APPLICATION FOR SUBVENTION UNDER

ADULT EDUCATION SUBVENTION SCHEME 2010/11
LABOUR AND WELFARE BUREAU


Notes :
1.
Part A of this form should be signed by the Chairman/Director/Supervisor of the Organisation.


2.
Copies of documents certifying that the Organisation is an approved charitable organisation under Section 88 of the Inland Revenue Ordinance must be attached.


	1.
Name of the Organisation -

	(a)
in English
	

	(b)
in Chinese
	

	

	2.
Correspondence Address of the Organisation -

	(a)
in English
	

	(b)
in Chinese
	

	(c)
Tel. (for general enquiry)
	
	
	(d)
Email
	

	

	3.
Name of Main Office Bearers and Chief Executives of the Organisation (in English and Chinese) -

	

	(a)
*Chairman/Director/Supervisor/Other
	：

	

	*Mr/Ms/Mrs

	
	*先生/小姐/女士

	
	(Tel.                  )
	(Fax             　  )
	(Email     　　　　　　　　　)

	
	


	(b)
Centre Administrator :
	*Mr/Ms/Mrs

	

	*先生/小姐/女士

	(ONE Centre Administrator should be nominated to co-ordinate the operation of the adult education subvented programmes within the organisation.)

	
	(Tel.      　　　　    )
	(Fax             　  )
	(Email     　　　　　　　　　)

	
	(Courses Enquiry :                            )
	

	4.
Mission/Objectives of the Organisation :

	
	

	
	

	
	


* Delete where inappropriate

	5.
Description of courses/activities currently provided for persons aged 15 or above -

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	

	******************************************************************

	

	

	

	

	

I declare that to the best of my knowledge the information in Parts A, B & C of this application is true and correct and that my Organisation has not obtained any other government subvention to organize the adult education courses/activities prescribed in this application form.



I confirm that all teaching staff and course participants of my organisation will be covered by insurance.



	

	

	

	
	*
Chairman/Director/Supervisor/
	

	
	
Other
	
	：
	

	
	
	(Signature)

	
	
	

	
	
	(Name in Block Letters)

	

	
	

	Official Chop :
	
	Date :
	

	
	

	*Delete where inappropriate

	Notes:
1. 
The information collected will be used for the administration of the Adult Education Subvention Scheme.

	
2.
Our Bureau will be unable to process your application if you fail to provide all the information requested.

	
3.
Applicants have the right to request access to or correction of personal data provided on this form in accordance with the provisions of the Personal Data (Privacy) Ordinance. Such requests may be made in writing to the Labour and Welfare Bureau.


APPLICATION FORM
ADULT EDUCATION SUBVENTION SCHEME 2010/11
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	Notes:
1.
Only one copy of Part B is required for completion by each organisation.


2.
Please read "Notes for Completing the Application Form" before completion of Part B.

	

	

	

	

	Name of organisation :
	

	
	

	
	

	(A)
Staff Cost
	If subvention is required,
please ‘tick’

	(i)
Centre Administrator
	

	(ii)
Lecturer
	

	(iii)
Clerk
	

	
	

	
	

	(B)
Operation Cost
(Water, telephone & electricity charges or 


Hire of Accommodation)
	

	
	

	
	If there are courses where subvention for operation cost is not required, please state clearly the course names and venues-

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	


(C)
Equipment Cost
Purchase of teaching equipment Note 1
	Items
	
	
Estimated Cost

	1)
	
	$
	

	Justification:
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	2)
	
	$
	

	Justification:
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	3)
	
	$
	

	Justification:
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	4)
	
	$
	

	Justification:
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	5)
	
	$
	

	Justification:
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total:
	
	$
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	Notes :
1.
One separate form should be completed for each course applying for subvention, even if the course is operated in different centres.

