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

FOR TRAINEES 

A. Registrations
1. How do I check if my local / overseas academic qualification is eligible for Scheme “A”/AM Training?
2. Is there any restriction on the number of years after graduation to join Scheme “A”/AM Training?
3. How do I know if my registration is successful or not?
4. What does six-month backdate mean?
5. I am one subject short of being eligible for the Scheme “A” discipline I want.  Can I start Scheme “A” first and complete the subject later? 

B. Logbooks 
1. Where can I obtain logbooks for Scheme “A"/AM Training?  How many are there and what do they look like?
2. When should I start using the logbooks?
3. There is not enough space for me to write my reports.  What can I do?
4. I have been granted exemption / extension for my training.  Does it affect the number of reports I need to write?

C. Training Requests (Secondment, Extension, Exemption, Suspension)  
1. How do I notify the HKIE of any changes to my training?
2. Can training be carried out outside Hong Kong?
3. What is the maximum length of secondment?
4. What is the maximum length of extension?
5. How long do I need to wait to receive the decision of my training requests?

D. Training Completion
1. How do I get my Training Completion Certificate?
2. When can I come to have my logbooks checked and get my certificate?
3. How come my company has sent the FTR to the HKIE but I have not been notified to collect my certificate?
4. I need my certificate urgently (for ICE exam, employment etc.)  Can a special arrangement be made to speed up issuing of my certificate?
5. Is there any charge associated with certificate collection?  Is there any deadline to collect the certificate?
6. I lost my Training Completion Certificate. Can I have a replacement?
7. What can I do if I cannot collect my logbooks and / or Training Completion Certificate in person?
8. What happens if I do not collect the certificate?


E. Continuing Professional Development
1. What can be considered as CPD?
2. Do I need to submit CPD attendance certificates in order to claim CPD?
3. Where can I find information on CPD courses?
4. Can post-graduate courses be counted as CPD?
5. Can I walk-in the seminars held at the HKIE? 


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

FOR TRAINEES 

A. Registrations
1. [bookmark: A1]How do I check if my local / overseas academic qualification is eligible for Scheme “A”/AM Training?
Scheme “A”
a) For local engineering degrees accredited by the HKIE, please refer to “Discipline Matching Results for Accredited Degrees” on the HKIE website.  
b) For overseas degrees, please send an email with details of the academic qualifications to train@hkie.org.hk with the following information.  We will contact you by phone after checking.  No written confirmation will be provided.
	
Details of Bachelor’s degree programme (e.g. BEng, MEng, BASc, BSc) 
	1) University name in full
	

	2) Title of the programme in full (include "Hons" if appropriate) (e.g. BEng (Hons) in Civil Engineering)
	

	3) Intake year
	

	4) Year of graduation
	

	5) Full-time /part-time mode
	

	6) Distance learning / On campus in which country or city
	



Details of postgraduate programme (if any) (e.g. MSc)
	1) University name in full
	

	2) Title of the programme in full (e.g. MSc in Structural Engineering)
	

	3) Intake year
	

	4) Year of graduation
	

	5) Full-time /part-time mode
	

	6) Distance learning / On campus in which country or city
	



Scheme "A" Discipline Eligibility
	1) Please state which Scheme "A" discipline* you would like to check
	


* There are 22 Engineering Disciplines in the HKIE.  Please refer to the HKIE website for details.

Contact Information
	1) Name
	 

	2) Title (Mr / Miss)
	

	3) Name of Company (if applicable)
	

	4) Contact Telephone Number (Hong Kong telephone number only)
	 






AM Training
a) Local engineering higher diplomas or associate degrees accredited by the HKIE with 60% of the engineering course curriculum relevant to Civil (CVL), Building (BUD), Building Services (BSS), Electrical (ELL), Mechanical (MCL) or Manufacturing, Industrial and Systems Engineering (MIS) Engineering would be eligible for the respective AM Training Disciplines.
b) For overseas qualifications, please send an email with details of the academic qualifications to train@hkie.org.hk.

