH - ERAEEMIEN (AR E
FUR TR 2 S Y B IRE R SRR - )

1.2 Duration of Study EF4EHH

Students of the Tour Guide and Ground Transfer Agent Courses must
complete all modules within 3 consecutive years. Students who did
not complete all modules and pass all examinations within 3
consecutive years shall apply again for admission.

A R Ik BRIV A VAR 1% ST N e T A B2 R BB 1% - 0%
PR3N TR ARAR Y EL A 7R ST B RS

1.3to 1.7 Please refer to Regulations Governing Courses
offered by THS
13FE 17 FIHRIREREEREREERE

1.8  Course Exemption S{Z5RE

a. Only exemption requests submitted by students of Tour Guide
Courses will be considered

PREEERIZIN - S HM RS RIZAT R -

b. Requests must be submitted to the Head of Technical and
Academic Support Division on the form provided by Technical and
Academic Support Division and accompanied by supporting
documentation, showing that the student has taken and passed an



equivalent course before, normally at tertiary level. The requests
are then referred to the Director of THS and Coordinator for
Heritage Programmes for evaluation

B DN BHERAT ﬁ&fh %mﬁ%ﬂﬂ“ﬁ%ﬂiﬁ FAEE L 2 S BRRE
LGSR BB TRV - % HEE R R R £ AR
S RGBS %”’T;«FP?&V

Exemption may be given to similar subjects undertaken and
successfully completed in recognised institutions and taking into
consideration the following criteria

WG TARE AT A B R R ERME B 1S g - S Ray R0
T

i. Duration of the course {&:E 2 FZFH

ii. Course outline and content ZEFZ A4 B NE

iii. Bibliography; and &=H

iv. InstitutionZ 5445

19t0 1.10 Please refer to Regulations Governing Courses

offered by THS

19% 110 FHSRREKBEEERFERE
1.11 Deferral of Study and Re-admission (K& & {552

a. Only deferral requests submitted by Tour Guide Students will be

b.

C.

considered
W AR B A (Y (R EE FH 3

A student may defer his/her studies in the Institute before course
commencement by completing an application form obtained from
Technical and Academic Support Division and securing the
required signatures, and return it to Technical and Academic
Support Division. The deferral is official only after it is accepted
and approved by the Head of Technical and Academic Support
Division.

FORREHIER AL VR IR e B B il B R BRI U T 2 oK H %5
BHE B fla B EAAMTEHBNED P A ER B SE LA R SR fla BE e B T
FR RIEGR - JTAAERY -

A student may defer his/her studies for a maximum of two years.
IFT does not guarantee that the programme on the course
structure will remain the same in the interim.

B S AT NERRERAE - (BB R R A R R 2 -

Students who have deferred or withdrawn voluntarily from the
Institute may request re-admission through Technical and



Academic Support Division. Application must reach Technical and
Academic Support Division at least three weeks prior to the
commencement of the course for which the applicant seeks re-
admission.

E B R ERAYEL AL A BRI B ER il B B F SE 1R 22 - B2 AR R E SRR R
BRI = 2 B R i B T A Ry B EE 4 -

2 Evaluation/Assessment %%

2.1.

Examination and Retake Eg{ ) &%

2.1.1. Tour Guide (TG) Course, Ground Transfer Agent Course (GTA),
Refresher Seminar for TG and GTA

LWERRE ~ X RERRE ~ AR R

a. A student must pass all the written examinations before s/he can

b.

take the guiding practical examination. Late arrival is not accepted
and student will be disqualified. In addition, students must take the
guiding practical examination in the language of the programme
that they have enrolled, unless special approval is given by Director
of THS.
ﬁéiiz\ SN EHERE s 2 INER » B2 VHEIBEEA T 2E
E?;m BRI R EEHE Y - BB RHUNE R ER -
HEHUMEERMEZ B 5 F6l o LURSE RO 5 RS2 R Bt AR
BRSNS -

A student who does not show up for an examination due to
unforeseen and uncontrollable reasons, s/he may submit an
explanation letter to the Head of Technical and Academic Support
Division within 24 hours; an extra examination may be granted to
the student upon his/her written request with reasonable cause.
WNERA: PR BE FURFECAR A B D BB BR R B 5l - DR 48/ NN 2
RS TRATE BT R & - AE S HE S s -

Holders of tour guide license are eligible to apply for language
examinations in order to obtain license in other languages, each
language examination is MOP300. Examination date will be set by
the school. If failed in the language examination, the applicant
cannot apply for the same examination after the period of 7
months.

CrA E R R A\ L] 558 5 5 s DS B8 =5 2 H kRl
A S E AV E R BR300 - Bl HIHRERGTE » A&
K& - AIRTE AR EEE -



d.

2.1.2.

A student who is unable to attend an examination must inform the
lecturer concerned and the Head of Technical and Academic
Support Division in writing 24 hours before the examination; an
extra examination may be granted to the student upon his/her
written request to the Head of Technical and Academic Support
Division with reasonable cause.

