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1. Guidelines to Applicants: 
1.1 Internship/Outreach Activities/Outside Work 

1.1.1 Applicants should read the following Guidelines in conjunction with the regulations on “Work Outside the 
Academy” (General Academic Regulations Governing Programmes of Study, Para.23) of the Student Handbook 
before submitting this application. 

1.1.2 Applicants should submit the application at least one month prior to commencement of the 
internship/activities/work. They should not commit themselves to any of these activities prior to obtaining the 
Academy approval. 

1.1.3 Applicants should fill out Part A of this Application Form and submit it together with supporting documents to the 
respective School Executive Officer(EO)/Programme Co-ordinator (PCo) for processing. 

1.1.4 Applicants should notify the EO as soon as possible should there be any change in their submitted applications. 
1.1.5 Non-local Bachelor’s and Master’s Degree students (termed as “degree students” below) with relevant “No 

Objection Letter” (NOL) issued by the HKSAR Immigration Department are permitted to take up part-time 
on-campus employment for not more than 20 hours a week through the academic year; and employment during 
the summer months (1 June to 31 August) without any limit in relation to nature of work, work hours and location. 

1.1.6 In accordance with the Immigration regulations, non-local sub-degree & visiting students are not permitted to 
take up any work in Hong Kong, paid or unpaid. Besides, their application for engagement in 
curriculum-related internship/outreach activities in Hong Kong are subject to approval of Immigration 
Department on a case by case basis. 

1.1.7 The Academy will not be responsible for these internship/outreach activities/outside work. In this respect, students 
concerned should accept at their own discretion the terms and conditions offered by the employer/organization 
involved. 

1.2 On-Campus Part-time Work 

1.2.1 Local students and full-time non-local degree students may take up part-time on-campus work subject to prior 
approval by the Dean of their School. (Please also see 1.1.5.) 

1.2.2 For full-time non-local Degree students, they may be requested to submit the NOL issued by Immigration 
Department together with this application. 

2 Processing Procedures: 
2.1 Students applying for study-related internship/outreach activities/outside work should complete Part A. 
2.2 The School EO of the applicant should arrange completion of Part B. 
2.3 If the application is not approved by Dean of School or Programme-in-charge, School EO/PCo should return Part F 

to the applicant directly. This Form will not be processed any further. 
2.4 Internship/Outreach Activities/Outside Work 

2.4.1 Applications for outside work during the academic year (1 Sept – 31 May the next year) by non-local students 
should not be entertained. 

2.4.2 For applications for internship/outreach activities submitted by local students and non-local degree students, and 
duly approved by Dean of School or Programme-in-charge, School EO should return Part F to the applicants; and 
the remaining parts of the application to the Academic Services and Student Affairs Office for record. 

2.4.3 For applications for internship/outreach activities submitted by non-local sub-degree & visiting students and duly 
approved by Dean of School, School EO should forward the applications to M(AS). M(AS) will seek discretionary 
approval from Immigration Department. Upon receipt of written reply from Immigration Department, School EO 
will then complete and forward Part F to the applicant. 

2.4.4 As internship/outreach activities are arranged/endorsed by the Academy, School/CTT Office should be prepared to 
enter into contract with host organizations.   

2.4.5 For applications for employment during summer months, only non-local degree students are required to fill out this 
Form. 

2.5 On-Campus Part-time Work 
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2.5.1 For applications for on-campus part-time work, only non-local degree students are required to fill out this Form.  
The Form should then be sent via School to the Human Resources Office for approval and arrangement of 
employment contract. 
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Part A ظຝ – To be completed by Applicant  ᓮԳჄᐊع
Name ᖂټࡩس:     

 (Last Name First Name)  (ࡩ  (ټࡩChinese խ֮) (ټ

School ᖂೃ :    Programme & Year ᓰ࿓్֗ڣ :  

Major ଥ : 
 

 Student No ᖂسᒳᇆ :  
 
I am  a full-time �    Գਢ٤ֲࠫᓰ࿓ء Local Student سچء  � Non-local Student ॺسچء  
 
I apply for permission to engage in the following activity  :ፖՀ٨೯ޅᓮீֱعԳء
 
�  Curriculum-related Internship  ኔ    � On-campus Part-time work ீփଫՠ܂ 
� Outside Work ீ؆ՠ܂ (Applicable to local students ONLY  / ᔞچء࣍شᖂس) 
 
