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General Enrolment and Guidelines for Students

1. Enrolment Procedures
1.1. Walk-in application
1.1.1. Before the course deadline, applicant shall submit a completed application form
and a valid identification document to the Centre for Continuing Education
(below named as “CCE”) during office hour. For those courses with specific
requirements, the applicant has to submit the relevant documents. Most of the
course enrolment is made on a first-come-first-served basis, except those courses
which have special requests in selection.
1.1.2. Payment method of tuition fee and application fee:
1.1.2.1. “VISA” or “MASTER” Card
1.1.2.2. Cheque or bank draft (please made payable to “‘UNIVERSITY OF MACAU’)
1.1.2.3. DSEJ Continuing Education Scheme (only applicable to Macau residents and
below 1.1.2.3.1t0 1.1.2.3.6 are rules issued by the Education and Youth Affairs
Bureau (herein referred to as “DSEJ)”

1.1.2.3.1. Applicant must present a valid Macau ID card for application in person.

1.1.2.3.2. Upon application, tuition fee or license examination fee will be deducted from
the individual education account, and in addition up to 30% of the tuition fee
or license examination fee in respect of the same course will be deducted as
guarantee deposit from the balance. The guarantee deposit will be refunded
to the education account of eligible students.

1.1.2.3.3. Any outstanding balance of the individual education account and application
fee can be settled by cheque or bank draft (please made payable to
“UNIVERSITY OF MACAU”), by “VISA” or “MASTER” card is
acceptable.

1.1.2.3.4. If applicant cannot come in person, delegate should present applicant’s ID,
delegate’s Macau ID copy and authorization form signed off by the applicant
for enrolment.

1.1.2.3.5. For applicant who is below 18 years of age, an authorization form signed off
by his or her parent or guardian has to be completed and submitted for
enrolment.

1.1.2.3.6. More information for DSEJ Continuing Education Scheme can be found at
http://www.dsej.gov.mo.

1.1.2.3.7. All fees paid are not refundable except as statutorily provided or under very
exceptional circumstances.
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1.2. On-line application

1.2.1. Before the course deadline, applicant can submit the on-line application form and
upload a valid identification document and other required documents through
WWW.umac.mo/cce.

1.2.2. Applicant will be informed whether the seat reservation is successful by email.

1.2.3. If the seat reservation is successful, applicant will also be notified the payment
method and payment deadline by email. Payment can be made in person at CCE
or through on-line payment link provided by CCE.

1.2.4. Failure to settle the fees before payment deadline will result in cancellation of
enrolment.

1.2.5. On-line payment is acceptable for all courses except otherwise stated.

1.3. Admission Requirements

Both local and non-local applicants with a valid identification document for staying in
Macao can enrol in all courses of CCE. Except otherwise specified, the courses offered
by CCE are open to all applicants. The admission requirement varies from course to
course and applicant should refer to the admission requirements of individual course
for details.

1.4. Application Deadline

In general, enrolment deadline is 5 calendar days before the course commencement date.
Please refer to the respective course information for details. Late enrolment is subject
to the approval of CCE.

1.5. Course Transfer

Transfer to another course could be arranged if the enrolled course is cancelled. Transfer
to another course can only be made subject to the approval of CCE. Fees paid and the
related studentship cannot be transferred from one person to another.

1.6. Course Changes
CCE reserves the right to cancel a course if enrolment is insufficient and make any
alterations to a course that is considered to be necessary without prior consultation.

1.7. Refund*
1.7.1. Voluntary withdrawal
If a student has accepted an offer of admission by CCE and paid tuition fee and
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application fee of a course, he or she then requests to withdraw from the course, a

written request with supporting documents should be submitted to CCE and upon

approval, the tuition fee refund application will be handled as follows:

1.7.1.1. Before course commencement:

1.7.1.1.1. 90% of paid tuition fee will be refunded if a written request for withdrawal
from study is received by CCE at least 20 days before course commencement.

1.7.1.1.2. 50% of paid tuition fee will be refunded if a written request for withdrawal
from study is received by CCE within 20 days (and at least 10 days) before

course commencement.

1.7.1.1.3. No refund will be made if a written request for withdrawal from study is
received by CCE with less than 10 days before course commencement.

1.7.1.2. Administrative fee of MOP200.00 will be deducted from the refund amount for
any one of the scenarios in 1.7.1.1. An extra charge of credit card
administration fee MOP50.00 shall be levied for tuition fee paid by credit card.

1.7.1.3. The application fee of the course is not refunded if a student requests to
withdraw from his or her study of his or her own accord.

1.7.1.4. The refund conditions for joint courses between CCE and other entities may be
different and shall prevail to the respective course leaflets.

