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1. Login to the e-Portal account

Step 1: Please go to https://eportal.hkcaavqg.edu.hk/

Step 2: Click

is EHABRENERETER txr | Site Map | ContactUs
/| Hong Kang Council for Accreditation of
=) Academic & Vocational Qualifications

HOME SYSTEM REQUIREMENTS USEFUL LINKS HELP

Welcome to the
e-Portal

o
\YF
Welcome to our e-Portal for accreditation and assessment services! 2016.05.16

e-Portal service will be launched soon.
The e-Portal has been developed to improve the efficiency of HKCAAVQ services by providing

operators and course providers with a secure user-friendly online platform to process, check
and review the status of their applications and submissions.

The e-Portal provides for the following services:

* Accreditation for academic programmes

+ Accreditation for vocational programmes

+ Assessment of Continuing Education Fund (CEF) reimbursable courses

+ Assessment of Continuing Professional Development (CPD) Programmes

NEW USERS

LOGIN FOR EXISTING ACCOUNTS

Disclaimer | Privacy Policy
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https://eportal.hkcaavq.edu.hk/

Step 2: After reading the Disclaimer, click

Disclaimer

Whilst the Hong Koeng Council for Accreditation of Academic and Vocational Qualifications (HKCAAVQ) endeavours to ensure the accuracy of the information on tnis wehsi\e the information is for reference only and is subject to change by HKCAAVQ at any time without prior notice.
HKCAAVQ makes no warranties, representations and statements (whether express or implied) of any kind in relation to the information, including any and in respect of the accuracy. completeness, timeliness and fitness for a particular purpose of
the information. In no circumstances shall the information (or any part thereof) be regarded as professional advice (whether legal or otherwise; and whether general or specific) or a substitute for such.

This website is linked to websites set up by other organisations / bodies / companies. HKGAAVQ expressly states that it has not approved or endorsed the information provided by any other websites linked to this website and HKCAAVQ accepts no responsibility or liability (nowsoever
caused) for such information.

HKCAAVQ shall not in any circumstances or in any way be liable to any person (including any body of persons, corporate or unincorporated) for any loss or damage (including but not limited to consequential, indirect, incidental and special loss/damage) arising out of or in connection with
this website or the websites which are linked to this website, the information on this website or on the websites which are linked to this website, the use of or the inability to use any of such information

Users are respensible for making their own assessment of the information available on or through this website. Users are advised to verify the information available on or through this website (i.e. by making reference to original publications, legislations, efc.) and obtain independent
professional advice (including professional legal advice) before relying or acting on any of the information

Step 3: Enter the Username and P&&8lord, click [[EEH

e-Portal

FERWERERESER
Hong Kong Council for Accreditation of
*%ﬂ:) Academic &Vocational Qualifications

Usemame: *

Password: *

. J

Foraot Username or Password?

Create New Account
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1.1 Update “User Profile”

Step 1: CI'Ck User Profile

BFREMANEREFER (© Go Back | SL welcome NG ‘ &£ Logout

Hong Kong Council for Accreditation of
C @ Academic & Vocational Qualifications

User Profile Service Review Application System Administration

User Profile

Username: Change Password
Name: * Ms “ [ ]
Title Surname First Name

s Please update the Contact Persons and List of Addresses in “User Profile” before
starting the application.

s Only when updated in “User Profile” can contact persons and addresses be shown
in the application.

List of Addresses

®The list should include

1. Operator administrative address
2. Teaching venue

Please update the address list before submitting application.

W Address Capacity (For CPD only)

Oabe 100

Add

Contact Persons

® The contact information of this account will not be automatically added into the list, please add to the list if needed

Organisation (For CPD

@

W Title Sumame First Name Position Phone No. Fax No Email Contact Address

only)
Obr CHAN Alan Principal 12345678 - info@abc.com.hk abc
Obr CHAN Cindy Vice Principal 12345678 - info@abc.com.hk dfd
Obr CHAN david Manager 12345678 - info@abc.com hk dfd
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2. Create New Application

Step 1: C||Ck Create New Application

EHPHARRRETRE Welcome CPDPUSER4
Hong Kong Council for Accreditation of

=) icademic & ocationsl Qualiications User Profie Service

My Application

Application Il Scope / Course Title / Reference Status Last Update On ~
[ 1600085 CPD Re-assessment - Draft 19/05/2016 -
[1 1600078 CPD Change of Activity Information - Draft 17/05/2016 -
[1 1600077 CPD Change of Activity Information - Draft 16/05/2016 -
[1 1600060 CPD Change of Activity Information - Draft 11/05/2016 -
[ 1600032 CPD Change of Activity Information - Draft 10/05/2016 -
[ 1600031 CPD Change of Activity Infermation - Draft 10/09/2016 -
[ 1600020 CPD Re-assessment - Draft 06/03/2016 -
[1 1600017 CPD Assessment - Draft 06/05/2016 -

View Closed Applications (| Create New Application )
—”

Step 2: Click the pull down button, select “Re-assessment of CPD Activity”, then click [FE

Please Select Service and Type of Application

Service: ~ The Continuing Professional Development Programme for Insurance Intermediaries (CPD)

Type of Application: *

Change of CPD Activity
Change of QF Accredited Learning Programme as CPD activity

Assessment of CPD Activity

Vetting of QF Accredited Leaming Programme a; ®

Re-assessment of CPD Activity
Renewal of QF Accredited Learning Programme as CPD activity

Step 3: After reading the guidelines, please click |f=4

Guidelines for The Continuing Professional Development Programme for Insurance Intermediaries (for assessment, re-assessment and change
application)

1. This online application is applicable for CPD activity organiser who wishes to offer CPD activities under the Insurance Intermediaries Quality Assurance Scheme (IIQAS).

