BY EEGIC AR
¥/ Hong Kong Shue Yan University

POSTGRADUATE

STUDENT
HANDBOOK




Published by:
The Graduate School ( )
Hong Kong Shue Yan University

Note: Please bring any errors or omissions to the attention of Ms. Emma So at

October 2020


https://gs.hksyu.edu/en
mailto:yyso@hksyu.edu

Postgraduate Student Handbook

Content

University General Information
1.1 Introduction
1.2 University Officers

Rules and Regulations

2.1 General Regulations Governing Postgraduate Studies

2.2 Library Regulations

2.3 Plagiarism and Academic Misconduct Policy

2.4 Ethical Conduct of Research Involving Human Participants
2.5 University Policy on Sexual Harassment

2.6 Sexual Harassment Complaints Handling Procedures

General Information on Postgraduate Studies

3.1 Almanac

3.2 Code of Practice (Research Postgraduate Studies)
3.3 Code of Practice (Taught Postgraduate Studies)
3.4 Fees

3.5 Financial Assistance

Credentials

4.1 Academic Results

4.2 Transcripts

4.3 Letter of Certification

4.4 Replacement of Graduation Certificate

Student Support Services
Location, Facilities and Services
Bad Weather Arrangements

Office Hours and Enquiries

Page

10
11
14

15
16
16
17
19

20
20
20
21

22
24
28
29



1. University General Information

1.1 Introduction

Hong Kong Shue Yan College (HKSYC), a liberal arts college, was founded in 1971 by
Dr. Henry Hu Hung-lick (&#H5%1{#+-) and Dr. Chung Chi-yung (§HHfZ51% 1) in
response to their serious concern over the acute shortage of tertiary places for local
secondary school leavers aspiring for university education.

HKSYC was registered under Post-secondary Colleges Ordinance (CAP 320) in 1976
and offered a four-year diploma which was recognized by the Government as a
qualification for appointment to the civil service.

HKSYC underwent a series of institutional reviews and developed ten four-year honours
degree programmes during 1997 —2006. On the basis of its track record of offering high
quality degree programmes, the title of Shue Yan University (HKSYU) was granted by
the Chief Executive in Council on 19 December 2006, and HKSYU became the first
private university in Hong Kong.

HKSYU currently offers 12 MPhil and PhD programmes, 6 taught masters programmes,
the Doctor of Psychology in Counselling Psychology and 16 undergraduate programmes.
Since 2014, the University has been moving towards being a “teaching-led research-
active” university. In 2014-15, the University was granted HKD 6,746,671 by the
Research Grants Council (RGC) for a project on constructing an interdisciplinary
research platform. In 2016-17, the University was granted HKD 6,221,500 by RGC to
establish a Centre of Interdisciplinary Research in Evidence-Based Practice. In
furtherance of Shue Yan’s interdisciplinarity in research, the MPhil and PhD
programmes also emphasize an interdisciplinary approach so that the graduates are not
only knowledagble in their area of expertise but also capable of making connections with
each related field. The taught postgraduate programmes are designed to enrich students
with new ideas and perspectives to provide an employment-focus curriculum and train
competent scholar-practitioners.



1.2 University Officers

President

Provost
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Dr. LAW Chui Chui, Monica
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2. Rules and Regulations

2.1 General Regulations Governing Postgraduate Studies

Students shall observe all rules and regulations prescribed by the University.

Please refer to the Code of Practice (for Research Postgraduate Students) at
https://gs.hksyu.edu/gs/current students/Code%200f%20Practice%20%28RPG%29%2

02020-21.pdf; and

the Code of Practice (for Taught Postgraduate Students) at
https://gs.hksyu.edu/gs/current students/Code%200f%20Practice%20%28 TPG%29%2

02019-20.pdf for details.
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2.2 Library Regulations

Admission to and use of the University Library (the Library) is conditional upon the
observance of the Library regulations (the regulations) made by or with the authority of
the Academic Board. All members of the Library staff are empowered to enforce the
regulations. Anyone who is believed to have violated the regulations, disturbed readers
or mutilated Library materials items may be excluded from the Library and all privileges
of using Library services may be suspended. All Library users are presumed to know the
regulations before using the Library services and facilities. If users breach the
regulations, serious cases may be referred to the relevant University Authority. In case
of any discrepancy or inconsistency between the English version and the Chinese version
of the regulations, the English version shall apply and prevail.

1 Admission

1.1  All users must present valid University Identity Cards or any valid Library cards
when entering the Library.

1.2 Loss of University Identity Cards or any valid Library cards must be reported to
the Registry and the Library respectively without delay.

2 Conduct of Library Users

2.1 Food and drinks are not allowed in the Library.

2.2 Smoking is prohibited in the Library.

2.3 No physical or online games of any form are allowed in the Library.

2.4 No sleeping in the Library.

2.5 No wet umbrellas or raincoats may be brought into the Library.

2.6 Notices must not be displayed or distributed in the Library.

2.7 Silence must be observed in the Library except in designated areas. Any user
causing disturbance to others and ignoring the verbal warning of the University
Librarian or his/her designated representative will be liable to disciplinary action,
and may be excluded from the Library.

2.8 Mobile devices may be used only in silent mode except in designated areas. The
use of headphones is allowed but the volume should be such that there is no noise
leakage.

2.9 Users are not permitted to reserve seats in the Library. Any personal belongings or
library books left unattended on Library desks may be considered as a "seat
reservation”. Any such seats may be taken up by other users. In case of dispute,
the University Librarian or his/her designated representative has absolute
discretion to allocate seats or study places to users concerned. Any unattended
belongings should be reported to library staff at 2/F Information Counter.

2.10 Unattended belongings may be removed by Library staff without prior notice to
the owner. The Library will not be responsible for any loss or damage of personal
property. Lockers are available on 2/F to store personal belongings.

2.11 Books and other items which are the property of the Library must not be mutilated
or defaced. The full replacement cost will be charged for any damage caused by
users.

