P )anrexe FERL I 3

- nal Developr (lE.PD)
Macao University of Tourisi m Exect e Pre i

Institute of Executive and
Professional Development
(IEPD) Student Notice

T R ERRRER R AN



Table of content

EE=S

EQUAL OPPORTUNITIES POLICY T & B oo 1
COURSES OFFERED BY INSTITUTE OF EXECUTIVE AND
PROFESSIONAL DEVELOPMENT (IEPD) ‘&8 J B 2 2 Ea s

1 REGULATIONS GOVERNING COURSES OFFERED BY INSTITUTE OF
EXECUTIVE AND PROFESSIONAL DEVELOPMENT (IEPD) R4 & .2

2 EVALUATION/ASSESSMENT % wooeeoiteeee et 6
3 CODE OF STUDENT DISCIPLINEZELELTAEFE oo 14

4 SCHEME OF JURISDICTION IN CASES OF OFFENCE AGAINST THE
RULES GOVERNING STUDENT BEHAVIOUR Z#22 b /lE 1 484 . 16

5 POLICY ON ACADEMIC DISHONESTY 2R B/ T RHIHKEE ....... 25

6 FEES AND CHARGES M .......ccoi i 27

7 MIEPDLLANEOUS ZBIE ......ooeeeieteeeee ettt sevaee e 29



Equal Opportunities Policy
FEREBOR

Macao University of Tourism (UTM) 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. UTM
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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Hit& - MR #EE R - B KHEEUA PR G FEMEHY
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Courses offered by Institute of Executive and Professional
Development (IEPD)

EHNEXERREELRE

1 Regulations Governing Courses offered by Institute of Executive
and Professional Development (IEPD) 38fE# =

a. |IEPD offers several courses to the public and customizes training
programmes to companies and institutions.
B R B S e B e By N AR B S THERAR N A [B] 8 B B AR e e

BRI

b. A IEPD student shall be awarded a certificate provided that s/he
has
e DU T R HYER A AT AR S R AR
i. undertaken a programme of study according to the
duration stated in the course outline
FRABERAR R4 52 EGRAR,
ii. completed the internship and the practicum if required,
according to the study plan SR EE (LA ) ;
iii. attended all compulsory courses {&:ERH MEFR]
iv. passed the prescribed examinations #EiEH E1IZ R
v.  paid the prescribed fees; and 443z A A& H
vi. abided by the institute’s regulations #~FE&[5EHHH = &

1.1 Admission Requirements AZ2E5k

The entry requirement of each course is specified in the course outline.
B AR R AN ETH -

Passport holder could only apply for courses with their valid stay in
Macao covering the full course duration. Otherwise, the enrolment
would be CANCELLED and NO REFUND of all fees or part thereof
would be made.

Frg i A\ L A g B & B i B n] A & R H B 38 - BRI 2240
HRFECH - RSN 2 S8R 2 BB (7R [E] -

1.2 Duration of the courses {Z3EIFE]

The duration of each course is specified in the course outline.
MERIERIERGAANETHR -



1.3 Course Outlines 2 K40

At the beginning of each course, lecturers shall present their students
with the course outline(s) which shall include:

SR BERREY @Eﬂ?hﬁbgé{i SHZ SRR RS - B

a. Learning outcomes E334E 5

b. Programme contents 32 NZE

c. Supportive bibliography; and ;R4f&:%&E

d. Course weighting and assessment method 552 LLEFIEERZ A=

1.4 Class Records HEEs%

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

RN BRSOk T E AR B RO R E NS B R -
1.5 Registration =i
Registration is not complete until all fees have been paid and all

materials duly completed and submitted to Pedagogic Affairs
Department.

B A VBB B B AR A RO T 205 B LASE Gt i -4 -

1.6 Course Load 2 TIEE

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

NFEEAE AR EZRAERAE -

1.7 Course Exemption flH&%

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

otherwise specified.
FREFRIGTERSN - RIE B RN BN E RS EEGGME -

1.8 Grading System FE3HIE

Grades are awarded according to the following systems:



ST

Letter Grade Standard Percentage
FRIEELR A Btk

A Superlative, extraordinarily good, 93-100
remarkable FE LY

A- Excellent, first class F#kHY 88-92

B+ 83-87

B Very good, well above the reflected 78-82
average performance--574F ~ #EH—FE
b7