2. Is there any restriction on the number of years after graduation to join Scheme “A”/AM Training?
There is currently no restriction.  However, you may wish to consider if Scheme “A” / AM Training route is most suitable for you to obtain Corporate Membership / Associate Membership with the HKIE.  Please refer to “M3 – Routes to Membership” or “M4 – Routes to Associate Membership” for more information. 

3. [bookmark: A3]How do I know if my registration is successful or not?
A “Confirmation of Registration” letter stating the trainee’s registered Discipline, Training Start Date, and Projected Training Completion Date will be sent to each successfully registered trainee through their approved companies about three months after the HKIE receives the TD2 with the required information provided.  
Graduate Members may also check their registration status under Member Login area on their ‘Training Record’.

4. [bookmark: A4]What does six-month backdate mean?
Six-month backdate means the HKIE may register the trainee with the proposed training start date stated on TD2 if the form is received by the HKIE within six months from the proposed start date.  This is subject to all other factors checked to enable the trainee to register in the HKIE training scheme.  For details, please refer to TN-C Trainee Registration.  
Under no circumstance would the HKIE allow a backdate of more than six months from date of receipt of TD2 to the training start date.   

5. [bookmark: A5]I am one subject short of being eligible for the Scheme “A” discipline I want.  Can I start Scheme “A” first and complete the subject later? 
Under normal circumstances, trainees should fulfil all conditions before commencement of Scheme “A”.  However, if the case is supported by the trainee’s Scheme “A” company and recommended by the Discipline Advisory Panel, the Training Review Sub-Committee may approve the trainee to commence Scheme “A” training first with top-up conditions to be fulfilled.  If the registration is returned, Scheme “A” companies may submit the request in writing with justifications for consideration by the Discipline Advisory Panel and the Training Committee.
The same principle would apply for AM Training.

B. Logbooks 
1. Where can I obtain logbooks for Scheme “A" / AM Training?  How many are there and what do they look like?
The HKIE training logbooks are available for download from the HKIE website.  Please visit https://hkie.org.hk/en/quali/training_logbooks for more information.

2. [bookmark: B2]When should I start using the logbooks?
You are encouraged to start using your logbooks and keeping record of your training progress as soon as your formal training starts, i.e. the training start date as stated on your TD2 form.  Should the process of your registration be lengthened due to unforeseeable circumstances, e.g. Individual matching, these records would be requested to support the confirmation of your training start date.  

3. [bookmark: B3]There is not enough space for me to write my reports.  What can I do?
Trainees are encouraged to make good use of the space available in the logbooks and select carefully the materials to be recorded.  If necessary, trainees may opt to print additional pages for use.  

4. [bookmark: B4]I have been granted exemption / extension for my training.  Does it affect the number of reports I need to write?
Yes, any shortening or lengthening of the training period may affect the total number of reports that you will need to complete in your Graduate Training Log Book.  Please refer to the Checklist of TN-D Trainee Progress Assessment for details.

C. Training Requests (Secondment, Extension, Exemption, Suspension)  
1. [bookmark: C1]How do I notify the HKIE of any changes to my training?
The HKIE must be notified if there are any changes to the Scheme “A” / AM training, including secondment, extension, exemption and suspension.  Please refer to TN-E Training Secondment and TN-F Change of Training Completion Date due to Suspension, Extension or Exemption for details and submit the request in writing with TD3 Request for Exemption, TD5 Request for Extension, TD11 Request for Secondment or TD13 Request for Suspension as appropriate.

2. [bookmark: C2]Can training be carried out outside Hong Kong?
Training can be carried out outside Hong Kong if the arrangement has been approved by the HKIE.  Normally, at least 50% of training should be carried out within Hong Kong. 

3. What is the maximum length of secondment?
The total length of secondment should not exceed one-third of the trainee’s training period.  Please refer to TN-E Training Secondment for details.  



4. [bookmark: C4]What is the maximum length of extension?
The maximum length of extension is two years for all disciplines.  If the trainee is unable to meet the training requirements after two years’ extension, his/her training would be forfeited and he/she will not be entitled to a Training Completion Certificate.   

5. [bookmark: C5]How long do I need to wait to receive the decision of my training requests?
When all required supporting information is received by the HKIE, the case would be assessed by Discipline representative (if applicable) and presented at Training Review Sub-Committee for consideration.  Decision letter would be issued to the company around one to two months after the meeting date.  

