The University of oHong KongHong Kong, Faculty of Education
Centre for Advancement in Inclusive and Special Education (CAISE)

Call for Offers to Provide Summer Programmes 
for Creativity and Talent Development 2018
(1) Please fill in Part A, B, C and provide the tentative lesson plan of the proposed programme. A lesson plan template is attached for your reference. 
(2) Please complete a separate application form for each workshop and/or seminars. 
(3) Please submit the completed Proposal Form to Ms. Virginia Cheung at caise@hku.hk by 15 December 2017.
________________________________________________________________________
PROPOSAL FOR STAGING WORKSHOP AND/OR SEMINARS
Part A.    Programme Provider(s)
Programme Coordinator (who is also the person who conducts workshop or seminar)
	Name in English

	Name in Chinese (if applicable)  


	Programme Title (in English and Chinese): 


	Mobile Phone

	E-mail Address


	Experience and qualifications in working with talented students


	Contributions to the workshop or seminar:  e.g. coordinator, facilitator, presenter 



If there are other person(s) who will conduct the workshop / seminar with the programme coordinator, please fill in the following:
	Name (in English)
                                               
	Name (in Chinese) 
 

	Mobile Phone


	E-mail Address



	Experience and qualifications in working with talented students 

	Contributions to the workshop or seminar:  e.g. coordinator, facilitator, presenter



NOTE: Please attach one to two page(s) CV for each person involved.  If there are other persons involved in the sessions (including any volunteers), please provide details on a separate sheet to be attached here.

Part B.  Programme details
Programme title, outline, objectives and instructor bio will be published on the webpage. Please provide the details in both English and Chinese.
	Programme Title (in English and Chinese): 


	Theoretical and Practical basis of the programme:


	Objectives of the programme (in English and Chinese):


	Programme outline  (in English and Chinese):

	Short biography (in English and Chinese)

	Target Participants: Please indicate by “X” (Can enter more than one option).

Primary School Students
P1
P2
P3
P4
P5

P6
Secondary School Students
S1
S2
S3
Parents
Teachers
Other combinations (Please specify):



	

	Expected Number of Participants for the Programme:

Minimum: 
Maximum: 

	Criteria for selection of participants if applicable:

In general, our programme does not have pre-programme student assessment. However, you have the autonomy to have the selection process for your own programme in any forms e.g. provide supporting documents, fill in online assessment form, interview etc.


	Teaching Approaches/Strategies/Style of Presentation to be used:



	Medium of Instruction: 

	No. of teaching assistants required per number of students: 
Do you need the Centre to look for Student TA for you? 



	Any request on the classroom setting / AV equipment? Please specify.

(Computer room, long table, laboratory, no. of laptop computers, which day you need it? etc.)


	Details of Time Schedule and Contents (Each session may last for 2 to 3 hours):
i) Number of Sessions：             sessions 

ii) Number of Hours：Each session  ______hour(s)
        iii) Date of the programme: ___________
        iv) Date of interview (if applicable): _______________
(Registration period will fall in March – April 2018, interview is expected to take place in the first two weeks of May 2018)
         Date of Summer break for your reference
· International Schools: 3 Jul (Mon) – 10 Aug (Fri), 2018
· Local Schools: 16 Jul (Mon) – 31 Aug (Fri), 2018


Part C. Declaration


I/We declare that I am/we are willing to abide by the following terms and conditions for and during my/our serving in the Summer Programmes for Creativity and Talent Development and in completing all related tasks as scheduled. In the following paragraphs and throughout this document, Programme Provider(s) refer(s) to same and single person / same group of persons while the Centre refers to the Centre for Advancement in Inclusive and Special Education.

Terms and Conditions for Offering the Summer Programmes for Creativity and Talent Development
(a) Programme providers must be punctual for the programmes, courteous to programme participants and their parents, and cooperative with the staff of the Centre.

(b) Programme providers must obtain prior approval from the Centre for any change to programme contents/schedule or class routine or activities. Under no circumstances, should programme providers invite any other personnel/organization to help with or participate in the delivery of the sessions without prior written approval from the Centre.

(c) Programme providers should arrive at least 15 minutes before the start of the session and must remain for the entire session as scheduled. Sessions must not be dismissed earlier than the scheduled time. Classes must not be cancelled without prior approval of the Centre.

(d) In case of heavy rainstorm or tropical cyclone, the session will be suspended in accordance with radio or television announcements made by the Education Bureau.  Arrangements will be made as far as possible to extend the programme later to make up for sessions cancelled. In such cases the programme providers are required to make up for the classes cancelled, after liaison with the Centre.

(e) For avoidance of conflict of interest, programme providers should in no circumstances make commercial use of anything, tangible or intangible, related to the activities of the Centre or advertise any commercial activities and/or products related explicitly or implicitly to the Centre activities.
(f) Programme providers are cautioned against the illegal use of copyright materials whether purposefully or unintentionally in the programme or for the provision of the service. Programme providers are responsible for clearing copyright issues and are personally held legally responsible for any infringement of copyright.

(g) During the course of the programme members of staff from the Centre reserve the right to conduct class visits and to take photos and /or video-tape the programme for evaluation and research purposes.

(h) Programme providers are responsible for preparing and developing the programme materials as well as delivering and implementing the session in accordance with the accepted programme proposal. 
(i) Programme providers are required to record students’ attendance, performance and/or any misconduct or problems in the classroom, and to inform the Centre of any irregularities immediately.
(j) Programme providers who do not observe the above clauses, or do not perform their duties stated above may be dismissed. Their commissions/contracts for serving the Centre may be terminated immediately and their work may not be paid for.
(k) Programme providers acknowledge that the data provided in the present submission in relation to this exercise of staging programmes form an integral part of the programme proposal/contract.

(l) When any programmed session involves research data collection, the programme coordinator must apply for research ethics approval from the relevant research ethics committee. 
Each person involved in conducting the Workshop or Seminar must sign this declaration.
	Signature of Programme Coordinator


	Name of Programme Coordinator


	Date 


	Signature of Team Member (if there is any)



	Name of Team Member (if there is any)



	Date 
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