B- Good, above average#f - th—H&4F 73-77

C+ 68-72

C Median, neither notably good nor bad - 63-67
&~ (BHURIARE

C- Acceptable; needs improvement A #£45% ~ 58-62
fef A

D+ 53-57

D Weak; barely acceptable #57% » & R[5 50-52

F Below the minimum required standard — 501

failed R EAREDK ~ R RA&

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

FE 0 FREERUIIEA R o BT R RIS AR - T E s te R B B A
EIMT R ESE 2/ -

1.9 Class Attendance and Absence & EHE

a. Attendance shall be taken by the lecturer.
HEMVEN S EREE S -

b. Fulfilment of all evaluation components as prescribed in the course

outline is a precondition for a student’s passing that course.

B2 AR AR P T A B R AR R ) _E T SRS R RE HUS s4 R HE R AR

==
S °

c. A student who is absent from a course or subject for more than

30% will receive a fail grade.

ERARRITE 2 e SR ERRIRIHY30% - &R KAk

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 VR EER - AR R A M AGRE - AR R Rk

[ o



1.10 Deferral of Study fRk2

There is no deferral policy in courses offered by IEPD.
PREZAIREA 18 P B B R SR R S f B2 e AR -

1.11  Withdrawal ;B2

A student may withdraw from the University by written document or
email to Pedagogic Affairs Department for request. The withdrawal is
official only after it is accepted by the Dean of IEPD.

SORIREM AR VA E H T B E EEIEHS S - FrA BREATH LA
SR H R RS R e AR o TR AR

1.12 Release of Certificate RE25HE

When all course grades are received and approved by the Dean of

IEPD, certificates will be issued by Pedagogic Affairs Department and

the students will be notified for collection.

Aﬂ%@&ﬁ%é’%ﬁgﬁmﬁnﬁﬁﬁﬁﬁﬁmilﬁ%@% BB A (AR BR S
IHIER AR GHEY -

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 Pedagogic Affairs Department within one month upon course
completion results are received. Any request received after this period
will not be dealt with.
BB A U Rk 4R SR EA BR BT 0 FERERE e 4S I E ple a1 —
P LA 1 5 2 B 8 ) B0 MO R S AL TR - R PREAT& HR Y SRR
A HFEL -

1.13 Change of Contacts ¥ ¥ttt

Any correspondence from the University mailed to the last address
provided by the student to Pedagogic Affairs Department will discharge
all the University’s responsibility for notification. Students must notify
Pedagogic Affairs Department of any change of their personal contacts
(address and contact numbers).

PossEl e IR ER AR SR ALY B S (S bR - 0B A S SO e S R E0S
il



2 Evaluation/Assessment %%

2.1

Evaluation Components g% 574

UTM follows a continuous evaluation procedure. Therefore, the
following should be considered:
APTIREE R R AR ZA T RILEHLG RS R T YRR ¢

a.

2.2

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.

FRERIEEAZ » AUHES ~ DR ~ /NERE SR NERY - BAETRAET
BCE PR —IH - IRIERAEEIEIRE -

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.

B ARIE AT RS HEE ARG » IR Z = > 0E -~ /D
LHEEEEREE -

Responsibility E{F

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.
BAFRBZE SRS H B B RS o YRR~ SRS
B -

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

BRI S 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/her name on the
seating plan should inform Pedagogic Affairs Department
immediately.



R RRIEE S - B2 I RE R BRI - BRIV TT ERIRAS
TAEREG N A AL RAGE ST AL » ANERA PR AT R IR BEF R EI 5T -
AL BB ED

. 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.

B DRI S AT 15 s B S s B, - W =E I M AT 107368 A
BE o #EARG & - BANERIEFET S NBIHES] - A RE
BRI E 15 SN ES - I S B AR et EdEEZ A A
25 B nsrs s SRl PIER -

. 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 VRIEEE AIVEDK - 5N ~ AEEEYFINEERTT -

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.
FEEHBAHZ IR E 30 AR - BB BEORERAD - B4
RS EEREES  WVRASERE B[R R SR E T U7 AR

(i). 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 Pedagogic Affairs
Department.

FolE > BT B R EIR R e S ulUI s ECY - &
% BR R EE RN ERE - BB RE -

(ii). When a report is made under such circumstances, Pedagogic
Affairs Department 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

7



h.

2.3

prescribed evaluation, and a report will be made to the final
decision-making bodies concerned.

