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SECTION ONE

INTRODUCTION

1.1 Research Policy

1.1.1 Gratia Christian College (GCC) is a self-financed Christian College focusing on
teaching and learning, research, creativity, and knowledge development.

It is the mission of GCC to encourage staff:

a) To gain more knowledge, sharpen their skills and expand their vision so as to
catch up with new development in the academia as well as in the world; and

b) To guide students to learn more about Christian faith and leadership through
a wide range of General Education courses such as “Servant Leadership” and
“Life Stories of Servant Leaders”.

1.1.2 Though GCC is a teaching-led College, the senior management fully
understands that good teaching is underpinned by good research. In order to
fulfil the aspirations of the College and the students’ needs, a Research Policy is
developed to create and sustain a research culture at GCC.

1.1.3 Innovative and creative research effort, which is oriented towards improving
knowledge of academic staff and their teaching and support for student learning,
is expected to be devoted to practical, fundamental and outcome-based research
in a number of specific areas in the humanitarian, social and education field.

1.1.4 Generally, all members of the academic community are encouraged to:

a) Conduct practical investigation to add to the knowledge base of the College
and to its range of educational thinking and practices. In the initial stages of
the College, it is likely that the bulk of this research will be of an applied
nature to inform course design, course implementation including teaching
and learning, assessment, and course evaluation, and will thus provide
information of importance to the building up and strengthening of the
College’s courses, and to the on-going improvement of teaching and learning.
In particular, research focus would likely be on:

i. Exploring ways to inspire students to develop academically and
spiritually and to serve as servant leaders;

ii. Finding out what industry / employers expect from graduates to feed into
the course design;
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iii. Conducting market surveys amongst potential students to ascertain what
they perceive as their needs and aspirations; and

b) Study classroom teaching and learning within an action research paradigm to
explore issues of interest, build on particular strengths, and find possible
solutions to problems or weaknesses observed.

1.1.5 Currently, the College is engaged in doing a longitudinal research project
entitled “Student Character Transformation” to gather data on GCC students
during their 4-year studies in the College to find out whether the “CHRIST”
values, spiritual education, leadership and service learning have any impact on
the personal growth of students.

1.1.6 To facilitate academic staff to flourish and keep up with the development of the
academic world, the College also encourages them to exchange knowledge with
fellow colleagues and the research community. Besides holding two staff
development seminars/workshops per academic year by the Staff Development
and Appraisal Committee (SDAC), a financial support (a sum equivalent to 2%
of staff salary) has been earmarked for conferences and seminars. Details of the
sponsorship can be found in the Staff Handbook (Section 5).

1.2 Research and Scholarly Activities Committee (RSAC)

1.2.1 GCC’s research strategies and policies are formulated by the Research and
Scholarly Activities Committee (RSAC), which is chaired by the VP (Academic),
and reports to the Academic Board.

1.2.2 In keeping with the development of GCC, RSAC is responsible for developing,
overseeing and reviewing policies, procedures and guidelines regarding research
and scholarly activities.

1.2.3 RSAC, working closely with the Teaching and Learning Quality Assurance
Committee (TLQAC), strives to build a supportive, dynamic environment in
which staff and students can engage in research to realise their potential in
advancing and transferring knowledge. The College focuses on research quality,
and it also understands that it is vital to maintain a close relationship with
industry, business and the community as a whole in order to raise its
competitiveness for gaining external funding as well as expanding its current
programmes and articulation pathways.
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1.3 Research Ethics Committee (REC)

1.3.1 The Research Ethics Committee (REC) has responsibility to oversee the research
and teaching projects involving human subjects and use of personal data by all
college staff (paid and honorary) and students, as well as all visiting staff.

1.3.2 All research proposals would need to obtain ethical clearance from the REC. It is
not only an expression of the ethical concern for the rights of the research
participants, but also in compliance with local legal codes and relevant
legislations, such as the Personal Data (Privacy) Ordinance.