2. Please read the Assessment Criteria for the CPD Programme with Fee Schedule available at www. hkcaavg.edu hk before you fill-in the online application form

3. Please fill-in the required information and upload the supporting documents when submitting the online application for IQAS GPD services. The checklist of required documents can be found in the online application form
4. Please settle the assessment fee in accordance with the Fee Schedule. Payment methods are as follows -
a. Bank deposit: please direct deposit the required assessment fee to Industrial and Commercial Bank of China (Asia) Limited a/c No. 072-861-502020073 {Hong Kong Council for Accreditation of Academic and Vecational Qualifications). Please upload the proof
of payment with the online application form
b. By cheque: please send the cheque with the printout (after submitting the form) from the online application and made payable to "Hong Kong Council for Accreditation of Academic and Vocational Qualifications” by post.
5. Areceipt will be issued to you once the HKCAAVQ confirms the payment
6. Please note that an application will not be processed if no payment and/or insufficient documents are received by the HKCAAVQ.
7. You may edit the online application form in "My Application” of this e-portal if you wish. Once you press "submit", you cannot edit the information and the status of this application will show "Review by HKCAAVQ' in "My Application”
8. Upon receiving the required supporting documents and application fee, the HKGAAVQ will send you an acknowledgement email and start processing your application
9. The status of your application could be checked in "My Application" of this e-portal
10. For enquiries, please contact the HKGAAVQ Secretariat at
0 Siu Sai Wan Road
Chai Wan, Hong Kong
Tel: 3658 0000
Email: info@hkcaavq.edu.hk

By clicking Next, you agree to the above guideline
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3. Fill in the CPD Re-assessment Online Application Form

Tips:

1. You may click during the process. The application is temporarily
saved and could be retrieved for later editing.

Step 1: Fill in the information

CPD Re-assessment Online Application Form

Click here to view the notes to activify organisers.

Type of Application: Re-assessment of CPD Activity Created 24/05/2016 16:32:18
Status: Draft Last Updated 24/05/2016 16:32:18
Application 1D: 1600101 Submitted:

// Name of Activity Organiser:
CPD Ref. No
Title of Activity:

English Chinese

Existing Approval Period From fE To e
Approval Period Applied Tor. From fE To e
Number of CPD Hours Approved in the Existing Approval Period: Assessment Fee

Target Participants

[in-house (employees of CPD Provider) [ General Public CEmpioyees of Commissioning Body

\ O others (Please specify)
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Step 2: Click IE2ll to add Responsible Persons, and then the box of “Select Contact
Person” will be shown.

s Check the box next to the person you selected, click the pull-down button in the
“Type” and click |Eaal. Please add new Contact Person in “User Profile”. After
completing the details in User Profile, the information of new Contact Person will be
shown in the application.

Responsible Persons

Sumame: First Name Organisation Position Contact Phone No. Contact Address

No records found

Add

Select Contact Person =
Pregse Updaane an ser e Cont. o " 5 ouTcaned
Pre a Zed Comact Person
= m T "

Select Contact Person *

© piease update in User Profile if the Contact Person is not found or is outdated.

© piease specify Head of Of /D P hi and Auth d Contact Person.

H Title Sumame First Name Position Coniact

Phone No Fax No. Email Contact Address

Roem 2000, Tai
Koo Building, 256

ual cpd2@nkeaa  ponce Eguarg

Dr Lee Kuen Wai Director 24567896

va.edu.hk Road, Mong Kok,
Kowloon
Vice uat_cpd2@hkcaa
OwMr Wong Ka Lee President 24567896 - vg.edunk -
Room 2000, Tai
Koo Building, 256
oM Yip ManChuen Manager 23456789 - ual CpaZ@NKEEa  prince Eqwarg
q Road, Mong Kok,
Kowloon
Type:*
Authorised Contact Person
Head of Organisation / Department candll IR
Person-in-charge &
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3.1 Structured Activity

Steps 1-3: Fill in the necessary information

Activity Statistics

During the approval period,

1 Number of times the CPD activity has been held:
2 Total Number of Attendees:

3. Total number of participants who have successfully completed the activity:

© The total number of attendees refers to the number of participants who have signed in to the CPD activity.

@ irihe cPD activity adopts @ modular design, please provide an attachment of the breakdown of the above figures for each of the modules.

Step 4: Fill in the information if there is/are any change(s) since Last Approval . If yes,
please go to step 4a-4c. Otherwise, please go to step 5 to continue.

s If there are more the one changes since Last approval, please repeat the steps 4a
to 4c.