2.12 Tables and chairs should not be misused or moved to new positions except as
permitted by Library staff.

2.13 Prior permission must be sought for photo-taking or video shooting in the Library.

2.14 In case of fire alarm, users must follow the instructions of library staff to leave the
building. (Escape route information is posted at each emergency exit)
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2.15 For the purpose of security, CCTV monitoring is in use in the Library.
2.16 Rules of Special Collection Room on 3/F should be observed.
2.17 External reader card for admission to another local library is governed by the

3.1

3.2

3.3

3.4

3.5

3.6

3.7

4.1

4.2

regulations of that card issuing library. Misuse of the card may lead to cancellation
of permission to access to that university library. Serious offence will be referred
to either the University Authority or the Student Disciplinary Committee for
further action.

Borrowing Regulations

Borrowers shall be held responsible for any loss, mutilation, damage or
defacement of library materials by writing or other marks and shall be required to
pay the full cost of replacing or repairing such materials.

The Librarian may, at his discretion, restrict the borrowing of certain categories of
library materials.

Users must produce Student or Staff Identity Cards or any valid library card when
borrowing library materials.

No library materials may be removed from the Library until their issue has been
properly recorded at the appropriate counter or self-check machine. The Library
will submit a report to the Student Disciplinary Committee for necessary action in
the case of students or to the University in the case of staff who have violated this
regulation.

All loaned library items should be returned upon graduation, withdrawal or
cessation of employment from the University.

Loan items should be returned on time. The loan period will be shortened when
another user makes a request and the borrower informed. (Loan privilege
information is posted at G/F Circulation Counter)

Access to electronic resources is governed by license agreements. Under these
agreements, access to the resources is restricted to members of Hong Kong Shue
Yan University. The resources are for education and research purposes only.
Commercial use, systematic/excessive downloading and redistribution of
electronic information outside the university are prohibited. Violation of the
license terms may result in the loss of access to that resource for the entire
university community.

Copyright

Reproduction or duplication of audio-visual materials or computer software
without permission from the copyright owner is strictly prohibited.

Photocopying of library materials should be made in accordance with the
Copyright Ordinance (Cap 528) of Hong Kong. Users are fully responsible for any
legal consequences arising from infringement of applicable copyright laws.
Information on copyright restrictions is posted next to the photocopiers in the
Library.

Revised in June 2018



2.3 Plagiarism and Academic Misconduct Policy

HONG KONG SHUE YAN UNIVERSITY
GRADUATE SCHOOL
PLAGIARISM & ACADEMIC MISCONDUCT POLICY

OBJECT

The object of the Plagiarism and Academic Misconduct Policy is to promote an
educational environment where academic honesty and fairness are valued as promoting
personal integrity and maintaining the academic standards of the University.

DEFINITIONS

‘Academic misconduct’ in relation to academic work means any form of cheating or
dishonest conduct, including plagiarism and assisting another person to engage in
academic misconduct.

‘Plagiarism’ means, in relation to work submitted for assessment, the unacknowledged
use by a person of the ideas and materials of others in such a manner as to objectively
convey the impression that those ideas and materials are his or her own.

TRAINING PROGRAMMES

Workshops will be conducted or prescribed by the Graduate School in order to promote
a consistent understanding of this Policy and issues involving plagiarism and academic
misconduct.

It is the responsibility of all staff members to provide appropriate instruction and
guidance to students in relation to plagiarism issues, including the methods of
referencing appropriate to the discipline in question.

General guidance in relation to plagiarism, with reference to examples, will be made
available on the University’s plagiarism web page.

COVER SHEETS

For all assessable work other than examinations, students are required to attach a cover
sheet to the front of the work. The cover sheet will be in a format determined by the
University and, in addition to details as to student name(s) and number(s) and course
name and number, will include a signed certification by the student(s) to the following
effect:

I/we certify that the material now submitted is entirely my/our own work and I/we
have cited all sources used and have faithfully indicated their origin.



DISCIPLINARY PROCEDURES

1

Where there is an allegation of academic misconduct in a course in the taught
postgraduate programmes, the matter may be considered and determined by the
course instructor responsible for the work in question and the Board of Examiners,
and the Head of Department; subject to the qualification that the penalties that can
be imposed by those individuals or those bodies are as set out in paragraph 5 below.
Where the Head of Department considers that the matter is sufficiently serious, he
or she may refer the allegation to the Director of Graduate School for consideration
by the Graduate Studies Committee.

Where there is an allegation of academic misconduct in a taught course or
colloquium in the research postgraduate programmes, the matter may be considered
and determined by the course instructor responsible for the work in question or the
principal supervisor and co-supervisor and the Graduate Examination Committee of
the student concerned in the case of colloquium; subject to the qualification that the
penalties that can be imposed by those individuals or those bodies are as set out in
paragraph 5. Where the Chair of the Graduate Examination Committee considers
that the matter is sufficiently serious, he or she may refer the allegation to the
Director of Graduate School for consideration by the Graduate Studies Committee.

Where there is an allegation of academic misconduct in the thesis in the research
postgraduate programmes, the matter may be considered and determined by the
principal supervisor and co-supervisor and the Thesis Assessment Committee of the
student concerned; subject to the qualification that the penalties that can be imposed
by those individuals or those bodies are as set out in paragraph 5. Where the Chair
of the Thesis Assessment Committee considers that the matter is sufficiently serious,
he or she may refer the allegation to the Director of Graduate School for
consideration by the Graduate Studies Committee.

The student shall be given a reasonable opportunity to respond to an allegation of
academic misconduct before any determination is made or penalty imposed.

Penalties for academic misconduct:

(i) A reprimand and warning.

(i) A requirement to resubmit the work in question [no more than a minimum
pass can be given for any resubmitted work].

(iii)  Marks deducted or no marks given for the work in question.

(iv) A fail grade entered for the course involving the work in question.

(V) Suspension of the student from the University for a specified period.

(vi)  Expulsion of the student from the University.

(vii)  Non-award of the degree for which the student has been studying.

Where the responsible individual or body is satisfied that academic misconduct has

been established, the following penalties can be imposed:

@ By the course instructor the penalties at paragraphs 5 (1) to (iii).

(b) By a Board of Examiners or the Head of Department acting as Chair of the
Board of Examiners, the penalties at paragraphs 5 (i) to (iv).