Details are as follows ᇡาᇷறڕՀΚ 

Type of Production/Job title*  
፹܂ᣊܑ / ۯ 

 

Name and Address of Organization/Employer 
ᖲዌ/ټጠ 

 

Name of Production, if applicable 
፹ټ܂ጠ 

 

Duties of the Production / Internship 
፹܂ / ኔऱຂ 

 

Production/Employment Period ፹܂/ ᆤش*ֲཚ 

Time ழၴ 

Production/Employment Details*   
[Full rehearsal and performance schedule or details of 
the job * regarding this application is attached]  
፹܂ / ᆤشᇡൣ*  
[ॵՂعڼᓮऱඈᒭ֗।ዝழၴ। / ᆤشփ୲*] 
 Location چរ 

� No �  ܡ Yes ਢ (please specify ᓮုࣔ) __________________________Will you use/hire Academy space or equipment ? 
ਢشࠌܡዝᢌᖂೃࢨچᕴޗΛ 

� No �  ܡ Yes ਢ (please specify ᓮုࣔ)  ________________________Will you receive any form of remuneration 
(income, allowance, reimbursement)? 
ਢܡᏆ࠷ሟ८(ץਔٚ۶گԵΕ੍၀ࢨᔭ၄ش) ? 

� No �  ܡ Yes ਢ (please specify ᓮုࣔ)  ________________________Will you be absent from class(es) ? 
ਢܡႊعᓮᓰ? 

In what ways will the internship/activity enhance 
your study at the Academy ? 
ፖਢႈኔ/೯۶ڕᚥڇ܃ܗዝᢌᖂೃऱᖂΛ 

(please specify ᓮုࣔ) 

  
 
 
 

   

 Signature of Student ᖂسټ  Date ֲཚ  

* whichever is appropriate ٚ۶ᔞृش 
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Part B Ԭຝ – To be completed by School ࢬ᥆ᖂೃჄᐊ 
This engagement of the applicant will / will not adversely affect his/her studies at the Academy 

  
 

   Comments, if any 

 Signature of Advisor/Mentor/Supervisor 
(If applicable) 
 

 Date   

Approval /Disapproval    

  
 

    

 Signature by Head (         ) 
 

 Date   

Endorsement/Disapproval     

 
 

    

 Signature by Dean (         ) 
(If disapproved, go to Part F) 

 Date   

 
 
Part C ׇຝ – To M(AS) for approval by HKSAR Immigration Department  
For application of internship/outreach activity submitted by full-time non-local sub-degree students only 
 Reply of Approval / Disapproval from Immigration Department 

     Comments, if any 

 Initial by M(AS)  Date   

 
 
Part D ԭຝ – To be noted and recorded by Academic Services and Student Affairs Office & be copied to 
School 
  

 
 

       

 Noted by          Date :   Recorded by        Date  

 
Part E ؙຝ – To be approved and, if applicable, employment contract prepared by Human Resources Office. 

This completed should be returned to ASO for record.  
For application of on-campus part-time work submitted by full-time non-local degree students & local students only   
  

 
 

       

 Approved by       Date :   Contract prepared by 
(If applicable)     

 Date  

      
 

   

     Received by ASO  Date  
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	------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 
 
 
Part F աຝ – To be returned to Applicant ᐉޅٌ࣠عڃᓮԳ 
For applications for internship/outreach activities/outside work of local students and non-local degree student, after the 
completion of Part B, 
For applications for internship/outreach activities of non-local sub-degree & visiting students, after the completion of Part 
C &Part D. 
For applications for on-campus part-time work of non-local degree students, after the completion of Part E. 
 
 

Student Name ᖂټࡩس:  Student No ᖂسᒳᇆ: 
  

  
 
Please be informed that your application on _________________ for engagement in the following activity 
has / has not been approved. 
 

ᎹՀ࣍ ___________________ (ֲཚ) عᓮፖאՀ೯Δբᛧ / լᛧޅΖ 
 

 
 
 
 
 

 Activity ೯ 
 
 
 
 
 
 

Date/Time ֲཚ/ழၴ  

  
 
 
 (              )

   

 Signature by EO School  Date  
 
 
	------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 
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