1.3.3 Its function includes the following:

a) To develop the college research ethics policy and guidelines relating to
ethical review of research or course-based activities involving human
participants.

b) To plan, monitor and audit implementation of the college research ethics
policy and, in doing so, protect the interests of potential research participants.

c) To consider research proposals by staff/students for experiments,
investigations and related procedures, and to approve, refer or decline
proposals.

d) To oversee the provision of training and advice on research ethics to relevant
members of college staff and students.

e) To seek specialist advice or co-opt members as appropriate to assist in the
review of applications as and when necessary.

f) To make recommendations and report to the Academic Board on:

i. developments relating to research ethics policy;

ii. developments arising from the monitoring, auditing and implementation
of the college research ethics policy.

1.4 Research Office (RO)

1.4.1 With the support of the UGC Institutional Development Scheme (IDS), the
Research Office (RO) has subsequently been established. The RO serves as the
executive arm of the Research and Scholarly Activities Committee (RSAC) and
Research Ethics Committee (REC), which are led by the Vice President
(Academic) of the College.

1.4.2 The aim of RO is to support research undertaken by staff to advance knowledge
and enhance creativity for contributing to the local community as a whole. Its
functions are summarized as follows:
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a) To build up and strengthen the general research capacity and competence of
academic staff;

b) To support staff doing both theoretical and applied research work;

c) To improve the research infrastructure and resources of the College;

d) To foster a research culture among academic staff;

e) To support academic staff who endeavor to secure external research funds to
produce quality research outputs;

f) To facilitate research collaboration of academic staff among different
Schools in the College and with local and overseas tertiary institutions;

g) To gather information about external research grant applications and news on
conferences and seminars and upload it on the RO website for staff reference;

h) To offer support for new research initiatives and projects from staff and
students; and

i) To oversee all the research activities in the College.
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SECTION TWO

DETAILS OF GRANTS

2.1 Sources of Research Funds

2.1.1 External funds

a) Competitive research funding schemes for local self-financing degree sector

The Hong Kong Government is committed to supporting academic research
in the tertiary education sector. For the sake of enhancing the research
capacity and competitiveness of Hong Kong, the Research Endowment Fund
(REF) has been introduced to provide stable research funding for the
University Grants Committee (UGC)-funded institutions since 2009. Until
2012, an additional $5 billion was injected into the REF to provide further
research resources for the tertiary education sector, of which $3 billion is
used to support the academic and research development of local self-
financing degree sector on a competitive basis, through the Faculty
Development Scheme (FDS), the Institutional Development Scheme (IDS)
and the Inter-Institutional Development Scheme (IIDS).

i. Institutional Development Scheme (IDS)

To build up the research capacity of local self-financing degree-awarding
institutions in their strategic areas.

ii. Inter-Institutional Development Scheme (IIDS)

To enhance academics’ research capability in the local self-financing
degree-awarding institutions and keep them abreast of new developments
and challenging research topics in relevant fields.

iii. Faculty Development Scheme (FDS)

To develop the research capability of individual academic staff in the
local self-financing degree-awarding institutions so that they can transfer
their research experiences and new knowledge into teaching and learning.

b) Public Policy Research Funding Scheme (PPR)

In order to encourage and foster the culture of public policy research, the
Hong Kong Government established the Public Policy Research (PPR)
Funding Scheme in 2005, which has later been administered by the Central
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Policy Unit since 2013-14. The Scheme welcomes research projects of
various durations and funding amounts. Seven themes regarding Hong
Kong’s current / long-term policy development and different social issues
are encouraged:

i. Land and housing
ii. Poverty and ageing/retirement protection
iii. Political development and governance
iv. External economy
v. Social issues
vi. Economic development
vii. Environmental protection

c) Quality Education Fund (QEF)

With the purpose of promoting the quality of school education at all levels
(including kindergarten, primary, secondary and special education) in Hong
Kong, the Quality Education Fund (QEF) was set up in 1998. It supports
innovative non-profit-making projects that are one-off and on a pilot basis.
Funding is mainly put in, but not limited, to the themes below:

i. Promoting effective learning
ii. Promoting all-round education
iii. Implementing school-based management
iv. Exploring education issues
v. Application of information technology

d) Quality Enhancement Support Scheme (QESS)

To improve the quality of teaching and learning in the self-financing post-
secondary sector, the Self-financing Post-secondary Education Fund
established the Quality Enhancement Support Scheme (QESS) to offer
financial support to worthwhile non-works projects / initiatives. Three types
of applications are available for each round of application, including the
theme-based, open-ended and industrial attachment projects. Details of each
type of applications can be referred to the website of QESS
(http://www.cspe.edu.hk/GetFile.aspx?databaseimageid=13196-0).