(©) By the principal supervisor or the Chair of the Thesis Assessment Committee,
the penalties at paragraphs 5 (i) to (iv).

(d) By the Graduate Studies Committee, the penalties at paragraphs 5 (i) to (vii).
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The student will be advised of any determination made and has a right of appeal
against a finding of academic misconduct or any penalty imposed, as follows:

@) Where the determination is made by the course instructor in a taught
postgraduate programme, to the Board of Examiners or the Head of
Department acting as Chair of the Board of Examiners, save that where the
Head of Department is the course instructor then to either the Director of
Graduate School or the Graduate Studies Committee. The Director of
Graduate School may impose the same penalties as the Graduate Studies
Committee.

(b) Where the determination is made by the course instructor or the supervisors
or the Graduate Examination Committee in a research postgraduate
programme, to either the Director of Graduate School or the Graduate
Studies Committee. The Director of Graduate School may impose the same
penalties as the Graduate Studies Committee.

(©) When the determination is made by the supervisors or the Thesis Assessment
Committee, to either the Director of Graduate School or the Graduate Studies
Committee. The Director of Graduate School may impose the same penalties
as the Graduate Studies Committee.

(d) Where the determination is made by the Graduate Studies Committee, to the
Academic Vice-President.

Subject to the limitations referred to in paragraph 5, where a finding of academic
misconduct is upheld on appeal, the penalty can be varied at the discretion of the
individual or body conducting the appeal.

Any finding of academic misconduct, and all relevant details, will be reported to the
supervisors, the Head of Department, the Director of Graduate School and copied
to the Graduate Studies Committee and the responsible administrative officer for
recording on the file of the student in question. All penalties imposed by or on behalf
of the Director of Graduate School or the Graduate Studies Committee will be
recorded in the minutes.

Approved by the Academic Board
22 June 2018



2.4 Ethical Conduct of Research Involving Human Participants

The University strives to promote the highest level of ethical conduct among both
students and faculty, with regard to human research. To that end, the University has a
Human Research Ethics Committee (HREC) responsible for reviewing and approving
all research proposals which involve human participants by staff members and research
postgraduates students.

Thesis of taught Master’s programmes is vetted at departmental level by their individual
research sub-committees. The departmental ethical review form is available at Moodle
(Departmental Ethical Review Forms for Taught Master’s) or via your project
coordinator.

Please see the full version of guidelines here:
https://www.hksyu.edu/download/ HREC%?20Guidelines.pdf
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2.5 University Policy on Sexual Harassment

The University is committed to providing and promoting a workplace and an academic
environment in which mutual respect for all is assured. All members of the University
community (including faculty, staff and students) should understand that sexual harassment
violates the rights, dignity and integrity of the individual. The University does not tolerate any
act of sexual harassment, to be defined below.

Sexual harassment is prohibited under Hong Kong’s law. It is detrimental to the life of the
harassed in terms of his/her academic or work performance and results in sexual discrimination
and gender inequality. To uphold the dignity, integrity, and equality for all on campus, the
University establishes the following Policy against Sexual Harassment.

A

Sexual Harassment Defined

Under the Sex Discrimination Ordinance Part | Section 2(5), a person is a sexual harasser

if,

he/she makes an unwelcome sexual advances or unwelcome request for sexual
favours, OR

he/she does other unwelcome act of a sexual nature in circumstances where a
reasonable person would have anticipated that the subject of attention would be
offended, humiliated or intimidated.

This policy prohibits the act of “quid pro quo” and any other acts that may lead to a “hostile

environment” as defined below.

Quid Pro Quo: According to which employment or academic decisions are based on
an individual's willingness to grant or deny sexual favours to another individual, for
example demanding sexual favours in exchange for a promotion opportunity, a pay
increment, or a higher grade in examination/ assessment).

Acts that lead to a hostile environment: Any verbal or physical conduct of a sexual
nature which has the purpose or effect of substantially interfering with an individual's
work performance or creating an intimidating, hostile, or offensive work
environment.

Examples of Sexual Harassment (Quoting from Equal Opportunities Commission’s

official website, http://www.eoc.org.hk):

SAEEE A

Repeated attempts to make a date, despite being told "NO" each time

Comments with sexual innuendoes and suggestive or insulting sounds

Relentless humour and jokes about sex or gender in general

Sexual propositions or other pressure for sex

Implied or overt threats for sex (e.g., demanding sexual favours in exchange for a
promotion or a higher grade in examination/assessment)

11



6.  Obscene gestures or inappropriate touching (e.g. patting, touching, kissing or
pinching)

7. Persistent phone calls or letters asking for a personal sexual relationship

8.  Displaying sexually obscene or suggestive photographs or literature

9.  Sending offensive or pornographic emails or displaying pornographic websites

10. Unwelcome gaze of a sexual nature

11. Expressions of bias on the basis of sexual orientation in any form such as derogatory
comments and continual use of sex-stereotyped references and depiction in
instruction process

12.  Sexual assault or forced sexual intercourse (vaginal intercourse/sodomy)

REPORTING of Sexual Harassment

Basic Principles:

(i) All members of the University community should take the responsibility of reporting
any sexual harassment cases immediately to appropriate administrative officials.
Delay in reporting may hinder the timely solution to relevant complaints and
contribute to the repetition of offensive behaviours.

(if) The University will protect the privacy of the individuals involved and ensure the
complainant(s) and the accused are treated fairly. Information about individual
complaints and their deposition is considered confidential and will be shared only on
a “need to know” basis. Retaliation against individuals who report or provide
information about sexual harassment (“victimization”) is also strictly prohibited. Any
act of reprisal by University staff will be a violation of this policy and result in
appropriate disciplinary actions.

Reporting Channels

(i) Staff should report complaints of sexual harassment to their supervisors or any
supervisory personnel with whom he/she entrusts. He/she can also contact any
member of the University Panel Against Sexual Harassment.