WEFELL BB - B ERETIHE R - (A ZHFESHIE
SUN » EERIRRERIEUE - MR 2N E A -

Students will comply with all instructions concerning the evaluation
system as given by the course lecturers.
B4 RS RIERTE] RSB IZHIE -

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

R AR G it AR -

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 - FrArsUE G E O E T ol
FigUE] -

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.

A VERECRIFT A R T H AN BN MR TEF A - (£
(EESE G TSR S i

Use of Materials and Aids E§EIZEHE9fE

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

BREFRIETIASN - 5 5kl A 15 T Ry - 4 -

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.

BANGETEREEGEARY - HWHEITR 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
University for that evaluation. Students at any evaluation will not be

8



2.4

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 University. Authorised
materials and aids will be subject to inspection by the invigilators.
WMFETES - 2AEEEBTEE - W HBH A ARER Ak
B o ARER T - BAAEF AR A 508 R B FryasR - &
A~ FER - TREUEEBYG - E 5 ENEERRI - BOTHRI
FHRATAM R HE A E R TR kY o 555 SR ER AR R
2 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 BT ERAVE R T » R IR ARt 5 - B
WARTHE ~ FRZ MDA EE - NS RA EGEIRIIRE s A
BERSUERI/ M - M REGECIERSE - B4R ESTERA R
R IR e DA ORI A -

All other materials provided by the University for use in evaluations
must not be removed by students from the evaluation venue.

BT EE M EARE R -

Misconduct during Examinations R PR EfTE

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.

85 BB A A IERAVTT Ry - B ERTHON RS &R -

Should the University 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
University, subject to the decision of the UTM Academic Council.
WHEFBBANEHNTERNLE - THESAIEENTR » ZAERE
SHEASTTRZ BRI AR BA - B2l S S A ERUH s &R -

c. 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 ITE BB AR A5 - WA - LR Es
B ZUL » R R N IEETT Ry B -

25 Submission of Marks 238438

Course lecturers are required to submit completed mark lists to
Pedagogic Affairs Department within 7 calendar days (including
holidays), of the completion of the evaluation.

P ERIVENFREE R T RN (EEERN « HRAREHT) B8
TS L -

2.6 Supplementary Evaluation %§%&

a. 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 Pedagogic Affairs Department 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
University for expenses incurred in such arrangements.

R - BINEA A nT A ARE T ey 84 - Et
a5 R G B IENA N TRV T » A58 BB R 2l
5 o MHEARYZCHE - ERENNRF S - A0 B A BRI R 5+ 1%
TEIRE - AEEHEAHE T » RIS TEPAZAT—ARA - A2 4 R

10



2.7

REEHIEH - DRI L M LA S HIREIAE - FrAZ gt
ZEYINE R LR -

A student is required to inform Pedagogic Affairs Department in
writing immediately if for any reason s/he is unable to sit for an
evaluation because of iliness, 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 » BITEARFRBSEMFE R ARESIIFH - 5
RIDAF R T s B wl =R A B E I U A ess 3t - 0%
R R L B FH B R B S R R BB DU I EARRERY S - A1EE 4

&Y -

. Any student failing to give notice as specified in (b) within 24 hours

after the evaluation concerned, discounting any Saturdays,
Sundays, and public holidays, will lose the opportunity to sit for the
supplementary evaluation.

WMELAREENF 1% 24/ N (ZHIN ~ H RARRIERSN) 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.

575 o] DUHA A2 5 T - 08 ~ s o (BN REEIEER R A
FrFt < LEEE -

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

RIS 15 B ER A AN S B B2 B -

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

I A AR TR -

Re-sit Evaluation &%

11



2.8

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. A student requesting re-sit
evaluation should have the courses officially enrolled.
P ER 40T BRIERF RIS T A ELHRES - A EEZ
Pt o B ARECRE ST H EIEGEN -

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.

RmEFZNE T SE - FTEESIFES A REERD” (Bl R RIS
B -

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

BHATEZE X -

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.

BT DLHAN A2 AT - ASRE - W5 o B RS IEE R R4
Frat < LEEE -

No second chance would be given to students who have failed to
attend the re-sit examination as scheduled
A B F IR A R S A ek -

For international qualifications, re-sit evaluation is subject to the
policy of the concerned organization.

BURREEEE 2 B e SRR A A R & -

Evaluation/Assessment Schedules fPE/ZZISRFHE

Evaluation or assessment schedules are sanctioned by the
University 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 IEPD Pedagogic
Council for consideration.

