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Article 1: General Course Enrolment
1.1. In-Person Enrolment
1.1.1. Before the enrolment deadline, applicants must bring their identification documents and
other required documents (as specified in the prospectus) to the City University of Macau
International Training and Testing Centre (hereinafter referred to as “the Centre”) during office
hours to complete the course application form for the enrolment. Enrolment is generally on a
first-come, first-served basis, unless special requirements or a selection process are indicated in
the prospectus.
1.1.2. Payment methods for course fees, examination fees (including certification, qualifications,
licenses, etc.), and enrolment fees:
1.1.2.1. VISA, MASTER, UnionPay debit cards
1.1.2.2. E-payment (including but not limited to MPay or other designated platforms)
1.1.2.3. Mobile banking payment
1.1.2.4. If the course or examination is subsidized under the Continuing Education
Development Plan, the enrolment procedure shall follow the guidelines issued by the DSEDJ
1.1.2.4.1. If the personal training account balance is insufficient, the enrolment fee must be
paid using methods outlined in 1.1.2.1 to 1.1.2.3.
1.1.2.5. Unless due to special circumstances (e.g., reasons related to the instructor or force

majeure) and relevant regulations, course fees paid are non-refundable.

1.2. Online Enrolment
1.2.1. Before the enrolment deadline, applicants may complete online enrolment and submit
required documents (as detailed in the prospectus) via https://ce.cityu.edu.mo/zh.
1.2.2. Applicants should wait for a confirmation email from the system to verify whether the
enrolment is successful.
1.2.3. If a place is secured, applicants must make payment by the date specified in the email.
Payment can be made in person, via online bank transfer, or using VISA or MASTER cards.

Applicants can follow the payment instructions provided in the payment email sent by the
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system.

1.2.4. Failure to make payment by the specified deadline will result in the forfeiture of the

reserved place.

1.2.5. Some courses or examinations may not be available for online enrolment or payment

(refer to the prospectus for details).

1.3. Enrolment Information

1.3.1. Before enrolling, applicants should thoroughly read the prospectus to ensure they meet the
eligibility criteria for the course or examination. Applicants must hold valid documentation

proving their legal stay in Macau to enrol. All enrolment information must be truthful and

complete, and the Centre reserves the right to verify the information provided.

1.3.2. As entry or examination requirements vary by course, applicants must adhere to the

conditions outlined in the prospectus.

1.4. Enrolment Deadline

The general enrolment deadline is three working days before the course or examination begins.

Specific deadlines for each course or examination are as announced in the prospectus. Late

enrolments require approval from the Centre.

1.5. Enrolment Confirmation

1.5.1. Upon successful enrolment, the Centre will send a confirmation notice to the applicant via

email or in writing SMS.

1.5.2. Applicants who do not receive a confirmation notice should promptly contact the Centre

to verify their enrolment status.

1.6. Transfer of Enrolment

If a course is cancelled, applicants may apply to transfer to another course. However, paid fees,

enrolment fees, and reserved places cannot be transferred to another person.
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1.7. Course Changes
If the number of applicants is insufficient or as deemed necessary, the Centre reserves the right to

cancel the course or change the course schedule without prior consultation.

1.8. Refunds
1.8.1. Voluntary Withdrawal from Course or Examination
1.8.1.1. For students admitted to the Centre who have paid course fees, the fees are non-
refundable.
1.8.1.1.1. Refund conditions for specific fees may vary and are subject to the details in the
relevant prospectus.
1.8.2. Compulsory Withdrawal from Course or Examination
For students admitted to the Centre who have paid course or examination fees and enrolment fees
but are required to withdraw, the following terms apply:
1.8.2.1. If the Centre cancels the course or examination, the paid course fees, examination fees,
and enrolment fees will be fully refunded.
1.8.2.2. If a student violates discipline or personal conduct standards, the paid course fees,
examination fees, and enrolment fees will not be refunded.
1.8.3. Withdrawal Due to Changes in Course or Examination Schedule
If the Centre changes the original course or examination schedule due to unforeseen circumstances
before the course or examination begins, and an admitted student who has paid the fees cannot
attend the rescheduled sessions, the student may submit a written application to the Centre before
the updated start date, stating the reason for the request. Upon approval by the Centre, the student
will receive a full refund of the course fees, examination fees, and enrolment fees.
1.8.4. If the course cannot be completed due to insufficient number of applicants, the course fee

will be refunded.

Article 2: Students Guidelines
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2.1. Certificate Issuance
2.1.1. Attendance Certificate
Students who complete a course without formal assessment and achieve an attendance rate of at
least 70% will be awarded an Attendance Certificate.
2.1.2. Completion Certificate
Students who complete a certificate course, achieve an attendance rate of at least 70%, and pass
the assessments will be awarded a Completion Certificate (Appendix 2.).
*Note: Completion requirements for specific courses or examinations may vary; please refer to

the respective prospectus for details.*

2.4. Tardiness and Absence
2.4.1. Students must sign in within 15 minutes of the start of each class session; otherwise, they
will be marked as absent.
2.4.2. If a student requests an absence, they must submit an application form and supporting
documents to the Centre within three days from the date of absence. The Centre reserves the
right to approve or reject such requests.
*Note: The refund policy (1.8) and tardiness/absence rules (2.4) do not apply to projects
subsidized under the DESEJ PDAC Plan. For details, refer to the refund guidelines on the plan’s
dedicated webpage.*

2.5. Student Identification

Students must carry valid identification documents when attending classes or participating in
examinations. If required, students may need to present their identification for verification by
instructors or staff. Failure to verify identity may result in denial of entry to classrooms,

examination venues, or access to teaching facilities.

2.6. Classroom and Examination Venue Regulations

2.6.1. Smoking and eating are prohibited in classrooms and examination venues.
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2.6.2. Photography, video recording, or audio recording in classrooms or examination venues is

not allowed without the approval of the Centre or instructor.

2.6.3. To respect others, avoid making noise in classrooms or examination venues. All electronic

devices, such as mobile phones, must have their sound functions turned off during classes and

examinations.

2.6.4. Do not operate computers or audiovisual equipment in classrooms or examination venues

without permission.

2.6.5. Personal belongings should be carefully safeguarded at all times. The Centre is not

responsible for any loss.