Step 4a: Click

Changes since Last Approval

Change from Change to Reason(s)

No records found

- | /

Step 4b: Click the pull down button and select the category

Category: ™

Please specify below for other category:

Activity Title

Adopticn of Virtual Classroom
Appointment Criteria

Change on Virtual Classroom Delivery Arrangement (after approval of adoption of virtual classroom)
Course Contents

CPD Hours

Head of organization / department
Instructor

Medium of Instruction

Modular design

Name of Activity organizer

No. of maximum / minimum participants
Person-in-Charge/ Instructor

Quality Assurance

Target Participants

Training Venue

Others
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Remarks:
@1. If there are changes involving both in activity contents and CPD hours in one single
application, only the highest amount will be charged.

@ 2. No additional fee will be charged for “Changes to be approved in the Next Approval
Period” except for change in CPD hours and activity contents for more than 20% in a re-
assessment application.

@ 3. For changes less than or equal to 20% in activity contents within the same module
(if applicable) or the whole CPD activity (for non-modular design activities) without
changing the total CPD hours, please select “Others” under the “Category” for reporting
the change(s), and state that the change of course content is less than or equal to 20%
with details of change.

@ 4. For Changes of categories other than the above, please select “Others” and specify
the details.

Step 4c: Fill in the necessary information
s If you would like to report the change since last approval, for example, the number

of instructors from 10 to 11, you may fill-in 10 instructors in “Change from” and 11
instructors in “Change to” as below, and provide the Reason(s). Then Click

Add Change *

Category: * Instructor [v]

Please specify below for other category.

Q@]e fromt * 10 instructors \

Change to: 11 instructors]

10
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Step 5: Fill in the information if there is/are any change(s) or changes to be approved in
the next approval period . If yes, please go to step 5a-5b. Otherwise, please go to

step 6 to continue.

Changes to be approved in the Next Approval Period
Category Change from Change to
No records found.

@ 1_If there are changes involving both in activity contents and CPD hours in one single application, only the highest amount will be charged.

Reason(s)

@ 2. No additional fee will be charged for “Changes to be approved in the Next Approval Period” except for change in CPD hours and activity contents for more than 20% in a re-assessment application.

change(s), and state that the change of course content isless than or equal to 20% with details of change.

Step 5a: Click

Changes to be approved in the Next Approval Period
Category Change from Change to
No records found

@1 If there are changesinvolving both in activity contents and CPD hours in one single application, only the highest amount will be charged

@ 2 No additional fee will be charged for “Changes to be appraved in the Next Approval Period” exeept for change in CPD hours and activity contents for more than 20% in a re-assessment application

@3 For changes less than or equal to 20% in activity contents within the same module (if applicable) or the whole CPD activity (for non-modular design activities) without changing the total CPD hours, please.

change(s), and state that the change of course content isless than or equal to 20% with details of change.

Reason(s)

Add Change

Category: *
Please specify below for other category:

Change front *

Change to: *

Reason(s).

co
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. For changes less than or equal to 20% in activity contents within the same module (if applicable) or the whole CPD activity (for non-modular design activities) without changing the total CPD hours, please select “Others” under the “Category” for reporting the

thers” under the “Category” for reporting the



Step 5b: Click the pull down button and select the category

Category: *

Flease specify below for other category:

Activity Title

Adoption of Virtual Classroom
Appointment Criteria

Change on Virtual Classroom Delivery Arrangement (after approval of adoption of virtual classroom)
Course Contents

CPD Hours

Head of organization / department
Instructor

Medium of Instruction

Modular design

Name of Activity organizer

No. of maximum / minimum participants
Person-in-Charge/ Instructor

Quality Assurance

Target Participants

Training Venue

Others

s Example: If you would like to change the number of instructors from 10 to 11, you
may fill-in 10 instructors in “Change from” and 11 instructors in “Change to” as
below, and provide the Reason(s). Then Click |

s You may also need to upload the relevant documents in support of your application.

Add Change *

Category * Instructor ]

Please specify below for other category:

Change from * 10 instructors

Change to: * 11 instructors|

came

Step 6: Fill in the information in relation to Quality Assurance.

s For Structured Activity, please provide the Report of quality assurance activities
conducted during the reporting period such as date(s) of course evaluation
meeting(s), class observation(s), and follow-up action(s) on identified issue(s) from
the participant evaluation.

¢ For Structured Activity adopting virtual classroom, please also provide the report of
quality assurance of virtual classroom, e.g. specific attendance monitoring system,
policies / guideline / methods for maintaining integrity and security of participants’
data

s For applying for the virtual classroom during the re-assessment, please provide the
detailed arrangements of virtual classroom as a delivery mode, e.g. specific
attendance monitoring system, policies / guideline / methods for maintaining
integrity and security of participants’ data.

12
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¢ If the content exceeds the word limit, you may provide this information as
attachment.

Quality Assurance

Brief account of Quality Assurance activities conducted / follow-up action taken in the last approval period (e.g. participant evaluation results, review meeting, class observation and follow-up actions taken arising from participant's feedback)

13
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Upload Supporting Document(s)

Step 1: Please downlaod the checklist by clicking - checklist. to check what kinds of
relevant documents are needed

s For Structured Activity, please refer to the Supporting Document Checklist of
Application for Re-assessment of Structured Type 1 Qualified CPD for Licensed
Insuracne Intermediaries for preapering the documents.

s The duly completed checklist should be uploaded (as Attachment 12) together
with the documents.