(if) Students with complaints of sexual harassment are recommended to contact the
student counsellors, residence wardens, or any faculty/staff with whom he/she

entrusts.
Procedures for Handling Complaints

Informal procedures

The University encourages early settlement of any complaints. It prefers informal
procedures over formal ones, in the form of, for example, mediation. The Officer-in-
charge of the Unit of the staff complainant can provide advice to the staff to handle the
sexual harassment issue whereas the student complainant is recommended to seek advice
from the student counsellors at the Office of Student Affairs (OSA). Written complaints
are not required to trigger mediation, but a written complaint is required for a complaint

12



investigation process to begin. A designated student counsellor from OSA may serve as
an advocate of the complainant, to provide advice and support. The designated student
counsellor may also act as an informal mediator and direct the complainant to seek
appropriate resources.

Formal procedures

A University Panel Against Sexual Harassment shall be responsible for handling
mediation and complaint investigation of cases involving staff or students. The Panel will
be in charge of promoting general awareness of issues concerning sexual harassment and
investigating specific complaints. The Panel will be chaired by the Associate
Administrative Vice President and comprise faculty, administrative staff, and student
counsellors. The Panel will consent to the formal procedures in dealing with an individual
case only when a written complaint is made. If a complaint is made against a staff member,
a hearing will be convened. In that case, the Panel Chairperson will appoint an
Investigation Team with panel members deemed to be suitable to handle the particular
case. In the case of a complaint against a student, the case will be referred to the Student
Discipline Committee.

Following the initiation of the complaint investigation process, an Investigation Team will
be established with a view to submitting a fact-finding report to the Chairperson of the
University Panel Against Sexual Harassment. This report will include a determination as
to whether or not an act of sexual harassment has been committed. The Panel is expected
to complete investigation of a complaint within 30 working days from the date of its first
meeting.

If the complainant or the accused objects the result of the fact-finding report, he/she can
submit a response or an appeal to the Panel Chairperson within 14 working days upon
receipt of the report. The Panel Chairperson will review the fact-finding report in
consideration of the response/ appeal received and submits a final report to the
Administrative Vice President for consideration.

After reviewing the report and submissions, the Administrative Vice President or his
designate will make a final decision as to whether or not to accept the recommendations
of the final report and decide over actions to be taken. The Administrative Vice President
or his designate will then convey the decision in writing to the complainant/ accused.

The University reserves the right to vary the above disciplinary procedures as necessary
and to take all appropriate actions against the staff or student who warrants disciplinary
action.

Despite the above procedures, the complainant will have the full right to lodge a complaint
directly with the Equal Opportunities Commission (EOC) or the Police, as well as to file
a lawsuit. A flow chart summarizing the procedures of handling sexual harassment
complaints is appended.

13



2.6 Sexual Harassment Complaints Handling Procedures

An Illustration of the Process of Resolving Sexual Harassment Complaints

Initial Advice
Advice offered by the Officer-in-charge of the Unit of the complainant

v
v v

4 N
Informal Procedure Formal Procedure
Mediation Formal complaint received by the
+ S University Panel Aaainst Sexual Harassment # )

v l s ¢ N

[ ved ] Independent Investigation Team appointed by the Panel
Resolve [ Unresolved ] Chairman (Associate Administrative Vice President) *
- J
i//(/ N
Complaint Against Student Complaint Against University Staff
Investigation will be handled by the Investigation will .be conducted and a fr.:lct-finding report
Student Discipline Committee (SDC) S submitted to the Panel Chairman )
4 N

Notification Process
Panel Chairman to notify the complainant and the accused
in writing about the results of the fact-finding report

If the complainant and the

accused have no objection to the 4
results of the fact-findina M N\
Appeal Procedure
The complainant and the accused to submit their
responses/appeals (if any) to the Panel Chairman

A\ 4

Final Judgment
Panel Chairman to review the fact-finding report by
considering the responses/appeals from the complainant
and the accused and submit a final report to the
Administrative Vice President

' |

Not constituting sexual harassment Constituting sexual harassment

Inform the complainant Inform the complainant and Discipline procedures/
and the accused of the decision the accused of the decision other appropriate actions

# The University Panel Against Sexual Harassment is appointed by the Administrative Vice President.

* The Independent Investigation Team will comprise at least two panelists of different genders, including faculty members, administrative
staff and student counselors. Under special circumstances or as requested by the Chairman of the University Panel Against Sexual
Harassment, a non-staff Council member will join the investigation team to ensure that justice is upheld in the process of investigation.
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3. General Information on Postgraduate Studies

3.1 Almanac
September 2020 — August 2021

2020

October 1 Thu National Day, Holiday

October 5 Fri The .day follo.wing Mid-Autumn
Festival, Holiday

October 26 Mon The .day follqwing Chung Yeung
Festival, Holiday

November 12 Thu Dr. Sun Yat-sen’s Birthday, Holiday

November - December 23-1  Mon-Tue  The 45" and 46™ Graduation Ceremony

December 25-26  Fri- Sat Christmas Holidays

2021

January 1 Fri New Year Holiday

February 11-18 Thu- Thu Lunar New Year Holidays

March 23 Tue Athletic Meet

April 2-6 Fri - Tue Easter Holidays

April 5 Mon Thelday following Ching Ming Festival,
Holiday

May 1 Sat Labour Day, Holiday

May 19 Wed The Birthday of the Buddha, Holiday

June 14 Mon Tuen Ng Festival, Holiday

July 1 Thu HKSAR Establishment Day, Holiday

15



3.2 Code of Practice (Research Postgraduate Studies)

Please refer to the Code of Practice (RPG) at
https://gs.hksyu.edu/gs/current_students/Code%200f%20Practice%20%28RPG%29%2
02020-21.pdf for details.