SRR RS - A BRI RL T L HERE A %2
(Y o WERNEREREHIEOR - BRTASORERE M B 2 ACHH K E L
RHPZERNWAE - iZaf KERHEH R EESRERZZ B
% -

12



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

—MABEIT BTN G E A F S S P R ECE L H AR SR - T
FIEDLERIL

i. In case of force majeure affecting the student and the
University, Pedagogic Affairs Department shall determine the
appropriate dates for a re-scheduling of the evaluation/

assessment.
WER T GUIIEDN - P B2 A BERR » B E R E LT R/
iz H -

ii. Inthe event of extraordinary cause, it will be considered by the
IEPD 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 IEPD 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 IEPD Pedagogic Council that an
extraordinary reason exists.

WMRFAREL Y - B4 B R E R CHENZ S giEE - £77H
HIEIHE N AR AR RS - AR I THAIE L T e TS -
HEEE OB Z B & 2 AR LSS I H S R AR -

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

52 B R R 175 8 S
2.9 Cognizance of Evaluation/Assessment Rules S3:RaTE/Z#%
R
Every student will be deemed to have both understood and accepted

these evaluation/assessment rules.

PS4 B A 2 DL ERFZ R -

13



Code of Student Discipline £ 472 FRl

a.

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

FrE B AR ENE R R E B (s L ST IR AI -

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

B4R A HARIFTERUE ©

Punctuality in reporting for classes is very important. Lecturers may
enforce such through provisions detailed in the course outlines.
B A R AR ERR  EETE AR ARG P -

Attire on campus, is to be smart casual and befitting an individual.
For occupational safety and food hygiene reasons, participants of
culinary courses are not allowed to enter the training kitchen
without proper uniform. Participants should wear long sleeves chef
suite (or white gown), kitchen safety shoes, UTM apron and kitchen
hat.

RN AT ZGRRHACE - BN R aYIEENSE > 28
IR EE BVHEGE SRS I R BT AR (B E 1) ~ B EVIEL 2k -
AR EHRHEATEIE S BB MFRE IR - SRR AT 4 AR s B3R -

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 or other areas
requiring quietness, such as multimedia libraries. Any violation will
lead to disciplinary action.

Ry I THEM A R REEAIGE - ERE ~ HXIBRE B M ZOR Ordsr
LEFHMIE - SRR EEE - N HE TR E IR - BEAE
RS TSR - EERGR T

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 - 2L R B TEE (FIMAE
) RAEBERARAES AR - e HIRNZETEE - BUE
THJE ~ IR~ B B TR S B - BT Y -

14



. Students who wish to do anything in the name of the University
must first obtain written permission from the Rector. Without this
written permission, no student may claim to represent the
University in any matter whatsoever, including correspondence with
the press or public.

BAMFURELFET AP AAYES) - MVEBLIUS KRS
EE°Eﬁ%iK%E%@k@ﬁﬁT@%ﬁﬁﬁﬁuk%%%%

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

B 07R Ry N R RS IS REAHE AL - HEBIS A A BT
HERFHEN IR -

All University property and installations must not be defaced,
damaged or removed. If University 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 HEER ~ BB AR ARBRHV T 2 SR - AL AR
BRI REIY) - DA AR M E N E LAY

Students should assist in keeping all parts of the University clean
and tidy by utilizing the rubbish receptacles provided.
BATERF RGOSR - SRS BNV

Students may put up posters or notices only on designated notice
boards after being given expressed permission by the Campus
Management Division. Unauthorized posters and notices will be
removed.

B4 A ER E BB A AR - FEfE e R RAG SR B0 - REEET
AR E R S bR -

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.

A U AT R 5 7 M REZ= 4 (i P (Rl = et - ARt 725 IR
DL EgstfHHEEMA -

. 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 VAR E MRS E o A I E R e T o
15



n. The campus is open to students on the days and times as agreed
to by the Rector; information can be obtained from Pedagogic
Affairs Department.

PREHER R R R E R B H B - A BB R eI E B

o
5

0. 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
University.

HFHH BT E TEANERE B E R REE AR -
RECHE JB P TR B R ERFR A -

p. No audio or video recording within the premises of the University is
allowed, except with the permission of the Dean of IEPD.

MHERERENERE R St - EEE N H SRS
RALAEERRSL -

g. 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 University.

BRI REEOR B RLAR S R 7 A e RS R R A R AR = -

r. 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.