Supporting Document(s)

Please upload supporting documents according to tl @

Document Type File Name: Uploaded Date / Time

No related documents uploaded

Upload Documents

3 List of approved activity venue(s) for the next approval [ 2 yes

Application for period with full address(es) and capacity(ies).
Re-assessment of Structured Type 1 Qualified CPD Activity

for Licensed Insurance Intermediaries

For Structured Activity adopting virtual classroom only
and without a designated teaching venue, please

Supporting Document Checklist mark “virtual classroom” and maximum number of
Please prepare and upload the following documents to support your application. Failure participants per activity in the list.
to provide the following documents may delay the assessment process and affect the
assessment outcome.
T For new venue(s) not previously approved, please a vyes
Please indicate the availability of the documents. The duly completed checklist should upload floor plan{s) with capacity(ies), rental
be uploaded (as Attachment 12) fogether with the documents. agreement(s) and insurance coverage for third party | 2 not applicable
liability
Attachment Documents Concerned Availability 8 Profiles _01 all instructors or presemers inci_uding their | 3 vyes
No. academic and professional qualifications, and
training/industry experience.
1 | Background information about the CPD activity a yes® g Sufmmary of course &valiation resulis for e |3 yes

organiSE'.'l with Organisational chart. s .
2 not applicable TEpotiing period:

(*If there are any updates) 10 Report of quality assurance activities conducted | O yes
during the reporting period such as date(s) of course
2 Information of similar activities offered in the past 3 yes* evaluation meeting(s), class observation(s), and |3 already stated
follow-up action{s) on identified issue(s) from the in the Online
For application involving virtual classroom, please 2 not applicable participant evaluation. Application
also provide track records showing at least one Form

qualified CPD activity had completed HKCAAVQ's

For Structured Activity adopting virtual classroom,
Reassessment.

please also provide the report of quality assurance of
virtual classroom, e.g. specific attendance monitoring
system, policies / guideline / methods for
maintaining integrity and security of participants’ data

(*If there are any updates / applicable to first time
application of virtual classroom)

3 Copy of Business Registration (BR) / Certificate of a yes* For applying for the virtual classroom during the

Incorporation (Cl) re-assessment, please provide the detailed
2 not applicable

, . . . arrangements of virtual classroom as a delivery mode,
(*If there are any updates including the expiry date ) } )
showed in the BR or Ci) e.q. specific attendance monitoring system, policies /
4. Updated lesson Plan with Hourly Breakdown; For |30 yes guideline / methods for maintaining integrity and
CPD activity adopting modular design, an outline of all security of participants’ data.

modules including module titie, CPD hours, contents
and number of modules should be clearly specified.

11 Sample attendance cerificate issued to the CPD a vyes
participants
a. If there are any changes in the course contents, afull | 3 yes
set of updated course materials, seminar handouts, 12 Passing rate(s) of examination and/or continuous | yes
andfor seminar papers is required. A comparison | 3 not applicable assessment
table should be submitted fo report the change(s) 0 not applicable
CPD provider should also provide the rationale for the (*Where applicable)
amendment(s).
—-END -

14
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Step 2: Click , then click |y

“ You may put a number of files together into a compressed folder (e.qg. zip, rar, 7z) to
upload the documents in one go.

Supporting Document(s)

Please upload supporting documents according to the checklist.

Document Type File Name Uploaded Date / Time
No related documents uploaded
Upload Documents *
Document Type: * Supporting Document

File Name: * Select Files

Step 3: When the file(s) has been selected as below, click [T

Upload Documents x

Document Type:* Supporting Document

File Name: * Select Files

Lesson Plan.pdf (79KB)

15
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3.2 E-learning Activity

Steps 1-3: Fill in the necessary information

Activity Statistics

During the approval period,

1. Number of times the CPD activity has been held:
2 Total Number of Attendees:

3 Total number of participants who have successfully completed the activity:

0 The total number of attendees refers to the number of participants who have signed in to the CPD activity.

@ irthe cPD activity adopts a modular design, please provide an attachment of the breakdown of the above figures for each of the modules.

Step 4: Fill in the information if there is/are any change(s) since Last Approval . If yes,
please go to step 4a-4c. Otherwise, please go to step 5 to continue.

s If there are more the one changes since Last approval, please repeat the steps 4a
to 4c.

Step 4a: Click [[¥l

Changes since Last Approval

Category Change from Change to Reason(s)

Ne records found

Add Change ‘ /

Step 4b: Click the pull down button and select the category

Category: *

Please specify below for other category:

Activity Title

Adopticn of Virtual Classroom
Appointment Criteria

Change on Virtual Classroom Delivery Arrangement (after approval of adoption of virtual classroom)
Course Contents

CPD Hours

Head of organization / department
Instructor

Medium of Instruction

Modular design

Name of Activity organizer

No. of maximum / minimum participants
Person-in-Charge/ Instructor

Quality Assurance

Target Participants

Training Venue

Others

16
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Remarks:
@1. If there are changes involving both in activity contents and CPD hours in one single
application, only the highest amount will be charged.