WELAE KRR AR RE R F 5 - WENE A8/ N\ AT 2R (S
TR G B E AT IR B B B £ R AEI R B - W8S & BRI o AT B
=

Students who fail in any examination can apply for a re-sit
examination arranged in the upcoming batch, within the prescribed
study period of three years.

ESFEEF RN » WFHAEIE - THFENREEN—F Rt E
=2

Students must re-take the tour guide course if they fail to pass all
examinations within the prescribed period of three years
WEAERRE SFEE RN EIES - MHEHERE -

No student may take any prescribed examination unless he/she
has followed and completed the approved courses leading to the
examination.

RIEBGREAVEENG SR -

Students who wish to check their exam paper must send a formal
request letter to Technical and Academic Support Division within
one month after the result is released

WEEREERRSE - WHNFHER A MR —E A A LIEEFE P
TR ©

Macau Heritage Tour Guide Course &7 /L& 17872

A student must have at least 80% attendance rate and must submit
a written report of not less than 3000 words before s/he can take
the guiding practical examination. In addition, students must take
the guiding practical examination in the language of the course that
they have enrolled.

B2 VR B /) 80% LY 28 R AR AL /DA /DI 3000 AR FT 2k
FREEHKE - TUSNEER - DEERE SR -

Student should be punctual for practical examination. Late arrival is
not accepted and student will be disqualified.

B e R EE B BRI EUH S 5 EE -



c. There is no re-sit examination system for the current course.

AERIEA R EH A -

2.1.3. Cultural Heritage Interpretation for World Heritage Sites /452 v /L&

a. A student must have at least 80% attendance rate before s/he can
take the written examination.
B2 R VR B e/ 80% HHRE 5 t] SR, -

b. Students who fail in the examination can only apply for a re-sit
examination ONCE and will be arranged in the upcoming batch.

PRttt PIRERE S B S -

2.2t0 2.5 Please refer to Regulations Governing Courses
offered by Tourism and Hotel School

22225 BSRREREEREREMERE

2.6 Cognizance of Evaluation/Assessment Rules SRkt E/Z#%

Z A

Every student will be deemed to have both understood and accepted
these evaluation/assessment rules

A S4B A W2 DL ERPR R E -

Code of Student Discipline
?;%ﬁfgﬁyurisdiction in Cases Please refer to Regulations
of Offence against the Rules Governing Courses offered by

. : THS
Sy ou" S M B R R
Policy on Academic Dishonesty

BELRETT RITHR

Fees and Charges &

6.1 Supplementary/Re-sit Examination Fee fi¥% /EZ&H

Examination &, FeeZH
Supplementary examination MOP200
HEER JFTHE2007T
Supplementary guiding practical examination MOP500
BB EER JFIHE5007T
Re-sit written examination MOP200

EHEE HRE2007T
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Re-sit guiding practical examination MOP500
HEREEE HFTHE5007T

6.2t0 6.4 Please refer to Regulations Governing Courses
offered by THS

6.2 F 6.4 FSHIREREERBRRERE

6.5 Language Examination Fee (E=%iEH

Holders of tour guide license are eligible to apply for language
examination in order to obtain license in other languages. Application
fee for each language examination is MOP300

B R 2 R S T 2 A DL A A 2 R - e
(B3 2% A0 B 3007

All fees and charges mentioned above are non-refundable, unless
otherwise stated, and are subject to annual review

PREFRIEEASN - DL EFTA SR RE R IR E - WERE St -

Miscellaneous £275

Please refer to Regulations Governing Courses offered by THSEE 2 &k
B E R BARE R E



English Certificate Programmes HEEREERE
1 Regulations Governing English Certificate Programmes zZE#=

a. A student shall be awarded the certificate issued by IFT provided
that s/he has

FFELUT RIS > AES RIS

i. completed all courses, including tutorials for the public
examinations;
STRFTEER - BRETRE ARSIV

ii. met the attendance requirement of all courses, including
tutorials for the public examinations;
EFFTAERY TN RZOR - BIETHE AR SRR

iii. passed all internal examinations;
BIBFTARINE R

iv. paid the prescribed caution fees or other fees; and
B ARSE BEE A

v. abided by the School’s regulations
PSR qinpseniillic

b. A student shall be awarded the certificate/s issued by LCCI
provided that s/he has passed the concerned public examination/s
B LCCIARHAYES: ELCCIREZ B HINEE -

1.1  Admission Requirements AZE}K

A candidate may apply for admission to any English Certificate
programmes provided that s/he f7& BUT (2 AR IR IE -
a. is a Macau resident and JEFYEE K

b. has completed an English Certificate programme of a lower level in
IFT or has obtained a satisfactory result in the admission

examination Jik 25 5E B A — 4R Ay BLaE RS SRR B A ZE 5 T TS
TR H o
1.2  Duration of Study 235 4EHH