3.3 Code of Practice (Taught Postgraduate Studies)

Please refer to the Code of Practice (TPG) at
https://gs.hksyu.edu/gs/current_students/Code%200f%20Practice%20%28TPG%29%2
02019-20.pdf for details.
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3.4.1 Types of Fees

Types of Fees

Tuition Fee (per annum)

Continuation Fee (per trimester)
(Research Postgraduate
Programmes Only)

Deposit

Thesis Examination (Research
Postgraduate Programmes Only)
Graduation Fee

Transcript

Replacement of Graduation
Certificate

Appeal

3.4.2 Payment schedule of tuition fee

HKS$
Taught Postgraduate Programmes
Please refer to the Code of Practice (TPG)

Research Postgraduate Programmes
Full time: $69,000
Part time: $46,000

$4,000

Local Student: $500
Non-local Student: $5,000
Ph.D.: $2,500

M.Phil.: $1,800

$250

$50/copy

$800/copy

Stage I: $200
Stage I1: $500

After normative period of study

2 weeks before the date of

Student of During normative period of study
1% Installment: Within 2 weeks
after the letter of admission is

Research issued

Postgraduate

Programmes Other Installments: 2 weeks

commencement of the next
semester

before the date of commencement

of the next semester

1% Installment: Within 2 weeks
after the letter of admission is

Taught issued

Postgraduate

Programmes Other Installments: 2 weeks
before the date of commencement

of the next semester

17



A student in arrears shall be subject to fines. Unless written approval is given by the
University to defer payment, a student in arrears, whether in part or in full, or who has
outstanding fees/fines unpaid for more than two weeks shall be considered to have
withdrawn from students. The fine for fee payment in arrears is currently $50/day.

Apart from indemnity deposit, fees once paid shall not be refunded.
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3.5 Financial Assistance

Student Financial Assistance and Scholarships

Students can apply for financial assistance in the form of a government tuition fee loan,
under the “Extended Non-means-tested Loan Scheme (ENLS)” administered by the
Working Family and Student Financial Assistance Agency. The guidance notes,
application form and relevant documents can be obtained from
http://www.wfsfaa.gov.hk/sfo/eng/schemes/nlss.htm.

A limited number of scholarships are awarded to students with outstanding academic
performance who are nominated by academic departments. A postgraduate scholarship
at the HKSYU annual scholarship and bursary scheme was established in 2010/11. All
the local and non-local full time students are eligible to apply for the annual scholarships
via the Office of Student Affairs (OSA). A normally between February and March, after
the academic result of the first semester has been released. Other scholarship
opportunities available to postgraduate applicants include the Postgraduate Scholarships
awarded by the Hong Kong Association of University Women. For more details, please
contact the OSA (https://osa.hksyu.edu/).

Students in the MPhil/PhD programmes are eligible to be awarded of a postgraduate
studentship if they enroll in full-time mode and within their normative study periods.
The job duties of studentship recipients may include teaching and research assistant. The
maximum working hours will be 12 hours per week. The amount of studentship will be
HK$15,000 per month. The table below details the duration students are eligible for the
postgraduate studentship:

Duration eligible for postgraduate

D
egree studentship (months)
MPhil 24
PhD (entering with an MPhil degree) 36

PhD (entering without an MPhil or taught 43
master degree)

The Graduate School have set up the TML Scholarship Scheme to provide financial
support to full-time MPhil and PhD students first admitted to the University from
2019/20 academic year onward. All full-time MPhil and PhD students are eligible to
receive HKDS5,000 per month in Year 1 (HKD60,000 per year in total) and HKD2,500
per month in Year 2 (HKD30,000 per year in total). If the student withdraws from study
or changes to part-time mode, s/he will no longer be eligible for any future disbursements
of the Scholarship.
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4. Credentials

4.1 Academic Results

Students can check their academic results (grades and GPA of the courses taken in each
term) at WEBSIMS. Relevant information about academic results, such as the schedule
for releasing grades for each term. If a student or a graduate needs a formal document as
proof of his/her academic achievements, s/he should apply for a transcript to be issued
by the Graduate School.

4.2 Transcripts

A transcript is an official proof of a student/graduate’s academic achievements. It is a
formal document listing the student/graduate’s personal data, all the courses taken
(including those taken before and after programme transfer, if applicable), grades
achieved, GPAs and remarks such as period of leave taken, programme transfer,
academic exchange, penalty, etc. In short, it is a full record of the academic activities
and achievements of the student/graduate during his/her period of study at the University.

There are two versions of transcript for different purposes: official copy and student copy.
A student who wishes to apply for admission to another educational institution or for
employment may apply for an official transcript. The official transcript shall not be
issued to a student or any private individual. It shall be sent directly to the institution or
prospective employer. The student transcript is issued to students directly. Students may
request an official copy or a student copy, or both, to serve different purposes.

Applications for transcript could be made in paper form or online via the Graduate
School at a fee.

4.3 Letter of Certification

The Letter of Certification is a letter to certify a student’s current status in the University
with details of date of admission, programme of study, expected date of graduation, etc.
For graduates, the Letter of Certification also states the conferred degree and the date of
conferment.

Applications for the Letter of Certification could be made in paper form or online via
the Graduate School at a fee. Applicants are advised to state the purpose of their
applications so that required information could be included in the Letter.



4.4 Replacement of Graduation Certificate

In case of loss or damage of the original Graduation Certificate, a graduate may apply
for a replacement Certificate from the Graduate School at a fee. However, application
for replacement due to change of name after graduation will normally not be accepted.

A graduate should only possess one valid copy, including the replacement copy, of the
Certificate, for each degree at any given time. In other words, if a Certificate previously
reported lost was subsequently found, the graduate concerned is required to return the
extra copy to the Graduate School.

A replacement Certificate follows in general the current format of the Graduation
Certificate, with an additional statement “This certificate is re-issued on
[DD/MM/YYYY]”, and the replacement will also bear the signatures of the current
University Officers.
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S. Student Support Services

OSA and its Services for Postgraduate Students

The Office of Student Affairs (OSA) offers various services to students and arranges student
activities such as the Whole Person Development Programs, Counselling Services, Skills
Training Programs, Career Talks, Sports Activities, University Festivals and Academic
Exchange Programs. Annually, the OSA conducts a survey of new postgraduate students to
create a profile of the new students to enable the University to develop plans for services to the
postgraduates. There is a website (http://www.hksyu.edu/osa/) showing the news of student
services which are updated periodically.

Career Guidance, Student Development and Counselling Services

The service scope of the counselling section of OSA includes provision of career guidance
services, organization of developmental programs and provision of counselling services.