@ 2. No additional fee will be charged for “Changes to be approved in the Next Approval
Period” except for change in CPD hours and activity contents for more than 20% in a re-
assessment application.

@ 3. For changes less than or equal to 20% in activity contents within the same module
(if applicable) or the whole CPD activity (for non-modular design activities) without
changing the total CPD hours, please select “Others” under the “Category” for reporting
the change(s), and state that the change of course content is less than or equal to 20%
with details of change.

@ 4. For Changes of categories other than the above, please select “Others” and specify
the details.

Step 4c: Fill in the necessary information
s If you would like to report the change since last approval, for example, the number

of instructors from 10 to 11, you may fill-in 10 instructors in “Change from” and 11
instructors in “Change to” as below, and provide the Reason(s). Then Click

Add Change *

Category: * Instructor [v]

Please specify below for other category.

Q@]e fromt * 10 instructors \

Change to: 11 instructors]

17
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Step 5: Fill in the information if there is/are any change(s) or changes to be approved in
the next approval period . If yes, please go to step 5a-5b. Otherwise, please go to

step 6 to continue.

Changes to be approved in the Next Approval Period
Category Change from Change to
No records found.

@ 1_If there are changes involving both in activity contents and CPD hours in one single application, only the highest amount will be charged.

Reason(s)

@ 2. No additional fee will be charged for “Changes to be approved in the Next Approval Period” except for change in CPD hours and activity contents for more than 20% in a re-assessment application.

change(s), and state that the change of course content isless than or equal to 20% with details of change.

Step 5a: Click

Changes to be approved in the Next Approval Period
Category Change from Change to
No records found

@1 If there are changesinvolving both in activity contents and CPD hours in one single application, only the highest amount will be charged

@ 2 No additional fee will be charged for “Changes to be appraved in the Next Approval Period” exeept for change in CPD hours and activity contents for more than 20% in a re-assessment application

@3 For changes less than or equal to 20% in activity contents within the same module (if applicable) or the whole CPD activity (for non-modular design activities) without changing the total CPD hours, please.

change(s), and state that the change of course content isless than or equal to 20% with details of change.

Reason(s)

Add Change

Category: *
Please specify below for other category:

Change front *

Change to: *

Reason(s).

co
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. For changes less than or equal to 20% in activity contents within the same module (if applicable) or the whole CPD activity (for non-modular design activities) without changing the total CPD hours, please select “Others” under the “Category” for reporting the

thers” under the “Category” for reporting the



Step 5b: Click the pull down button and select the category

Category: *

Flease specify below for other category:

Activity Title

Adoption of Virtual Classroom
Appointment Criteria

Change on Virtual Classroom Delivery Arrangement (after approval of adoption of virtual classroom)
Course Contents

CPD Hours

Head of organization / department
Instructor

Medium of Instruction

Modular design

Name of Activity organizer

No. of maximum / minimum participants
Person-in-Charge/ Instructor

Quality Assurance

Target Participants

Training Venue

Others

s Example: If you would like to change the number of instructors from 10 to 11, you
may fill-in 10 instructors in “Change from” and 11 instructors in “Change to” as
below, and provide the Reason(s). Then Click |

s You may also need to upload the relevant documents in support of your application.

Add Change *

Category * Instructor ]

Please specify below for other category:

Change front 10 instructors

Change to: * 11 instructors|

==

Step 6: Fill in the information in relation to Quality Assurance.

s For E-learning Activity, please refer to the Supporting Document Checklist of
Application for Assessment of Type 1 Qualified E-learning Activity for Licensed
Insuracne Intermediaries for preapering the documents.

s If the content exceeds the word limit, you may provide this information as
attachment.

Quality Assurance

Brief account of Quality Assurance activities conducted / follow-up action taken in the last approval period (e.g. participant evaluation results, review meeting, class observation and follow-up actions taken arising from participant's feedback)

19
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Upload Supporting Document(s)

Step 1: Please downlaod the checklist by clicking - checklist. to check what kinds of

K/
0‘0

)
0’0

relevant documents

For E-learning Activity, please refer to the Supporting Document Checklist of
Application for Re-assessment of Type 1 Qualified E-learning Activity for

are needed

Licensed Insuracne Intermediaries for preapering the documents.

The duly completed checklist should be uploaded (as Attachment 16) together

with the documents.

Application for

Re-assessment of Type 1 Qualified E-learning Activity
for Licensed Ingurance Intermediaries

Supporting Document Checklist

Please prepare and upload the following documents to support your spplication. Failure
to provide the following documents may delay the azsessment process and affect the
assessment outcome.

Please indicate the availability of the documents. The duly completed checklist should
be uploaded (az Attachmert 16) together withthe supporting documents.

Ho.

if its to be uploaded

Availability

Background information ahout the E-learning
Activity Provider swith organisationsl chart.

