[bookmark: _Hlk37263941]FREQUENTLY ASKED QUESTIONS (SCHEME “A”/AM Training)

FOR COMPANIES

A. Company Assessment / Re-assessment Applications 
1. We are interested to become a Scheme “A” / AM Training Company. What do we need to do?
2. How long is the processing time of a new company assessment application?
3. What is approval period?
4. When do we need to submit the application for re-assessment?
5. What happens if I do not submit a re-assessment application?
6. Can I withdraw to be an approved Scheme “A”/AM Training Company?

B. Training Staff
1. What are the requirements to become an Engineering Supervisor?
2. What are the requirements to become a Training Tutor?
3. How do we notify the HKIE of any changes in Head of Office / Contact Person / Administrator?
4. How do I nominate new staff to become Engineering Supervisor / Training Tutor?
5. When is the next ES Workshop?
6. How do I register for the ES Workshop?

C. Trainee Registration
1. Can I ask the HKIE to provide a written confirmation on the candidate’s eligibility to Scheme “A”/AM training?
2. Can I register trainees who had previously been trained under Scheme “A”/AM Training?  
3. We have been informed that there are issues concerning the Graduate Membership and/or Individual Matching of the trainee.  What does that mean?
4. We have been informed that we do not have sufficient quota to register trainees.  What does that mean?
5. We submitted the trainee registration but the trainee resigned.  What do we need to do?

D. Fees
1. What are the fees associated with HKIE training schemes?
2. Who is responsible to pay the fees for HKIE training schemes?
3. What happens if the fees are not settled?

E. Others
1.	What is the Six-Monthly Report?


FREQUENTLY ASKED QUESTIONS (SCHEME “A”/AM Training)

FOR COMPANIES

A. Company Assessment / Re-assessment Applications
1. [bookmark: A1]We are interested to become a Scheme “A”/AM Training Company. What do we need to do?
Please send an email to train@hkie.org.hk with the following information so that we can send you the details of the upcoming Scheme “A” workshop for your enrolment:
(a) Company Name
(b) Company Address
(c) Contact Person 
Name:
Email:
Telephone Number:
(d) Discipline(s) that the company is interested to provide Scheme “A” training in

2. [bookmark: _Hlk37263982][bookmark: A2]How long is the processing time of a new company assessment application?
The process may take six to nine months including checking of company submissions, arrangement of company visit, and preparation of assessment report for approval by Training Review Sub-Committee.  For details, please refer to TN-A Company Assessment or Re-assessment for Scheme “A” Graduate Training and Formal Training Scheme to Associate Membership.

3. [bookmark: _Hlk37263988][bookmark: A3]What is approval period?
The approval period is the period when the company can submit trainee registrations for their trainees for their approved schemes.  

4. [bookmark: _Hlk37263993][bookmark: A4]When do we need to submit the application for re-assessment?
If companies would like to continue to become an approved company for Scheme “A” or AM Training beyond the approval period, they should submit application for company re-assessment at least six months before the approval end date so that the approval period can be renewed timely.  If the re-assessment cannot be completed within the original approval period, it is entirely at the HKIE’s discretion to grant a grace period to facilitate the registration of trainees to the schemes.

5. [bookmark: _Hlk37263997][bookmark: A5]What happens if I do not submit a re-assessment application?
If you do not submit a re-assessment application, any TD2 received beyond the expiry date will not be processed and will be returned to the company.  



6. [bookmark: _Hlk37264002][bookmark: A6]Can I withdraw to be an approved Scheme “A”/AM Training Company?
Yes, you may withdraw to be an approved  company by notifying the HKIE in writing.  

B. [bookmark: _Hlk37264010]Training Staff
1. [bookmark: B1]What are the requirements to become an Engineering Supervisor?
Scheme “A”: Engineering Supervisors must be Corporate Members of the HKIE in the same Discipline as that of the trainee that he/she is supervising, and have a minimum of five years’ relevant work experience after obtaining Corporate Membership, or five years’ relevant work experience in a managerial or supervisory position.  
AM Training: Engineering Supervisors can be either an Associate Member or a Corporate Member of the HKIE in the same Discipline as that of the trainee that he/she is supervising, plus a minimum of five year’s relevant work experience after obtaining Associate or Corporate Membership.

2. [bookmark: _Hlk37264016][bookmark: B2]What are the requirements to become a Training Tutor?
Scheme “A”: The Training Tutor should have at least five years’ relevant experience or are Corporate Members of the HKIE or equivalent in the relevant Discipline.  
AM Training: The Training Tutor should have at least five years’ relevant experience or be an Associate Member of the HKIE or equivalent in the relevant Discipline.  

3. How do we notify the HKIE of any changes in Head of Office / Contact Person / Administrator?
Please use the form TD1U-GP for updating in Head of Office, Contact Person or Administrator.