2.
Please read "Notes for Completing the Application Form" before completion of Part C.

	

	

	Name of Organisation :
	

	

	

	1.
Name of proposed courseNote 2 :

(Please state clearly the target group, if any e.g. Basic Literacy for the Elderly)

	(a)
in English
	

	(b)
in Chinese
	

	

	

	2.
Has this course been subvented under the Subvention SchemeNote 3?

(Please ‘tick’ as appropriate)

	
	(a)
Yes
	
	(
 no. of class(es) has/have been approved in

/
School Year) 

	
	
	
	[please indicate the most recent year]

	
	(b)
No
	
	

	

	

	3.
Classes

	
	(a)
Total No. of Classes Applied:            classes

	
	(b)
Duration of a ClassNote 4 
=        hours per session* x        sessions per class

	
	
=        hours

	
	* (must be in ½ hour basis, e.g. 1, 1½, 2 or 2½ hours)

	
	(c)
Each class lasts for            weeks
	

	


	4.
Participants

	(a)
Type of Participants (Please ‘tick’ ONE Box only)

	
	
	
	
	
	

	
	
	(i)
Housewives
	
	
	(ii)
New Arrivals

	
	
	
	
	
	

	
	
	(iii)
Elderly at 55 or above
	
	
	(iv)
The Disabled

	
	
	
	
	
	

	
	
	(v)
Ethnic Minorities
	
	
	(vi)
Others (pls specify):

	
	
	
	
	

	
	
	
	
	

	

	(b)
Education Level of Participants Note 5(Please
‘tick’ ONE Box only)

	
	
	
	
	
	

	
	
	(i)
Primary 6 or below
	
	
	(ii)
Secondary 1-3

	
	
	
	
	
	

	
	
	(iii)
Secondary 4-5
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	5.
School FeeNote 7 :  $ 
     per class per participant

	

	6.
Schedule of the course (please provide information for each class)

	

	VenueNote 8
	Class(e.g. A,B etc. if more than 1 class)
	Date
	Time (pls ‘tick’)
	No of Sessions per week

	(Name of Centre as appeared in “Registration Exemption” Application Form)
	District
	
	From

(mth/yr)
	To

(mth/yr)
	Day Time (start before 5 p.m.)
	Night Time (start after 5 p.m.)
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	7.
Course objectives and contents (can be completed in Chinese)


	(a)
	Objectives: (Please briefly explain the aim of the course and the rational behind.  You may also briefly mention how the course is useful and necessary to the target group.)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


(b)
Contents: (please describe in details the contents to be taught in each session, including the topic / teaching outline and the mode of teaching, i.e. lecture, group discussion.  Revision, tea party, graduation ceremony, visit, camping, physical exercise, test/exam should be excluded. Please use separate sheets if necessary. )
	Session
	Contents

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Adult Education Subvention Scheme 2010/11
Notes for Completing and Submitting the Application Form

Notes for Completing the Application Form

Note 1.

(a) Teaching equipment may include the following items -

1. Projector
2. Printer

3. Desktop/Laptop Computer
4. Television Receiver/Monitor

5. Portable Amplifier with Built-in Cassette Recorder

6. Video Cassette Recorder

7. Digital Walkman Recorder
8. Megaphone

9. Visualizer
10. Portable CD/Radio Cassette Tape Recorder

11. DVD Player/Recorder
12. Digital Camera

13. Digital Video Camcorder

14. Video Tripod

15. White Board
16. Portable Tripod Matt White Screen 
17. Trolley for Audio-visual Equipment
18. Laser Pointer

(b) Each organisation should provide, for each proposed subvented equipment, the following information in the “justification” section :

(i)
How the equipment would be used to facilitate the operation of the proposed courses; and

(ii)
How the equipment is relevant and important to the operation of the proposed courses.

(c) The total budget for teaching equipment would depend on the number of approved courses.  The budget for each approved course is $1,000 and the total subvention for equipment should not exceed the limit at $5,000 for each organisation.

(d) Each organisation should comply with the requirements stipulated in clause 2.9 of the Administrative Guide for the Adult Education Subvention Scheme 2010/11, e.g. 2 written quotations have to be sought for each equipment.
Notes for Completing the Application Form (continued)

Note 2.