A full spectrum of career guidance services is
offered to students with the aim of enhancing both
their job skills and knowledge. Skill based
workshops, e.g. communication skills and
employment seminars, are organized by our career
guidance team on a regular and as needed basis. In
addition, career resources corner and job portal are
maintained for the latest career information and
updated job postings.

Company Neme / Job Tide / lob Description Selary

Recrutment Natusre. Crub-Time [IPar-Time [summeriob
Job Noture Industry
Plasse seiect| 3 [Plesse teact

Working Locations Quakications

{ Fleace Seect| 2 [Please Seect

Job'™Hunting g

Shue Yan encourages holistic development of students through organizing programs and
provision of counselling services. New students will complete the profile on Depression, Anxiety
and Stress, enabling the section to attain a baseline understanding of students’ mental health
conditions. Development programs of various approaches and assessments, focusing on self-
growth, e.g. training in assertiveness, and improvement in life skills, are organized for the
students. Counselling services, in groups or for individuals, are offered to help students tackle
personal problems such as interpersonal relationships and to facilitate growth in aversive life
situations.

Local and non-local postgraduates of Shue Yan are welcome to use all these services offered by
the counselling section.

Physical Education and Sports Activities

Recreational facilities on campus include a gymnastics room, an indoor sports hall and a
swimming pool.
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Postgraduate students are encouraged to participate in all the sports activities on campus. The
Physical Education (PE) Department of the OSA helps to organize the Annual Athletics Meet
and various sports activities and competitions. All full-time students including postgraduates are
eligible to participate in the Annual Inter-institutional Games hosted by the University Sports
Federation of Hong Kong, China (USFHK).

The PE Department organizes different ball games, competitions and demonstrations in the
University Festival and University Open Day every year. In order to encourage a healthy life
style, students may use the gymnastic equipment and improve their fitness levels. The indoor
games hall at the Main Building (LG409) is reserved for student bookings free of charge, on a
first-come first-served basis for the morning session.

Student Financial Assistance and Scholarships

Students can apply for financial assistance in the form of a government tuition fee loan, under
the “Extended Non-means-tested Loan Scheme (ENLS)” administered by the Working Family
and Student Financial Assistance Agency. The guidance notes, application form and relevant
documents can be obtained from

A limited number of scholarships are awarded to students with outstanding academic
performance who are nominated by academic departments. A Postgraduate Scholarship award
was established by the University in 2010/11. All the local and non-local full time students are
eligible to apply for the annual scholarships via the OSA normally between February and March,
after the academic result of the first semester has been released. Other scholarship opportunities
available to postgraduate applicants include the Postgraduate Scholarships awarded by the Hong
Kong Association of University Women. For more details, please contact the OSA.

Students in the MPhil/PhD programmes are eligible to be awarded of a postgraduate studentship
if they enroll in full-time mode and within their normative study periods. The job duties of
studentship recipients may include teaching and research assistant. The maximum working hours
will be 12 hours per week. The amount of studentship will be HK$15,000 per month. The table
below details the duration students are eligible for the postgraduate studentship:

Duration eligible for postgraduate

D
egree studentship (months)
MPhil 24
PhD (entering with an MPhil degree) 36

PhD (entering without an MPhil or taught

48
master degree)

The Graduate School have set up the TML Scholarship Scheme to provide financial support to
full-time MPhil and PhD students first admitted to the University from 2019/20 academic year
onward. All full-time MPhil and PhD students are eligible to receive HKD5,000 per month in
Year 1 (HKD60,000 per year in total) and HKD2,500 per month in Year 2 (HKD30,000 per year
in total). If the student withdraws from study or changes to part-time mode, s/he will no longer

be eligible for any future disbursements of the Scholarship.
23


http://www.wfsfaa.gov.hk/sfo/eng/schemes/nlss.htm

6. Location, Facilities and Services

Braemar Hill Campus

The University’s main campus is situated on Braemar Hill. It comprises the Academic Building,
the Residential & Amenities Building, the Library Complex, the Research Complex and the
Lady Lily Shaw Hall.

The Main Building, also known as the Academic Building houses the main teaching and learning
facilities such as lecture theatres and computer rooms. On the 5™ floor there is a canteen, and the
lower level floors (4/F — LG 6/F) house numerous labs, staff offices and an indoor sport court.
Adjacent and connected to the Main Building is the Lady Lily Shaw Hall which houses the main
auditorium, student activity area, and teaching staff offices.

Library Complex and Library Facilities

The Library Complex is located next to the main academic building. It has 19 storeys and is
multi-functional. Apart from the Library, the complex includes a conference hall, research
centres, and staff accommodation. There are over 500 seats provided in the library for studying.
The library also provides some individual study carrels for private study, and these are located
at 2/F, 3/F, 4/F and the Law Library. A circulation counter is on the ground floor where a self-
service book-drop box is located for returning library books after hours. Services such as
photocopying, scanning and printing are available on most floors.

The mission of Shue Yan University Library is to support and enhance teaching, learning and
research in the University.

« The Library has holdings of approximately
- 319,000 total physical items. Among the items,
i3 there are about 290,000 printed materials,
26,741 audio-visual materials and 911 active
titles in Chinese and English print format
serials with a total of 29,095 bound volumes.
Besides printed materials, there are 14 CD-

| Rom databases and about 97 online databases
which can provide about 67,700 electronic
serials and 2.5 million electronic books for remote access.

The Library opens from 8:30 am — 9.00 pm from Monday to Friday and from 8:45 am to
7:00 pm on Saturday. It is closed on Sunday and public holidays. The Library includes the
Learning Commons, two discussion rooms, one presentation room for group project discussion
and a multi-purpose activity room for group activity. All rooms are equipped with multi-media
computer and white board. The presentation room also provides video projector and screen.
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External Reader / Borrower Cards from Other Universities

External Reader Card service is available to SYU students and staff from The University of Hong
Kong, the Hong Kong Baptist University, the Chinese University of Hong Kong, Open
University of Hong Kong, Hong Kong Institute of Education, City University of Hong Kong and
Lingnan University. External Reader Card holders can access the libraries but may not borrow
books or other items from these libraries.

