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2.5

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

Applicants should submit the application at least ome 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.

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.

Applicants should notify the EO as soon as possible should there be any change in their submitted applications.
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.

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.

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.

On-Campus Part-time Work

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.)

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

Processing Procedures:

Students applying for study-related internship/outreach activities/outside work should complete Part A.

The School EO of the applicant should arrange completion of Part B.

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.

Internship/Outreach Activities/Outside Work

Applications for outside work during the academic year (1 Sept — 31 May the next year) by non-local students

should not be entertained.

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.

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.

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

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

On-Campus Part-time Work

Revised 29 June 2010



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 ['I#[ — To be completed by Applicant [ = * 1 B
] I

Name 2% 1+ £

(Last Name #%) (First Name €)) (Chinese [[1¥ 4% £))
School 25k : Programme & Year K F 3%
Major = (¥ : Student No =84 ?Frf.i?’f :
Tam a full-time 4 * fL= | 'ﬁjﬂ%\'% [ Local Student 7 34 % ] Non-local Student ZE7 #4 4

I apply for permission to engage in the following activity % * ﬁi’ﬂ lﬁ?ﬁi s ﬁ[ﬁﬁ?ﬁ:

[J  Curriculum-related Internship ‘E‘ﬁ’?ﬂ L] On-campus Part-time work i [* 403~ &
L1 Outside Work ¥ 9t * {*= (4pplicable to local students ONLY / FBEIE T #95EE)

Details are as follows ZEf e vR [ ¢

Type of Production/Job title*
SR/ B

Name and Address of Organization/Employer

%)fﬁ/[’ﬁéé 11

Name of Production, if applicable
H=t78

Duties of the Production / Internship

BIle /RO

Production/Employment Period 5= J = [* | 11
Production/Employment Details*

[Full rehearsal and performance schedule or details of
the job * regarding this application is attached] Time E\JJE ft]
B[ ) TR

(] S R A/ TR P
[Ff 1 Hlﬁ‘?ﬁgu}iﬁﬁ ES IR JHF“, ] Location 424

] No _FT\] ] Yes il_ (please specify /ﬁﬁ%’hf@

Will you use/hire Academy space or equipment ?

R U NSRBI AR 1 2

Will you receive any form of remuneration ] No F\' (I Yes kL (please specify /ﬁgf@

(income, allowance, reimbursement)?

REAFVPE (O W BE1e) 2

Will you be absent from class(es) ? 1 No F\' L] Yes £l (please specify /77’773:7@
A PRI

In what ways will the internship/activity enhance | (please specify ﬂﬁ#f@
your study at the Academy ?
LT A R ] 2

Signature of Student 2% 7§ ¢, Date [!#]

* Whichever is appropriate [T i7"/ #
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Part B "4l — To be completed by School Frgi= [ tE iy

This engagément of the applicant will / will not adversely affect his/her studies at the Academy

Comments, if any
Signature of Advisor/Mentor/Supervisor Date
(If applicable)
Approval /Disapproval
Signature by Head ( ) Date

Endorsement/Disapproval

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

Part C |- Jjﬁﬁ — 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 7 [l —To be noted and recorded by Academic Services and Student Affairs Office & be copied to
School

Noted by Date : Recorded by Date

Part E r‘}‘ﬁﬂ — 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 Date
(If applicable)
Received by ASO Date
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Part F = 'F"}[ﬁ — To be returned to Applicant 3K 4H5F M 4 [f! Fl [ﬁ% *

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, afier 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 2 % It £ Student No 25 % EFTT}%FF
Please be informed that your application on for engagement in the following activity

has / has not been approved.

> 42 () FIGHsser | i 0/ s -
Activity ?ﬁéﬁ Date/Time E[ﬁEJ/Eﬁ fif]

( )
Signature by EO School Date

<
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