4. [bookmark: _Hlk37264025][bookmark: B4]How do I nominate new staff to become Engineering Supervisor / Training Tutor?
You may nominate staff to become Engineering Supervisor or Training Tutor by submitting TD1U-ES and TD1U-TT respectively.  TD7 Nomination of Engineering Supervisor is also required to be submitted to confirm the nomination of ES by the Head of Office.

5. When is the next ES Workshop?
The ES Workshop is usually held on a Saturday morning in January (or February), April, August and November.  Please contact the Training & Development Section for the next workshop date.  
[bookmark: _Hlk37264036]
6. How do I register for the ES Workshop?
Eligible applicants who have been nominated by their companies through TD7 will receive an invitation to the ES Workshop about one month before the workshop date.  Workshop places are limited and companies are advised to submit TD7 for new ES at least six weeks prior to the workshop date for processing.  



C. Trainee Registration
1. [bookmark: C1]Can I ask the HKIE to provide a written confirmation on the candidate’s eligibility to Scheme “A” / AM training?
Approved companies may request a written confirmation on the candidate’s eligibility to Scheme “A”/ AM training by completing TD12 Application for Confirmation of Academic Qualifications for Potential Trainee for processing.  For details, please refer to Appendix A of TN-C Trainee Registration.    

2. [bookmark: _Hlk37264042][bookmark: C2]Can I register trainees who had previously been trained under Scheme “A”/AM Training?  
When a TD2 is submitted for a trainee who has record of a previous Scheme “A” / AM Training registration, the HKIE will request the company to confirm if they would proceed the case as a re-registration.  The case would be reviewed by the respective Discipline Advisory Panel and Training Review Sub-Committee.  It is expected that the re-registration request is fully justified.

3. [bookmark: _Hlk37264047][bookmark: _Hlk37264077][bookmark: C3]We have been informed that there are issues concerning the Graduate Membership and/or Individual Matching of the trainee.  What does that mean?
To be eligible to register in a relevant Discipline, a trainee must be a Graduate Member of the HKIE with qualifications which meet the academic requirements for Corporate / Associate Member of the HKIE in a Discipline for Scheme “A” / AM Training respectively.  During the process of registration, the HKIE needs to confirm the trainee’s Graduate Membership status and his/her eligibility to the proposed Discipline.  
The Graduate Membership status normally needs to be sorted out with the Membership Section.  Common problems are outstanding submission of certified true copies of certificate and transcripts or submission of membership fee payment.  Individual Matching is the process to evaluate the candidate’s eligibility to the proposed discipline against the subject requirements of the Discipline.  When there is no information to support the eligibility of the candidate’s academic qualification to the proposed discipline, then Individual Matching will be required.  

4. [bookmark: _Hlk37264064][bookmark: C4]We have been informed that we do not have sufficient quota to register trainees.  What does that mean?
Each company is approved with a training quota alongside the training period.  Training quota is the maximum number of active registered trainees at any given time, and the training quota will be occupied by the registered trainee until the Final Training Report of the concerned trainee is signed and returned to the HKIE.  If you have been informed of insufficient quota, please see if there are any outstanding Final Training Reports to be returned, or request for an increase in training quota in writing (For increase in training quota, please see Appendix C of TN-A Company Assessment or Re-assessment for Scheme “A” Graduate Training).

[bookmark: _Hlk37264089][bookmark: C5]

5. We submitted the trainee registration but the trainee resigned.  What do we need to do?
Please inform the HKIE in writing as soon as possible with Form TD2W so that we may stop processing the registration accordingly.  If the invoice has already been issued for registration fee of the trainee, the company will still need to settle the payment according to the invoice. 
[bookmark: _Hlk37264097]
D. Fees
1. [bookmark: D1]What are the fees associated with HKIE training schemes?
The current fees associated with HKIE training schemes is summarised in the Fee Table.  

2. [bookmark: _Hlk37264107][bookmark: D2]Who is responsible to pay the fees for HKIE training schemes?
The HKIE does not specify who is responsible to make the payments except for the registration fee which is normally invoiced to the companies, who are the employers of the trainees, after confirmation of registration.  This fee is expected to be settled by the companies.

3. [bookmark: _Hlk37264114][bookmark: D3]What happens if the fees are not settled?
TD2 and TD3 with outstanding fees will not be processed and will be returned to the company.  Outstanding payment of registration fee will lead to incomplete registration and the trainee may not be able to collect his/her Training Completion Certificate.  If a company continuously fails to settle the payments for registration fees, the situation may be reported at Training Review Sub-Committee for consideration of further action.  

E. Others
1. [bookmark: E1]What is the Six-Monthly Report?
It is a computer-generated report that is sent to the Contact Person of each approved company at the end of June and December.  The purpose of the Six-Monthly Report is for each company to check the accuracy of the company information as recorded in the HKIE and provide updates (if applicable), and report the status of trainees to the HKIE.  
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