Residential and Amenities Facilities

Fifty-one fully furnished single rooms with ensuite bathrooms on three floors (21/F to 23/F) of
the Residential and Amenities Complex are available for full-time postgraduate students. The
Student Amenities Centre is located at LG1-LG3 of the Residential and Amenities Complex and
includes the laundry area, an indoor sport ground, one fitness-training room, two multi-purpose
rooms and a swimming pool.

The Physical Education Department and Hall Section of the OSA organize gymnastics training
courses periodically for all students. The office of the HKSYU Students’ Union! and the Student
Centres, which accommodate 25 student societies, are located on the second floor of the
Complex. A reading room and a canteen are also provided on the first floor of the building.

Research Complex

The Research Complex consists of a High Block (RHB) of 14 storeys and a Low Block (RLB)
of 6 storeys, both built over a podium of 5 storeys. The new Complex provides an additional
35,300 square meters of space for students, including teaching and learning facilities, staff office
of the Faculty of Commerce, research centres and laboratories, student amenities facilities, extra
tutorial rooms, self-study area, etc. There will also be around 530 hostel places, out of which 30
are allocated to postgraduate students.

There are 10 new technologically integrated classrooms set up in the Research Complex. In
addition, the two lecture rooms located on the Low Block are an ideal venue not only for teaching,
but also for holding seminars, forums, ceremonies, etc. In order to enhance the campus life of

! The HKSYU Student Union (SU) is an independent entity from the University and which was registered
under the Societies Ordinance (Cap. 151). The office site of SU is provided under a concessionary rent of
$1 by the University.
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students, a Student Lounge and a Learning Commons are set up on RLG 1/F and RLB 2/F of the
Research Complex, together with some self-study areas on RLB 3/F — RLB 5/F and RLG 2/F.
Students are welcome to use the areas for self-study, group discussion and mingling with peers.

Two lower level floors (RLG 4/F and RLG 5/F) are set for students’ amenities. On RLG 5/F,
there is a multi-purpose hall which can be used for sports activities and cultural or ceremonial
events with a seating capacity of 250. There are also a newly built band room and dance room
together with a number of multi-purpose rooms opened for students’ use. A café is located on
RLB1/F and the roof top garden is located on RLB R/F which is opened from 10:00am to 5:00pm.

This new complex will facilitate the further expansion and enrichment of both the intellectual
and social activities of the Shue Yan community.

Postgraduate Student Office

Office space for postgraduate students is available
in the new Research Complex. There are two
research postgraduate offices in the High Block of
the Research Complex, having a total area of 250
square meters with seating capacity for 30
students, and equipped with work-stations,
computers, printers, telephones and Wi-Fi
network. To cater for the physical space required
for future development, nine sizable rooms have
been reserved on LG3 of the Research Complex.
There are also plenty of shared meeting rooms,
tutorial rooms and activities rooms available for booking by postgraduate students and staff.

Transportation

The Braemar Hill main campus is serviced by green minibuses departing from Causeway Bay
(25) and Tin Hau (49M) MTR stations as well as a variety of mainline bus services. Additionally,
the University arranges a paid shuttle transfer between Braemar Hill and Causeway Bay/Tin Hau,
and Braemar Hill and Quarry Bay for use by both staff and students.

Parking is available on Braemar Hill campus but space is limited. Postgraduate residents are
welcome to apply for a parking space located at the Hong Kong Shue Yan University Library
Complex. The parking fee is HK$1,000 per month. Allocation of a parking space shall be at the
sole discretion of the University. Students are therefore encouraged to use public transport to get
to the campus.

The location map of both campuses and the transportation routes are available at
http://www.hksyu.edu/Info/directions.html,
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Computer Facilities for Students

There are altogether 11 networked computer laboratories on both campuses with a total of 447
computers and an additional 91 computers dedicated for student self-access in the Library.

A wide range of applications software, including word-processing, spread sheets, databases, and
statistical packages is available. Standard software includes:

Microsoft Windows 7;

MS Office 2016;

SPSS 23;

AMOS 23;

EVIEWS 9;

NVIVO 11;

Peachtree and DacEasy Accounting
packages;

MYOB Accounting v.16; and
Adobe CS6 / Adobe CC.

Wi-Fi service is available in most public areas of the University, as follows:

Academic Building;

Library Complex G/F - 6/F;

Lady Lily Shaw Hall G/F - 2/F; and

Residential and Amenities Complex G/F - 4/F, 6/F - 19/ F common room

The Postgraduate Student Office is equipped with work-stations, computers, printers, scanners,

telephones and Wi-Fi network.
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7. Bad Weather Arrangements

When Tropical Storm Warning Signal No. 8 (or above) or the Black Rainstorm Warning Signal
is hoisted by the Hong Kong Observatory, the following arrangements will apply:

For classes NOT YET STARTED

If the warning is hoisted during the
times listed below:

Before 12:00 noon

12:00 noon — 4:30 pm

After 4:30 pm

Action

All classes commencing on or before 1:50
pm will be suspended.

All classes commencing from 1:50 pm to
6:40 pm will be suspended.

All classes commencing from 6:40 pm
onward will be suspended.

For examinations NOT YET STARTED

Cases

If the warning is hoisted within 2 hours
before the commencement of examinations

If the warning is lowered 2 hours before the
commencement of examinations

Action
The examinations will be postponed.
The examinations will be held as scheduled

unless otherwise announced by the
University.

For classes/examinations ALREADY STARTED

When...

Tropical Storm Warning Signal No. 8 or
above is hoisted

Black Rainstorm Warning Signal is hoisted

Important Notes for Attention:
The above arrangement is only applicable to postgraduate students. For undergraduate
students, please check “News & Events” at the University website when tropical storm
Warning Signal No. 8 or Black Rainstorm Warning is issued.

Suspension of classes/examinations will also be announced on Moodle.

When Tropical Storm Warning Signal No. 3 or Red Rainstorm Warning Signal is in force,
it should be assumed that all classes and examinations will be held as scheduled.
Announcements made by the Education Bureau are not applicable to the University.

a.