The duration of each English Certificate is one year. SIEF RS E1FE
BREI R -

1.3  Registration =i

Students have to pay a deposit and submit all supporting documents to
Technical and Academic Support Division to complete the registration.
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1.4to 1.7 Please refer to Regulations Governing Courses
offered by THS
14z 17 FHBHIREREERBRREHE

1.8  Course Exemption ®{ZHE

a. Written requests must be submitted to the Technical and Academic
Support Division before the commencement of the programme.
The requests are then referred to the Director of THS and course
coordinator for evaluation
B2 A VA BRI R T S T B B R B TR - 5% FHEA R AR
SE RO SR B R SRS EAEH -

b. Exemption may be given to the same course in the programme
undertaken and successfully completed

WIS R S8 AR ISR AV [ 2R m SR -

1.9to 1.14 Please refer to Regulations Governing Courses
offered by THS
1.9 £ 1.14 F2HRELEEEEREEHE

Evaluation/Assessment %%

2.1to 2.6f. Please refer to Regulations Governing Courses
offered by THS
21 F 2.6f FRREMEREEESERERMERE

2.6 Supplementary Evaluation %
g. Supplementary examinations can only be made for internal
examinations

HAERAFE A Z G -

2.7a.tof. Please refer to Regulations Governing Courses
offered by THS
27a. B f. FHSRNCEREE RS

2.7 Re-sit Evaluation &%
f. Re-sit evaluations can only be made for internal examinations

HARNERA T ZHES -



2.8t02.9 Please refer to Regulations Governing Courses
offered by THS

28229 BSRHIRENEERERERENE

Code of Student Discipline
?i%éﬁze%gﬁyurisdiction in Cases Please refer to Regulations
of Offence against the Rules Governing Courses offered by

i - THS
o e o2 VOUT LR R R R
Policy on Academic Dishonesty
EBETTETT IR

Fees and Charges [f[f&

6.1to 6.4 Please refer to Regulations Governing Courses
offered by THS

6.1 % 6.4 FSREIHEERERERERE

6.5 Tuition Fee, Caution Fee and Caution Fee Reimbursement £

a. The tuition fee programme is subsidised by the government
through Macao Federation of Trade Union
BRI R B LR T &R S G EBUT &R -

b. Candidates who are accepted to the programme have to deposit a
caution fee of MOP5000 into the bank account of Macao
Federation of Trade Union before the commencement of the
programme. Details will be given to the candidates after the release
of the admission results.

8 E AR N\ LR SRR AT TS 5,000 T {ReE S VBT T
EEENRITE O - SRERN AZS RS A Mgt -

c. The caution fee will be reimbursed to students who have met the

following criteria within 1 school year

FrE UM Bt — B2 R e R R B A S s BB s

PraEITS

i. completed all courses, including tutorials for the public
examinations
SERRFTAERL  ARETHE AR ERAVERE

ii. metthe attendance requirement of all courses, including
tutorials for the public examinations

ZEFIFTA SRR HREREDR - EIETHAE AR FHAERE



iii. passed all internal examinations
BFTATINE

iv. paid the prescribed deposit or fees; and
SO R RS e E

v. abided by the School’s regulations
JES R Qs il

Eligible students will be contacted by Macao Federation of Trade Union
about details of the reimbursement

AP T g Gt A R BRSNS A B RITEL -

7 Miscellaneous #2175

Please refer to Regulations Governing Courses offered by THS

B St LN S T A



Public Holidays 2\ BHA

20184
25 September Tue Day after Mid-Autumn Festival
NHZATRH EH— | fRkEiFEH
1 October Mon Chinese National Day
+H—H B | TEARLMEEEH
2 October Tue Day after Chinese National Day
+H—H 2= | hEARLMEEEHEH
17 October Wed Chung Yeung Festival
+H+tH 2= | EI5E
2 November Fri All Soul's Day
+—HZH EifH | BEH
8 December Sat Immaculate Conception
+Z—H/\H EHN | EREFIRIES
20 December Thur Macao SAR Establishment Day
+=H=1H L I I VA
22 December Sat Winter Solstice
+=H=+=H BN | 4&F
24 December Mon Christmas Eve
+ZHHE EH— | BEtEiRTH
25 December Tue Christmas Day
+ZHZ A HEHIT | BEHEER
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1 January Tue New Year’s Day

—H—H 2= | tH

5 February Tue 17 day of Lunar New Year
—HAH 2= | BEEAY—

6 February Wed 2nd day of Lunar New Year
—HXH Eif= | BEIEAY_

7 February Thur 3rd day of Lunar New Year
—HtH 2 | BEEAV=

5 April Fri Ching Ming Festival
PWHEH EIH | B

19 April Fri Good Friday

PWHAJLH 2R | B2

20 April Sat The Day before Easter
WHZ=+H EHN | REERTH

1 May Wed Labour Day

HaH—H BE= | BEnE

12 May Sun Buddha’s Birthday
HA+ZH 2 | BhItad

7 June Fri Dragon Boat Festival
RHEH BT | ImrE




