Campus Secretariat (Tsing Yi)

Performance Pledge

Academic Registry
	Service Type
	Service Standard

	1
	Student Services

	1.1
	Application for letter of confirmation
◆
Urgent 
◆
Normal 
	
Within 1 working day

Within 5 working days

	1.2
	Application for certification of documents
	
Within 5 working days

	1.3
	Application for academic appeal

· conduct AAC
· notification of result to student

· inform FSO to arrange refund application fee for successful appeal
	· Within 7 working days upon receipt of a formal appeal

· Within 7 working days upon decision of the AAC
◆
Within 1 working day upon issuance of the 
notification to the appellant

	1.4
	Application for duplicate transcript
· TY Students/Graduates

· Non-TY Students/Graduates
	· Within 4 working days

◆
Within 7 working days

	1.5
	Updating/correction of student record
	
Within 2 working day

	1.6
	Application for statement of result
	
Within 4 working days

	1.7
	Withdrawal of study
	
Within 1 working day

	1.8
	Application for deferment of study
· P’s approval is required (e.g. stage-based courses)

· P’s approval is not required (e.g. MAC courses)
	· Within 14 working days

◆
Within 5 working days

	1.9
	Application for course transfer
	
Within 5 working days

	1.10
	Application for refund of fees upon withdrawal from study
	
Within 14 working days

	1.11
	Disposal of lost and found items (owner traceable)
	
Within 2 working days

	2
	Supporting Services

	2.1
	Telephone/fax line

· Installation of new lines
· Repositioning
· Reprogramming
	· 10 working days after completion of AA & I work

· 10 working days after completion of AA & I work

· Within 7 working days

	2.2
	Enquiries

(
Interim reply

(
Detailed reply
	◆
Within 2 working days
◆
Within 5 working days

	2.3
	Complaints

(
Interim reply

(
Detailed reply
	◆
Within 7 working days
◆
Within 1 month


Personnel Registry

	
	Service Type
	Service Standard

	1.
	Human Resources Matters

	1.1
	Arrange placement of recruitment advertisement on newspapers / VTC Homepage
	within 2 working days

	1.2
	Arrange interview / trade test for shortlisted candidates applying for temporary employment
	within 2 working days

	1.3
	Issue letter of appointment for temporary employment upon approval from relevant authorities, funding confirmation and confirmation of medical fitness
	within 2 working days


	1.4
	Issue temporary Employee Identity Card to full-time and temporary staff
	within 1-2 working days

	1.5
	Issue Patient Identification Letter (VTC-164) to full-time staff
	within 1 working day

	1.6
	Issue certification of service letter to full-time / temporary staff for application of tourist visa during leave period
	within 1 working day

	1.7
	Process consultancy work, duty visit application within P/TY’s approving authority
	within 5 working days

	1.8
	Process vacation / study leave application within P/TY’s approving authority
	within 3 working days

	1.9
	Process acting appointment request within P/TY’s approving authority
	within 3 working days

	2.
	General Supporting Services

	2.1
	Provide duplicating / photocopying services as specified by OU
	within 1-3 working days

	2.2
	Arrange staff transportation . delivery services by Campus Van
	within 1 working day

	2.3
	Arrange the disposal of classified documents
	within 5 working days

	2.4
	Arrange postal services
	within 1 working day

	2.5
	Confirmation of classrooms / meeting rooms booking 
	within 1 working day

	2.6
	Process car parking application and issue of parking permit
	within 3 working days

	2.7
	Reserve car parking spaces for visitors received by CS
	within 1 working day
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