Action

All classes will be suspended immediately.
All examinations will continue until the end
of that examination session.

All classes/examinations will continue
except those taking place outdoors. You are
advised to stay on campus for your own
safety.



8. Oftice Hours and Enquiries

Programme Contacts

Graduate School
Director Tel: 2804-8543
Professor TANG So Kum, Catherine Email: sktang@hksyu.edu
Tel: 2806-7307
Email: yyso@hksyu.edu
Office Hours: 9:00 am — 6:00 pm

Administrative Assistant
Ms. SO Ying Ying, Emma

Department of Business Administration:
Master of Science in Marketing and Consumer Psychology (MSc in MCP)
Programme Leader Tel: 2804-8502
Dr. LAW Chui Chui, Monica Email: cclaw@hksyu.edu
Tel: 2806-5194
Email: symak@hksyu.edu
Office Hours: 9:00 am — 6:00 pm

Administrative Assistant
Ms. MAK Sin Yee, Tracy

Department of Counselling and Psychology:
Master of Social Sciences in Counselling Psychology (MSocSc in CP)
Programme Director Tel: 2104-8221
Dr. CHEUNG Wai Leung, Raysen Email: wicheung@hksyu.edu
Tel: 2104-8270
Email: wywong@hksyu.edu
Office Hours: 9:00 am — 5:00 pm
Tel: 2806-7332
Email: phleung@hksyu.edu
Office Hours: 9:30 am — 6:30 pm
Master of Social Sciences in Psychology (MSocSc in P)
Programme Director Tel: 2570-7110
Dr. Jason CHOW Email: tschow@hksyu.edu
Tel: 2104-8270
Email: wywong@hksyu.edu
Office Hours: 9:00 am — 5:00 pm
Tel: 2806-7332
Email: phleung@hksyu.edu
Office Hours: 9:30 am — 6:30 pm
Doctor of Psychology in Counselling Psychology (PsyD in CP)
Programme Director Tel: 2570-7110
Dr. PANG Lan Sze Email: Ispang@hksyu.edu
Tel: 2104-8270
Email: wywong@hksyu.edu
Office Hours: 9:00 am — 5:00 pm
Tel: 2806-7332
Email: phleung@hksyu.edu
Office Hours: 9:30 am — 6:30 pm
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Graduate Programme Manager
Ms. WONG Wai Yee, Retta

Administrative Assistant
Mr. LEUNG Pui Hang, Roy

Graduate Programme Manager
Ms. WONG Wai Yee, Retta

Administrative Assistant
Mr. LEUNG Pui Hang, Roy

Graduate Programme Manager
Ms. WONG Wai Yee, Retta

Administrative Assistant
Mr. LEUNG Pui Hang, Roy
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Department of English Language & L.iterature:

Master of Arts in Interdisciplinary Cultural Studies (MA in ICS)

Programme Director
Dr. CHAN Kit Sze, Amy

Tel: 2806-7302
Email: amychan@hksyu.edu

Tel: 2806-7306

Administrative Assistant
Ms. YEUNG Yim Bing

Department of Sociology:

Email: ybyeung@hksyu.edu
Office Hours: 9:00 am — 6:00 pm

Master of Social Sciences (Transformation of Chinese Societies) (MSocSc (TCS))

Programme Director
Professor CHAN Ching, Selina

Tel: 2806-5142
Email: scchan@hksyu.edu

Tel: 2806-5194

Administrative Assistant
Ms. MAK Sin Yee, Tracy

Email: symak@hksyu.edu
Office Hours: 9:00 am — 6:00 pm

Contacts of Other Service Units

Service Units
Registry
RHB 305-306, High Block, Research Complex

Office Hours: Mon — Fri 9:00 am — 6:30 pm
Sat 9:00 am — 1:00 pm

Office of Student Affairs (OSA)
Rm 402, Residential and Amenities Complex

Office Hours: Mon — Fri 9:00 am — 6:30 pm
Sat 9:00 am — 1:00 pm

Student Counselling Section of the OSA
Rm 402, Residential and Amenities Complex

Office Hours: Mon — Fri 9:30 am — 6:30 pm
Sat 9:00 am — 1:00 pm

Physical Education Department of the OSA
Rm 402, Residential and Amenities Complex

Office Hours: Mon — Fri 9:30 am — 6:30 pm
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’ Contact Details

General Enquiries
Tel: 2570-7110
Email: info@hksyu.edu

General Enquiries
Tel: 2806-5160

Email: osa@hksyu.edu

Career Guidance
Tel: 2806-5158

Enquiries
Tel: 2806-5163

24-hour Voice Mail
Tel: (852) 2104-8222

Ms. Iwa LEE
Tel: 2806-5161
Email: wolee@hksyu.edu
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Hall Management Unit (HMU)

RHB 208, ngh Block, Research CompIeX General Enquiries
Tel: 2804-8562
Office Hours: Mon — Fri 9:30 am — 6:30 pm Email: hmu@hksyu.edu

Sat 9:00 am — 1:00 pm

Facilities Management Office (FMO)

RHB 208, High Block, Research Complex General Enquiries
Tel: 2804-8578

Email: fmo@hksyu.edu

Office Hours: Mon — Fri 9:00 am — 6:30 pm

Library

G/F, 2/F — 6/F, Library Complex
General Enquiries

Opening Hours:  Mon — Fri 8:30 am — 9:00 pm Tel: 2806-5113
Sat 8:45 am — 7:00 pm Email: libinfo@hksyu.edu

Closed on Sundays and Public Holidays

Contacts of Canteen and Café

Service Units
Pacific Coffee
1/F, Low Block, Research Complex

Office Hours: Mon — Fri 8:30 am — 2:30 pm
(during term time) ~ Closed on Saturdays, Sundays, Public Holidays and University Holidays

Donka
1/F, Residential & Amenities Complex

Office Hours: Mon — Fri 10:30 am — 3:30 pm
(during term time) ~ Closed on Saturdays, Sundays, Public Holidays and University Holidays

Opening Hours of the canteen and café will be adjusted during semester break, examination
period and special occasions.
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