WIELA: AR ST AN R R BRI - AT T BB SRR B2 1T A S e 4l

fH -

s. Lecturers may request the student, who is considered not suitable
to attend class, to leave classroom due to his/her (physical or
mental) condition.
?Ej%Eﬂﬁ‘éé‘fﬂfééiEMEJ??%R%*%W%%K@%L%% ] EOREA:
25 .

4 Scheme of Jurisdiction in Cases of Offence against the Rules

Governing Student Behaviour SR80 (B2 2%
4.1 The Student Discipline Panel 24:5E 45y /NeH

a. The Student Discipline Panel (hereafter called “The Panel”) shall
exercise summary jurisdiction in major offences against the Code

16



4.2

of Student Discipline, and also deal with appeals arising from minor
offences.

BArpR /N (DUNTERy T/NGH ) ) RF S B i SR A H R e e B
<<<{E)/( QEZJ:D)'—‘F

The constitution of the Panel may consist of the following members
/NERFEET I EEER -

i. The Rector &

ii. The Vice-Rector B

iii. The Dean of IEPD & | B EE I E

iv. The Academic Coordinator; and/or 32 ¥ 1T » K/

v. The Registrar of Pedagogic Affairs Department %% % &

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

Shgmde (41 4.2a) HHRESENAS (5525 4.2b) Hk - 40
H LS AIEEARE /N (5525 4.1b ) &R -

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 Rector through such mechanisms

deemed appropriate (see 4.4).

B AL (04.3a ) FEEAR /N (55284.10) HL - 0F
E5F > QIR REGEENIES] (55264.4) FH -

Minor Offences ¥f5iEs

The nature of minor offences include

ChR SRR M E LA

i. removing property without permission but without the suspicion
of theft.

REHET - BHUREARIIAY)  (HI2H fEHIRSE

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.

JEE B REN SRR R B M N AHRIT R -
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any activity of a mischievous nature which may result in
disruption to the normal functioning of the University but which
stops short of damaging property or causing injury.

A i heE R B2 T 1R BCAE Bl R B MR A YRR S [RE 2 5 Y
TEEIT By -

any offensive activity of less seriousness than those that would
normally be regarded as a major offence.
AT B B Rk 5 E) -

. Jurisdiction ;1

The following Institute officers are authorized to deal with minor
offences:

ezt AR SR SR A A RS -

iii.
iv.

V.

The Rector &

The Vice-Rector B &

The Dean of the |IEPD & & ¥R E %R

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

such other officers as the Rector may designate from time to
time AR EZEZHMAE

Procedure 2%

In every case, the student concerned will be specifically
informed by the University 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.

HREZAEREANUEIR (4.20) K2 ABREAEHEMHERZ A
B Rt HIB R ARER S R AR A F R -

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 Pedagogic Affairs Department.

WERE LRI R BERITT HIS LS » kT OEESEI - H
R Eil K B RO SR FH B0 B A -

When guilt is denied, and the University officer has found the
student guilty after considering the evidence, the student has
the right to appeal to the Panel through Pedagogic Affairs
Department. 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.
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Vi.

Vii.

viii.

WMERAETIETE - MARABMBIBALIAIRE > BAFEES
Fopsulia/ NGBS - ELDVRAE A% 101 TAF K A DA PR Al
YRR

The grounds for appeal when guilt is denied shall only be
acceptable if they relate to either:

R AE DU Her—IE AT

i) fresh evidence which for good reason had not been
presented to the Institute officer at the time of his/her
decision; or

SR A 0 %SG HR A HI R AT A S BRI R IR MR B2 58 > =

i) a material irregularity of proceedings in the University
officer’s disposing of the case.
HHRSHE EH RE

The Panel shall meet within 10 working days of the date at
which the appeal is lodged with Pedagogic Affairs Department.
/INHAFAEBOF EUEZ LS 10ME TE R AN &5y s

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
Pedagogic Affairs Department is informed of their names at
least three working days prior to the meeting.

A REEOR A/ N E TR EITHVERES - BRI REEORE
AHAMEEA - AHLVEE/ N & AT3E TAERABOFE RS -

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.

INEA IR R e 73 SRR A L AR ER A -

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

/INGE PR B ] BT > A~ OB R R AR

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

EFFR o NHERTER R R HTHER -
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X.

Pedagogic Affairs Department shall keep a written record of the
proceedings of all cases of appeal to the Panel.