D. Training Completion
1. [bookmark: D1]How do I get my Training Completion Certificate?
Your Head of Office and Engineering Supervisor should sign and return the original copy of your Final Training Report (FTR) to confirm your satisfactory completion of training and return it within one month from the FTR issue date. You will need to present your training materials (Graduate Training Log Book, Record of CPD, Record of Training Outcomes) for checking before you can collect your certificate.  When the certificate is prepared, we will notify you by email and by post with details for logbook checking and certificate collection. 

2. When can I come to have my logbooks checked and get my certificate?
After you have received the email / letter regarding collection of your Training Completion Certificate, you may deliver your logbooks to the HKIE.  The reception on 9/F is open from 9am – 7pm from Monday to Friday, and from 9am –12noon on Saturday, except Public Holidays.  We will contact you when your logbooks have been checked.  

3. How come my company has sent the FTR to the HKIE but I have not been notified to collect my certificate?
Your company must submit the FTR confirming your satisfactory completion of training with original signatures, and you must still be a current Graduate Membership of the HKIE in order to be entitled to a Training Completion Certificate.  Notification about collection of your certificate will be sent to your email address and correspondence address in the HKIE membership record. 

4. I need my certificate urgently (for ICE exam, employment etc.).  Can a special arrangement be made to speed up issuing of my certificate?
Certificates are prepared in batches once a month and special requests will not be accommodated.  Normally, trainees whose FTRs are received by the HKIE before the end of the month would have their certificates ready by the middle of the following month.  Please allow sufficient time for handling.


5. [bookmark: D5]Is there any charge associated with certificate collection?  Is there any deadline to collect the certificate?
The certificate is free of charge for HKIE members.  However, a late charge would be incurred if the issued certificate is not collected within two months from the letter notification date.  
All certificates should be collected within one year of issue.  An additional fee on top of the late charge would be incurred if it is collected after one year.  However, regardless of the certificate issue date, all processes relating to the collection of Training Completion Certificate MUST be completed within two years from the Training Completion Date.  Trainees should allow sufficient time to complete all related processes by the deadline.  

6. I lost my Training Completion Certificate. Can I have a replacement?
Yes.  Please contact the Training & Development Section on arrangement of replacement certificate.  Replacements are available for current HKIE members who have previously collected his/her certificate. A replacement fee will be charged.

7. [bookmark: D7]What can I do if I cannot collect my logbooks and / or Training Completion Certificate in person?
You may authorise a representative to collect your logbooks and / or Training Completion Certificate on your behalf.  The authorised representative must present the authorisation letter when collecting the documents on your behalf.  A sample of the authorisation letter is available to be downloaded from the HKIE website (here). 

8. [bookmark: D8]What happens if I do not collect the certificate?
Unclaimed certificates will be destroyed after 12 months.  Request for re-issuing of unclaimed certificates would not be accepted two years after the training completion date.  

E. Continuing Professional Development
1. [bookmark: E1]What can be considered as CPD?
Seminars, symposiums, experience sharing, site visits, webinars etc. can usually count as CPD.  The Engineering Supervisor has the responsibility to judge whether the trainee has learned something from the CPD activity before endorsing it for the particular category in the Record of CPD.  Trainees should not claim self-learning activities for CPD.

2. [bookmark: E2]Do I need to submit CPD attendance certificates in order to claim CPD?
The endorsement of CPD for registered trainees rests entirely on the Engineering Supervisor.  Nonetheless, you are encouraged to keep proper record of your CPD activities.

3. Where can I find information on CPD courses?
You may find information on HKIE CPD courses on the HKIE website.  Relevant activities organised by Divisions or other professional institutions may also be considered as CPD.

4. [bookmark: E4]Can post-graduate courses be counted as CPD?
Trainees may consider some modules relevant to their professional training and count them towards CPD.  However, trainees are encouraged to participate in a broad range of CPD activities for their professional as well as technical development.  

5. [bookmark: E5]Can I walk-in the seminars held at the HKIE? 
Please refer to individual events for details.  
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