4 there are anyupdates)

O yes*

O not applicable

2. Information of organising E-learning programmes | O yes*
JCPD activities.
O not applicable
i there are anyupdates)
g Copy of Business Registration (BRY T derificate ™ T yes?
of Incorporation (C1)
O not applicable
4 there 3re any updates ircluding te expinedate
showed in the B8R or G
4. Activity Plan with detailed breakdown; For O yes
E-Learning activity adopting modular design, an
outline of all modules including module titles,
CPD hours, contents and number of modules
should be clearly specified.
3. It there are any changes ininstructional matenals, | D yves

e.g. lecture notes, PowerPoint slides and digital
media, a full set of updated materialzs is required.
A& comparizon table should be submitted to report
the change(s). CPD provider should also provide
the rationale forthe amendmertis).

O not applicable

List of approved activity venue(s) for the next
approval  period  with full  address(es) and
capacitylies).

faoplicable to Edezming Ackvifes with 2 dedgrated
FETRIERET rerue)

yest

niat spplicable

Floor plan, rental agreement, insurance coverage
far third party liabiity andfor ather possible
evidence of activity venue.

faoplicable to add 2 desgraded azsesswent venue o
Edezming Ackivifes)

O yes*

niat spplicable

Description of secured login and idertty
authentication system adopted

Praofiles of all E-learning administrataors §
instructors including their academic and
profezsional qualifications, and trainingindustry
experience.

yes

Sample End-of-Sctraity Participant Evalustion
Faorm

¥ there are anyupdates)

O yes*

not applicable

Sumtnary  of End-of-Activity participants'
evaluation results forthe last approval period

yes

Description of Technical Support Services
including roles and responsibilties of respective
technical personnel and & range of services
pravided by differenttechnical personnel and the
selection criteria for external service providers

Sampie sttendance cerificate iFsled fo the EP0
participants

yes

Report of Guality Assurance Mechanisms such
as the procedures for the development, approwval
and review of E-learning Activities, measures to
reviemy activity content and monitor e-learning
administratorsinstructors’  performance  and

O vyes

already stated in
the Online
Application Form

reviesny meeting(=) on monitaring the CPD activity

and followy up users' feedback.

Acvgilakility indicated

13. Guestion bank of E0AEOM assessment(s) with O ves
assessment criteria f model answers
16. Completed Document Checklist swiththe O yes

©HKCAAVQ (June 2022)
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Step 2: Click , then click By

“ You may put a number of files together into a compressed folder (e.qg. zip, rar, 7z) to
upload the documents in one go.

Supporting Document(s)

Please upload supporting documents according to the checklist.

Document Type File Name Uploaded Date / Time
No related documents uploaded
Upload Documents *
Document Type: * Supporting Document

File Name: * Select Files

Step 3: When the file(s) has been selected as below, click [T

Upload Documents x

Document Type:* Supporting Document

File Name: * Select Files

Lesson Plan.pdf (79KB)
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4. Payment

Step 1: Please select the Payment Method by clicking the pull down button

Payment

Assessment Fee $8,000.00 Payment Method

Bank-Deposit
If you select to settle the payment by bank deposit, please upload the proof of payment. If you wish to pay by cheque, please send the cheque with the printout available after j Cheque

Proof of Payment:

Choose File to Upload: Select File

Tele-Transfer

s If you wish to pay by cheque, please send the cheque with the printout available
after pressing “Submit Application”

s If you select to settle the payment by bank deposit, please upload the proof of
payment with the following Step 2-3

Step 2: Select Bank-Deposit in Payment Method, then click

Payment

Assessment Fee: $8,000.00 Payment Method:

If you select to settle the payment by bank deposit, please upload the proof of payment. If you wish to pay by cheque, please send the cheque with the printout available after | Cheque

Proof of Payment:

q
Tele-Transfer
Choose File to Upload @

step 3: Click I TN

Payment

Assessment Fee: $8.000.00 Payment Method

If you select to settle the payment by bank deposit, please upload the proof of payment. If you wish to pay by cheque, please send the cheque with the printout available after pressing 'Submit Application’ to HKCAAVQ
Proof of Payment:

Choose File to Upload: Select File

Proof of payment.docx (12KB)

‘ Upload Proof of Payment ’

e

Payment

Assessment Fee: $8,000.00 Payment Method Bank-Deposit
If you select to settle the payment by bank depostt, please linload fhe broof of navment If you wish o pay by cheque, please send the cheque with the printout available after pressing 'Submit Application’ to HKCAAVQ.

Proof of Payment:

Proof of pavment.docx @

Choose File to Upload Select File
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Step 4: If you would like to apply for an Express Service, please click “Apply for an Expree

Service”, then click )

s Additional fee should be paid on top of the original assessment fee at the time when
the express service application is accepted by HKCAAVQ.

Payment

Assessment Fee: $8,000.00 Payment Method:

[¥| Apply for an Express Service

If you select to settle the paymerX by bank deposit, please upload the proof of payment. if you wish to pay by cheque, please send the cheque with the printout available after pressing 'Submit Application' to HKCAAVQ.

Proof of Payment:

Choose File to Upload:

Select File

Message from webpage ﬁ

Additional fee should be paid on top of the original assessment fee at
l Y thetime when the express service application is accepted by HKCAAVQ.

Lo JID
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5. Submit Application

Step 1: Click Download Application Ferm | select your preferred Language and click [EX2EZE. The
form will be shown for your own record.