FoBsEl R AT A Y _EAE N AR -

d. Penalties =i
The penalties which a University officer may impose in respect of

4.3

m

inor offences include:

RENBETHECT HIpa 8 R s sk -

an oral or written warning that a repetition of the offence will
lead to a more severe penalty
DLOIBHEGE A& e B R & S B YRR T -

a formal reprimand resulting in a written statement of the matter
being filed in Pedagogic Affairs Department Office for a period
to be determined in each case.

TECHY 3 T 8 B IR A RO S5 B — BRIF ] » AR B Re T
{ERIEHRE

exclusion from any class or physical area or from the use of
facilities, of the University for a period not exceeding four weeks
such that in being so excluded the student is not prevented
from continuing with his studies as if he were suspended as a
student of the University.

TR AR BEPNIERT - EORZAYE LR (KHEAS
FEVUEHA )~ 25 R EE AR E A& I B P BRI E

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 University or used by
the University.
BRETTLA_ERIER I3 81 » AR AT HORER A S PRIHCAIE A A S FT i kY
BARBARBF I -

Major Offences FE %k

. The nature of major offences include:

B R M E A

offences in connection with University assessments;

ARIRESHZHIEEEI |

falsification or misuse of University documents and records;
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Vi.

Vii.

viii.

(R B I8 {50 P R EZH S Bia 5%

false pretences or impersonation of others within or outside the
University;

FEREZNSSINE TN S

theft, fraud, misapplication of, or gross negligence in connection
with, University funds or property of any kind;
7% ~ HR - BH - BRREEARENE S EE

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

TRl BT RS RER BRI - SR EE R B R IRRF

offences against the criminal law, where these offences involve
other students or staff of the University or directly affect the
interests of the University;

WRRENHME LN G T NE BRSNS 0E AT
=

failure to pay any monetary recompense or to keep to the terms
of any penalty imposed by an University 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;
BATERUS A ~ SHEEVEAT » ARSI R B0 2 25 T4
FHRR A ST TR ST HA

material breach of, or non-compliance with, the rules governing
student behaviour for the time being in force in the University

BB R BRI R EE 2 S A O T A

b. Jurisdiction H[#

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 Pedagogic
Affairs Department within 10 working days from the date when
the alleged offence takes place;

EREN B RA B B E M BRI TR R S A R
By > RN A SR 3% 2R 1% TOAE TR K A 1m] 208 B0 4 50 35 1

=
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Any case instigated as a major offence by Pedagogic Affairs
Department, including cases relating to offence in connection
with University examinations, shall prima facie be a case of
major offence and shall be dealt with by the Panel.

AT BB AR R B EE B R IS - BFRER R BRGIE R
W SR R AR o WA RS/ N R

c. Procedure 27

A student charged with a major offence which is to be
considered under 4.3bii will receive written notice from
Pedagogic Affairs Department, 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.

{EAE S (4.3bii) FREIFVERE - BoB BRSNS BEAERR AR LY
HAE TR A ST AR AL - W E KA RS A AT AN
FH T RNIELE R - KRBT R ENEFEHEA
BAEFE EHIIR 2 A U E[EfE - f54E R85 - W H REET
J& o AIAEER AR HI R T I E ET o

i. A student wishing to admit the charge should do so in a written

explanation to Pedagogic Affairs Department. The student
needs not appear before the Panel, unless required by the
Panel, but may opt to do so if s/he wishes.

B A AR i 2k o] DL AR B0 8D - SRR RZE L EH - 2
ERAE th mT B -

If the student wishes to change the charge:

ﬁﬂﬁiﬁaﬁz EERR TR
s/he must do so in writing to Pedagogic Affairs Department
within 10 working days from the date of the written notice,
and may choose to appear before the Panel in person;
DR LA T U7 U 8 1 5 HY LOfE AR R AR - B
BRI AR

* the case brought against the student shall be presented by
an Institute officer appointed by the Chairman of the Panel.

ZEZER  NEERBE— ANBLMUREREH -
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Vi.

Vii.

viii.

