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Guide for Applicants

Instructions on completing the application form
1.

2.
3.

4.
5.

Please complete the form in block letters.

Please complete all part of the application form in full.

Non-local applicants — if you or your immediate families
(parents/spouse) have continuously resided in Hong Kong for three
years immediately preceding the date of application or you have the
right of abode, you are classified as a local applicant; otherwise,
applicants are required to enter “Y” in the appropriate box and must
obtain a student visa before coming to Hong Kong to pursue studies.
For detials please contact the Immigration Department of the HKSAR
Government (Tel: 2824-6111).

Please complete the application form clearly and accurately.
Incomplete application forms will not be processed.

Please sign the application form before submitting your application.

Submission of application
6.

Please submit your application by fax or by post to the office of the

Produce Green Foundation at 18 Hok Tau Village, Fanling, N.T.,

Hong Kong

An application should include the followings:

» aduly completed application form

»  supporting documents, e.g. a photocopy of HKCEE certificate,
transcripts of study, company letter and etc.

» acrossed cheque or bank transfer slip, or paid by PPS or credit
card for the required course fees

»  (Kindly please write your name and the course name at the
back of the cheque or slip.)

» arecent photo (size: 1" x 1.57)

Closing date for application

8.

Unless otherwise specified, the closing date for applying a course is
normally one weeks before the commencement date of the course.

Notification of application results
9.

10.

Successful applicants will receive a notification confirming their

enrolment about one week before course commencement date.

Unsuccessful applicants will be notified. Course fees will be

returned.

(Please contact us if you do not receive any notification one
week before the course commencement date)

Fee refund policies
11.

12.
13.

14.

15.
16.

17.

In case that the application is not accepted by the PGF, or in case of
course cancellation, class full, or closure of the PGF, course fees will
be refunded in full.

For cessation of the course after its commencement, course fee will
be refunded on a pro-rata basis within one month.

If a participant is unable to attend certain class(es) due to the
alternation of date and time, course fee refund is applicable on a
pro-rata basis. Refund will be made within one month after the
request.

If the course cannot be operated according to the arrangement
specified, and the participants decline to accept the revised
arrangement, course fee refund is applicatble on a pro-rata basis.
Refund will be made within one month after the request.

For detail policy, please contact CEF directly. CEF 24-hour manned
enquiry hotline: 3142 2277.

Other than the above situation, course fees are not refundable.

Fees paid and places allocated on course are not transferable after
application.

Course fees will be returned to participants by cheque via ordinary
mail as soon as possible..

Cerification

18.

A certificate will be issued to students who have satisfied all the
prescribed requirements for completion.

Use of information

19.

20.
21.

22.

Enquiry
23.

Persional data provided as part of an application for admission will,
during the admission process, be used solely for the purpose of
admission, and in this connection the data will be handled by the
Produce Green Foundation and other relevant institutions authorised
to receive it.

Application papers of unsucessful candidates will be destroyed after
the admission process has been completed.

Application papers of sucessful candidiates will become part of the
student file and the data will thereafter be handled by the Produce
Green Foundation and other relevant institutions authorised to
receive it.

Under the provisions the Personal Data (Privacy) Ordinance,
applicants have rights to request access to, and the correciton of,
their personal data. Applicants wishing to access or make corrections
to their data should submit wirtten requests to the office of the
Produce Green Foundation.

All enquiries should be directed to Produce Green Foundation:
Add: 18 Hok Tau Village, Fanling, N.T. Hong Kong

Tel: 2674 1190

Fax: 2674 8077

E-mail: info@producegreen.org.hk

Office hours: Mondays to Sundays 8:00a.m. ~ 5:00p.m

Note:

The Course Director reserves the rights to cancel any course (such as
under bad weather conditions), and to make any necessary changes to the
course schedule (i.e. time, venue, tutors and etc.).