Declaration
1 will abide by HKCAAVQ Assessment Criteria, and declare that all the information provided in the application form is accurate to the best of my knowledge. | understand and accept that HKCAAVQ may approach us direct for further i regarding the | also
and accept that a non-refundable assessment fee is charged for the work imespective of the it outcome, and the fees should be made payable in advance to the 'Hong Kong Council for Accreditation of Academic and Vocational Qualifications'

A person who, either orally or in writing, makes any statement or representation or furnishes any information to HKCAAVQ in connection with the performance of its functions under HKCAAVQ Ordinance (Chapter 1150) which the person knows or reasonably ought to know is misleading or
false in a material respect commits an offence and is liable on conviction to a fine at level 5

1 agree with the above declaration

Submit Application

Download Application Form

Select Language *

[ Please select your preferred Language: * OcChinese  ®English ]

- SECTIONA  Responsibie Persons SECTIONC  Changes since Last Approval
Re-assessment Application Form

Ghanges sinceLast Approval
The Continuing Professional Development (CPD) Pragramme e e i
for Insurance Intermediaries depariment persen® e requras oy e A s G, prie g5 s HKOARUG st 0 st
s g
FEeEE Name
om0 v 58 hangesfo be

Aomrdng o e Amessrent s of 1 Pagarme sppoes PO sctvkes e [Position
subpot
s otk 13 b ot ool T srerss S b aom i areER P [orgamisaton
mamberol GP hours o - CRD Geiat 008 mman B S 1 Spp 1ok

- e sporoal Sius of the scivy wil aub matos ly cesse sfer e sppral

paros
The HKGAR/G waroL e e spemtn om ad any coamescsved o e
acivey Sldss resured i s orm Wil [padress
ey o et o 2 ot e et et s
o v Reret o Rova St (om0, . e e s
o5l b Feassessimentof CPD Programres for nsrance nfermedire
Ty i Tomaton sng pt T Sgpotry dos e e < sunmmnw e
i Onns Appication Farm. P Sorere N to oD Actuiy ne
o s gmmg. ssessoment e v 5 i b
payment before submas Fax
&
e otactuiy - = pro—
Re. No. @ i AN pen e
P W oy HKGAAYG when (s 5. Range it 50w forvatio.
Existingapprovalperiod Fom __To: SECTIONB  Activiy Safistics
~Approval pericd appliedfor o __To Durng ine approvaiperod.
Number 1. Numberoftmes the CPDaciviy has ben ned
o 3. Totsinumberafparicpans whohave suscessily
competed he sciviy®

s 10 s mmae ot aropars wnonae sanasin e o0
TS CED oy S ATOE S DI b oA 1 RN G108 SN O P
gt o o maass

SECTIOND  Quality Assurance

Piease provide a summary mport of e particpant evaluston and s brisf repot of ha
quality sssumnce sctiviies conducied durng the reporting pariod such as daieis) & brisf
cantants of coursa evaluaton mesting(s), chss absarvatonis), and fallow-up action(s)
on identified issus(s) fromthe participant sevaluston.

In caze the CPD partcpants are requied © conplete any examinston and / or
cantinuous ssessment, pesse povide the passng rate for ndwidus| sssessmen

SECTIONE  Statement by the Head of Organization/Department

O 1 wil contine to sbida by he Assssment Creris, end deckm st ol be
information provided n this Appication Form & scaurste o the best of my nowldge. |
undersiend and scoept that e HKCAAYQ mey spprosch us direet for further
informaton. | siso undersiand and acoept that & non-Tefundsble assessment e

o
A parsan who, ether omlly of in writing, meies any sstement o mpmsantaton or
fumishes any Rfbrmaton o the HKCAAVQ in connecton wih the performance of s
funcons under he HKCAAVQ Ordnance (Chapier 1150) which he person knaws or
ressonsbly ought fo know is miskesding or false in s meierisl respect commits an
offence sndis kble on convicion to a fina st leval 5

Name

Position

Date
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Step 2: After reading the declaration, check the box next to “I agree with the above

declaration”, and press | g

Declaration

| will abide by HKCAAVQ Assessment Criteria, and declare that all the information provided in the application form is accurate to the best of my knowledge. | understand and accept that HKCAAVQ may approach us direct for further information regarding the application. | also understand
and accept that a non-refundable assessment fee is charged for the assessment work imespective of the assessment outcome, and the fees should be made payable in advance to the 'Hong Kong Council for Accreditation of Academic and Vocational Qualifications'

A person who, either orally or in writing, makes any statement or representation or furnishes any information to HKCAAVQ in connection with the performance of its functions under HKCAAVQ Ordinance (Chapter 1150) which the person knows or reasonably ought to know is misleading or
false in a material respect commits an offence and is liable on conviction to a fine at level 5.

[+ agree with the above declaration

[ Submit Application

Download Application Form

Step 3: The message from webpage will be shown, please read the message and click
ok |

Message from webpag x|

% vou wil not be allowed to make further changes once the
‘.\ 4.' application is submitted. Click OK to proceed or Cancel to edit your

== application.