The Panel may call upon the student to appear before it in order
to facilitate its adjudication of the case, if deemed necessary
NN A RZEAENLT » AEERENFHARILRE

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
Pedagogic Affairs Department is informed of their names at
least three working days before the meeting;

WVER AR JBE SR L T B R B N R R I » B AR AR
BN EREE - (H N EHIRTSE LA R A

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;

NEFHEERER S RO R EEAEA

The student may admit the charge, or any part of it, at any
stage of the proceedings;
BA AR HIAT ~ R HIEBIE AT o B e

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;
WHEPERRAL » /NERS A4 2 FiU SR A0SR i AR &

Pedagogic Affairs Department shall keep a written record of the
proceedings;
B R A R FIRLC R

The University reserves the right to report to the police
authorities any case of a major offence which involves a breach
of the criminal law.

W FGRIE > BRI IR AR IR AR

. Penalties =7
The penalties which may be imposed by the Panel in respect of
major offences include

B AR AT DA T B ET -

a formal reprimand resulting in a written statement of the matter
being filed in Pedagogic Affairs Department Office;
IEHVE BB A E R BOR 205D
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4.4

ii. suspension as a student of the University for a specified period;
1B EER R

iii. expulsion as a student of the University together with the
determination of a period during which the student will not be
considered for re-admission to studies at the University;

FAPRERFE LSS ER RN A S B AL |

iv. a requirement that a student completes specified academic
work or assessment;

SERKEE E R TAFERIES -

v. withholding for a specified period of any award for which the
student is a candidate;
T E R R NTESS B2 AR IR R (] B0

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 University.

PR T L ERYER 3 Ah » RER A SR ER AR PR ELE A B SR Frids iy
DR BRI -

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 Pedagogic Affairs Department to the
Rector;

P B B K FI R % - BBAE AT 1008 TAF RN AE P A E B 0
e AR et B3

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

FTA LR A R STECE SRS - WVRTE EETRTREH_ B B
i3
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d. The ground for appeal against the decision shall only be
acceptable if they relate to either:
SR VER
* Fresh evidence which for good reason had not been presented
to the Panel at the time of its decision; or

FRHUETHIRE B M aZ 56 1B AE HIA AT A S BRAY R R M AR MR 5 B¢
* A material irregularity in the proceedings in the Panel’s

disposing of the case.

W I HIpREE

e. When an appeal has been notified, the Rector shall take such
action as deemed fit in considering the appeal;
WE BRI - RIS EIE SRR G2 IR |

f. The decision of the Rector on the appeal shall be made within 10
working days of the appeal being lodged with Pedagogic Affairs
Department and shall be notified to the student by Pedagogic
Affairs Department forthwith;

PR 05 B Eafri 1008 T0E H WHE R & #8572 B3ff > T
BB AR

g. The Rector may either uphold or reject the appeal, and may set
aside, vary or confirm the penalty already imposed. The decision of
the Rector shall be final and not subject to review by any other
body.

PR R RN BB m]_E5TF - Y ~ OB IR HIBR 7T o S RE
RyE R RRIRE AR EIER -

5 Policy on Academic Dishonesty &Rt E 7T AT

The University vehemently opposes the commission of dishonest acts
and, through the UTM 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.
REEIUSCHARIET R - WEIBERTZ B @R SHE A B E TAfES
NARSRE T B - AEE HAE S0 EE{E A 58 £ ENER T 2 A8
RYI Ry S 5

Dishonest acts include but are not limited to:
RHET HEEERERPR LA ER

a. cheating #8g ©

b. plagiarism #)EE ;
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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;

REEFZHE TAENBREE AT ~ hEig - SN HAP A rsH aiE R
a B ~ ST E ~ BULAT T HUS R ~ o BEER DR - B
EG 1IN

d. submitting as one’s work content material that is identical to, in part or

full, or attributable to another student or author.

BEATHIESE B ER B A\ 52 = BRI FH ] -

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

R 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 =2

b. use of unauthorised materials during an examination
e e o A — s Rt A 2 )

c. unauthorised collaboration with another person during an examination
or in other forms of academic evaluation; and
TEE S B A S - RS E R A

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

ERCREAAE G PEL

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 F DA B s E TP 202 i ead R IR R AN i et -
I ER f (i TT R B T B R AR B - DA E Bl &5 2
ERERIVEET Ry AER Fva ) JHAIME b ) BFErHy5 I HIERA - BEIRERilTR
& AT e RN R sCE IR F AR B R - a5 | 2 S e
7 CHEEIERITE - BETGERMER2ENTER - WERBADENETY
SIS -

Both cheating and plagiarism are punishable in several ways. These can
include failure in the examination or course, forced withdrawal,
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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 IEPD Pedagogic Council which shall
determine the appropriate disciplinary actions to impose.