(a) The name of the course should reflect clearly the course contents.  For example,

(i) Family Ties (the name is rather abstract)

Communication Skills in a Family (the name can reflect clearly the course content)
(ii) Love and Hate (the name is too broad in content)

How to Get Along with the Opposite Sex (the name is more accurate)

(b)
The organisation can organize the course in more than one centre, whereas the name and contents of the course should remain the same.

(c) 
The proposed course should be basic theories and introductory in nature, such as “Introduction to XXX”. That said, the organisation may also apply for organising education courses at different levels to address the needs of different target groups. 

(d) The course name, if approved, should continue to be used when completing other proformas in relation to the Scheme in future.

(e) 
In publicising the subvented programmes, a remark should be added to indicate that the programmes are “subvented by the Labour and Welfare Bureau”. Use of other improper wordings should be avoided.  After completion of the course, the certificate or diploma can only be issued in the name of the organisation.
(f)
Application for courses with similar names, contents and objectives from the same organisation should be avoided.
Note 3.




If the answer is “Yes”, the information of the course proposed for this school year, i.e. name, objective and contents should be mostly the same as the one approved in the past. 
Note 4.



The duration of each course should be of reasonable length. Ideally, each class should last for 12 hours at least, without exceeding the upper limit set out in the Purview of the Scheme.
Note 5.





“Primary 6 or below” should be chosen for the education level of the participants when applying for organizing the Basic Literacy and Basic Putonghua courses.
Notes for Completing the Application Form (continued)

Note 6.

(a)
Participating Organisations must ensure that the teachers employed possess appropriate qualifications.  For instance :

(i)
lecturers should be holders of government recognised teacher’s certificate or teacher registration; or
(ii)
lecturers teaching participants of education level at Primary 1 to 6 should possess qualifications at sub-degree level or above, obtained from recognised local institutions; or
(iii)
lecturers teaching participants of education level at Secondary level should hold recognised university degree from a local university.  

(b)
If lecturers with non-local qualifications are to be employed for the Scheme, the participating organisation should ensure that the qualifications they possess are equivalent to the local qualifications as mentioned above, and the relevant documents should be properly kept for inspection purpose.  The Hong Kong Council for Accreditation of Academic and Vocational Qualifications can be approached for services in assessment of non-local academic qualifications (Address: 10/F (Service Counter) and 23/F, Cambridge House, Taikoo Place, 979 King's Road, Quarry Bay, Hong Kong, Tel. : 3658 0000; web site : http://www.hkcaa.edu.hk).

Note 7.





Collection of school fee for the course is a must.  The fee should be set at reasonable level and be as low as possible.
Note 8.





Organisations are not permitted to operate any courses subvented under the Adult Education Subvention Scheme (AESS) by Labour and Welfare Bureau (LWB) in venues without approval for exemption from school registration granted by the Education Bureau.  Prior approval should be sought from LWB for changing the venue.

Notes for Submitting the Application Form

I. Non-governmental organisations applying for the AESS for the first time in 2010/11 should attach in the application form the supporting documents, i.e. the booklets / pamphlets on the historical background and provision of the services.  Besides, to demonstrate its performance and experiences in operating adult education courses, the organisation should submit relevant documents, such as publicity materials and enrolment records of similar adult education courses organised in the past years. 
II.
Please submit the completed application forms on the “Adult Education Subvention Scheme 2010/11” and “Exemption from Registration as a School” together with all the supporting documents to LWB at Room 231, 2/F, East Wing, Central Government Offices, Lower Albert Road, Hong Kong on or before 17 May 2009 (Monday).  Late applications would not be accepted. 
III.
For enquiries on the completion and submission of the application form, please contact Ms Lei (Tel. 2810 3875).

Part B





Part A





DECLARATION








EXPENDITURE ITEMS APPLIED FOR SUBVENTION





INFORMATION OF THE PROPOSED PROGRAMME








Part C





INFORMATION ON ORGANISATION
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