Step 4: The application has been submitted successfully. If you wish to pay by cheque,
please print this page together with the cheque send to HKCAAVQ. Otherwise,
Click | Back

Submit Application

The online application was submitted successfully.

Appiication 1D 1600100 Submitted 24/05/2016 16:25:24

Step 5: The application you submitted to HKCAAVQ will be shown under “My Application”.
The status of the application will be changed to “For Review by HKCAAVQ”.

My Application

W Application ID Service Scope / Course Title / Reference Last Update On v Document Uploaded

[ 1600100 CPD Assessment aaa For Review by HKCAAVQ 24/05/2016 (]
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6. Special Function

The following functions are under the page of “My Application”.

EBAAERERLT RS L1, weicome | & Logout |
Hong Kong Council for Accreditation of

=) AcademicaNocational Qualfcations User Profile  Service

p——
‘ My Application .

Submit Accreditation Document

My Application

W Application ID Service Type
1600015 Accreditation 4-Stage QA
Anrraditatinn A Qbana AR

6.1 View Closed Applications

Step 1: Click View Closed Applications | | you may review the completed application(s)

My Application

Document Uploaded

Application 1D Service Scope / Course Title / Reference Status Last Updated

1600002 CPD Change of Activity Information - Draft 26/05/2016

View Closed Applications ) Delete Selected Copy as New Applicati Create New Application

Closed Application

Application 1D Service Scope / Course Title / Reference Status Last Updated

No records found.

6.2 Delete Selected Applications

Step 1: Check the box next to the application ID, click Delete Selected Applications and the
application you have selected will be deleted

My Application

Scope / Course Title / Reference Status Last Updated Document Uploaded

Application 1D service

1600002 CPD Change of Activity Information - Draft 26/05/2016

View Closed Applications(( Delete Selected Copy as New Applicati Create New Application

My Application

Application ID Service Scope / Course Title / Reference Status Last Updated Document Uploaded

No records found.

View Closed Applications Create New Application
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6.3 Copy as New Application

Step 1: Check the box next to the application ID, click Copy as New Application and the
information of the selected application will be copied with different Application ID.

My Application

Apbplication 1D Service Scope / Course Title / Reference Status Last Updated Document Uploaded

1600002 CPD Change of Activity Information - Draft 26/05/2016 -

View Closed Applications || Delete Selected Applications || Copy as New Application ~~JRasETC VSIS Ity

My Application

pe / Course Title / Reference Status Last Updated v
11600003 CPD Change of Activity Information a Draft 26/05/2016 -
[ 1600002 CPD Change of Activity Information a For Review by HKCAAVQ 26/05/2016 -

View Closed Applications

Step 2: Click the Application ID, and you may edit the necessary information for
submitting another application(s)

My Application

W Application ID Service Scope / Course Title / Reference Status Last Updated v Document Uploaded
[1 1600003 CPD Change of Activity Information a Draft 26/05/2016 -
180000 CPD Change of Activity Information a For Review by HKCAAVQ 26/05/2016 -

View Closed Applications

CPD Assessment Online Change Application Form

Glick here fo view the notes fo activiy organisers.

Type of Application: Change of GPD Activity Created-

s ot Lot Upases

Applcaion D 200003 Submites

Nams of civty Organiser Instiute of Financial Flannars ot Hong Keng
croRet o

Title of Activity: =

Details of Proposed Changes

Ghange from Efiective Date

CICPD Haurs 1 2 02052018 more ppl

Responsible Persons

[ [ro— [—— xo. Contaot Adress
= s s - . . - - - Head of Organisaton. Department
CE b b - E E - - - Person-n-charge

O . b . . . - - - Autrorised Cantact Person

Supporting Document(s)

Plsass upload supporting documsnts according to the checkist
Document Type Fle Name Uploaded Date  Time.

No related documents uploaded

Upload Documents

Declaration

1wl abide by HKGAAVQ Assessment Critris. and declare that il the information provided in the spplication form is scourste fo the best of my knowledge. | understand snd acospt that HKCAAUR may speraach us diect forfurther information regarding the application. | also understand and scoept that a non-refundsble ssses: is charged for the sssessmer crespective of the snd the fees should be made

payabie in aduance o the Heng Kong Councilfor Accreditatin of Acsdemic and Vecational Qualficatons
A person who, efther orall or in wriing, makes any statement or representation or fumishes any information o HKCARVQ in connection with the performance of s functions under HKCARVEY Ordinance (Chapter 1150) which the person knows or reasonably ought fo know is misleading or fase in a material espect commits an offence and is kabls on canviction to3 fine atlevel 5.

[ sgree it the sbove declaraton

Downlod Campleted Appication Fom for Your Own Recerd
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7. Points to Note

e The Quick Guide aims to provide a step-by-step guidance for using the e-Portal
service. Before submitting the application(s), you should read the related Guidance
Notes on Assessment of CPD Activities with Fee Schedule on the HKCAAVQ
website at https://www.hkcaavqg.edu.hk/en/services/assessment/cpd-ia-programmes

e For enquiries, please contact:

Assessment and Vetting of CPD Activities for Licensed Insurance
Intermediaries

Contact person: Ms Ann LAM
Telephone: 3658 0137
Email: cpd_ia@hkcaavqg.edu.hk
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