WRIB B DERAY e 51 B PR R S ~ IBEE ~ (REERBARR - MHBHRYERTS
PR 7 SRER B VESAE WP IR SR HIR - AISERRE - SHiTZ R Ef s
i ST REAA AR E B JT7 ©

Penalties imposed on cases of dishonest acts:
RERETT Ry ZBRETATT

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.

PR - A ERE 07y BB R EA A -

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.

FBRILE - BT B EE 034 » B4 G SRS N —(E 2
HRfEER -
c.  For third-time offender, the student concerned will be dismissed from

the Institute.
E=OUE - BERWHHREEE -

Fees and Charges &

6.1  Application Fee $Z%

No application fee is applied in courses offered by IEPD unless

otherwise stated.

FRERIEARMETIASN - EH R BERRELRE N Rl E -

6.2  Course Outline Fee 2N EH

MOPS50 is charged for each copy of a course outline.

B2 RS0 TIT -
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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 MOP150 for each subject.

B A AT RS0 TS S -

Other changes may apply for international qualification
examinations, Certificate in Macao History and Tourism,
Certificate in Tour Guiding. Please check with the Pedagogic Affairs
Department.

HE O ERRESE - MR R RRESE - HEFERATINE
u‘leFEuﬁﬁ%ﬁzf%DBEu/j °

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.

Tty E S R S B B E VB S0P T » JIER AR I BE Al il A EAt
FARET » ZHFRA 2B - SECARIE R R 3(E TIE &8
HUSA - dIBRRENR - BA RS HFIR - FRftE - o
FRERER 24/ NRH& SR ©

6.5  Written or practical exam checking BIZER K E TR

MOP50 is charged for written or practical exam checking.

% B E I E RS0 TT -

6.6  Admission exam checking (each subject) BT AZEH 4
(=)

MOP50 is charged for admission exam checking.
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Az N B S RS0 TIT -

6.7  Tuition Fee 2%

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

B EEREE NSRRI 2 -

6.8  Tuition Fee Refund Policy &Rk

Request for tuition fee refund is not accepted.
A2 IR

MilEPDllaneous 25

a. Broken Property or Insufficient Air-conditioning Bf##E8EE4
R

Should broken or damaged property (classrooms, equipment, etc.) be
found or air-conditioning not work, please contact Pedagogic Affairs
Department immediately.

WA SRR SRR Y i (AIER = BB SE) BB R IER
HAE - FILEVAEBORE -

b. Emergency RaiEd

In the event of an emergency, such as a serious accident or fire, you
should inform the nearest staff member and contact Pedagogic Affairs
Department immediately.

WHZZEN » WERERINOK S » TR BOE SN E T -
c. UTM Newsletter KEZHF]|

This is a quarterly bulletin which highlights the most important activities
at UTM. The E-version is available at www.utm.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 UTM.
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www.utm.edu.mo - KEXE R T-F FIHYEEE S 4a IR ~ AR EEE
KoMt EVEREIEIAE A - SR T AR SRR i e -

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 .

R B PN 35 BRI AR Y SRR R AR AR BT - FRE )it —(E A 04
NG » RN TR

e. Personal Belongings and Property {E A #7504 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

B AR FEOREE AN AW W03 26 A nT 47 i L U 28 SR 8075 B0 B B2 A e 2
B BN ETAE RO RERE -

f. Student Insurance 4 {3k

The University has purchased an insurance package for all IFTM full-
time on-campus students. The principal coverage of this scheme
encompasses any student who
RERFEATH 2 E LIS Orby - HOrR#E T UM EMR
* gets injured on the campus

B4R RENZEG
* gets injured during Institute-related activities

B tp S R I SR R NI 215

A claim will then be forwarded to and dealt with by the insurance
company, accompanied by supporting documents

ARREDRREAERE - B2E0VHE ARSI -
g. Typhoon Signals g4

a. Typhoons JfgJE|
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
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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

EEF LR/ (Rl EREER A - B ErARE kEs (FE
JNEFBRIRZE TR ) $ECH © BET AR Uk sL_ EEERTIA
B A T FRERFH (PP R E G NE ) S
M o B MR =0y SR BB - TR G ERE
KA SIHUH -

. Typhoon Forecast [&&E 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

WAL FATE 2 B T (FRr e R g SR bl LRz 2~
ffii) B EEReE AR R I E R R B wl g HUH -
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