1.7.1.5. Under special circumstances, the UM Finance Management Committee can
exercise its discretion to refund tuition fee and/or application fee to a student
on a case-by-case basis.

1.7.2. Mandatory withdrawal

A student has accepted an offer of admission by CCE and paid tuition fee and

application fee of the subject or course. For some reasons, he or she is requested to

withdraw from his or her study. Refund guidelines are as follows:

1.7.2.1. Owing to course cancellation initiated by CCE, tuition fee and application fee
paid are fully refunded.

1.7.2.2. Owing to the student’s misconduct or his or her disciplinary problem(s) during
course(s) of CCE, tuition fee and application fee paid by the student are not
refunded at all.

1.7.2.3. Under special circumstances, the UM Finance Management Committee can
exercise its discretion to refund tuition fee and/or application fee to a student
on a case-by-case basis.

1.7.3. Withdrawal due to Change on Course Schedule
If a student has accepted an offer of admission by CCE and paid tuition fee and
application fee of the subject or course, but then course schedule is amended by CCE,
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student can make written request to withdraw from his or her study before course
commencement (referring to the amended schedule) stating with withdrawal reason.
With approval from CCE, student can receive full refund on tuition fee and application
fee. Under special circumstances, the UM Finance Management Committee can
exercise its discretion to refund tuition fee and/or application fee to a student on a case-
by-case basis.

*Remark: For item 1.7. Refund, it is not applicable to the courses enlisted in DSEJ
Continuing Education Scheme. For withdrawal from the courses enlisted in DSEJ
Continuing Education Scheme, please refer to the Withdrawal Regulation for Courses
Enlisted in DSEJ Continuing Education Scheme.

2. Guidelines for Students

2.1. Class schedule

Class schedule will be distributed in the first class. Trainer will discuss with the students
if any changes to be made.

2.2. Academic Report
An academic report with result will be issued to students after completing the assessed
courses.

2.3. Certificate#

2.3.1. Certificate of Attendance

A Certificate of Attendance will be issued to those students who have attended 80% of
the non-assessed courses.

2.3.2. Certificate of Completion for Certificate Course

A Certificate of Completion for Certificate Course will be issued to those students who
have attended 80% of the course and have passed the assessments.

2.3.3. Certificate of Completion for Diploma Course

A Certificate of Completion for Diploma Course will be issued to those students who
have attended 80% of the course and have passed the assessments.

# Remark: Criteria for issuance of certificate are subject to requirements adopted by
individual course. For details, please refer to the leaflet of individual course.

2.4. Leave Application

If a student who is absent from class and applies for justifiable absence, he or she should
submit the application form to CCE within 10 days after the first day of class absence.
Updated on 08/08/2019, revision 002 9
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According to the rules issued by DSEJ, if the student is applying courses using subsidy
from "Continuing Education Development Program”, security deposit would be
returned to student who have attended 80% of the entire course. When the attendance
requirement is unfulfilled, only leave applications related to personal sickness and force
majeure (excluding personal leave and working overtime, etc.) would be considered.
Student must provide valid reasons and supporting documents. Medical certificate is
required for health reason. Based on the above, security deposit would be returned upon
approval of leave application. Applications are subject to the approval of CCE.

2.5. Table of Fees and Charges

Item Description Fees (MOP)

1 Certified true copy of academic reports, transcripts or 15
certificates

2 Course description per subject 55

3 English translation of certificates 55

4 Testimonials 55

5 Transcripts 55

6 Re-sit / supplementary exam 200

7 Appeal of exam result (refundable if appeal is 100
successful)

8 Returned cheque charges 55

® The above table is for reference only. Actual payment is subject to revision. Unless
specified, all charges are not refundable.

® All above payment is excluding postage, bank charges for overseas cheques and
foreign currencies.

2.6. Student Identity

Students are required to bring along their personal identification document to class. If
necessary, students may be requested to show this document as proof of student identity
to trainers or staff of CCE. Failure to do so may result in being denied the right of
entry to classroom or usage of facilities.

2.7. Class Regulations

2.7.1. No smoking, eating or drinking is allowed inside classroom.

2.7.2. No photo taking, video and sound recording is allowed inside classroom without
consent of CCE.

2.7.3. Please be considerate and do not cause excessive noise inside classroom. All

Updated on 08/08/2019, revision 002 10
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electronic devices that can produce sound should be turned OFF during class,
such as mobile phones.

2.7.4. Please do not operate any IT or AV equipment in the classroom without the
presence of our trainers or staff.

2.7.5. Personal belongings should not be left unattended at any time. CCE will not be
responsible for any loss of personal belongings.

3. This guideline encompasses both Chinese and English versions. If there is any
discrepancy, the Chinese version shall prevail.
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