Project themes that are encouraged by the Scheme include, but are not
restricted to, the following:

i. Improvement to the overall learning experience and language proficiency
of students

ht:/w.seeuh/eFl.sxdtbsiaed116
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ii. Development and improvement of teaching methodology and practices,
including development of assessment strategies

iii. Strengthening and improvement of quality assurance and related
measures

iv. Enhancing student support and career guidance services including
support for non-Chinese speaking students and students with special
educational needs

e) Various commissioned or contract research

Research funding may also come from other sources (e.g., NGOs, public
institutions or private companies, etc.) other than the above-stated, either in
the form of a contractual agreement or a grant.

2.1.2 Internal funds

a) Funding from University Grants Committee (UGC)

Through the Institutional Development Scheme (IDS), GCC was awarded
HK$1.5 million to help staff develop their research capacity in a period of
three years from 2017 - 2019. Students led by a staff can apply for a seed
grant of HK$5,000 to carry out small-scaled collaborative projects. This is to
encourage GCC staff and students to apply what they have learned through
knowledge exchange in a student-centred, performance-based, and shared-
responsibility research culture. For Application Guidelines and Procedures,
Application Form, and Departmental Endorsement Form, please see
Attachment 1, 2 and 3 respectively.

b) Funding from College

Along with the development of the College, there will be funding provided
by the College for the research and scholarly activities.



11

SECTION THREE

POLICYAND PROCEDURES FOR RESEARCH FUNDING APPLICATION

3.1 Eligibility for Research Funding Application

3.1.1 External funds

All staff members, regardless of their ranks, are eligible to apply for any external
research funding as Principal Investigator (PI) on condition that they have
fulfilled the eligibility criteria required by the funding bodies and their
appointment period in GCC is long enough to cover the project period.

3.1.2 Internal funds

Full-time academic staff in GCC (including Professor, Associate Professor,
Assistant Professor, Senior Lecturer and Lecturer) and full-time administrative
staff who are offered a concurrent appointment as academic staff members by
the College will be eligible to apply for the internal research funds as PI.

3.2 Research Proposal Preparation

3.2.1 Generally, most funding sources provide guidelines for grant application and
proposal preparation. It is thus recommended that PIs should follow the
guidelines stipulated by the funding source they would like to apply for because
non-compliance may result in disqualification.

3.2.2 Besides an investigation plan, the proposal usually involves an estimation of the
cost for the research activities as well. Items typically include staffing, purchase
of equipment, general expenses and conference expenses, but may vary
according to the requirements of different funding bodies.

3.2.3 It is worth noting that the estimated costs should only include expenditure
DIRECTLY related to the proposed project, not any regular operational costs.
The following sections serve as a guideline for PIs who are estimating the cost
of their research.

a) Staffing

Taking account of this early developmental stage of the College, research-
related ranks are grouped under 2 categories – Senior Rank (including
Research fellow and Post-doctoral fellow) and Junior Rank (including
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Research associate, Research assistant, Research technical assistant and
Student research assistant). For lack of close association with teaching,
these posts are generally classified under non-academic ranks. To minimize
diverse and inconsistent practices in recruiting suitable research candidates,
the requirements and salary rate of different ranks are elaborated in the
following:

Category Rank, Required Qualifications &
Starting Salary (SS HK$)

Main Duties

Senior Research Fellow

Appointees should have a doctoral
degree plus at least 3 years of post-
doctoral research experience or
equivalent qualifications &
experience. (SS HK$24,000 – $35,000
monthly or HK$140 – $200 hourly)

Post-doctoral Fellow

Upon application, appointees
possessing a doctoral degree with less
than 3 years of post-qualification
experience may be considered as Post-
doctoral Fellow. (SS HK$24,000
monthly or HK$140 hourly)

 Report to the PI and / or
Head of RO;

 Take up senior level of
responsibility associated
with a particular project
and as assigned by the
relevant department or
the RO.

Junior Research Associate

Appointees should have a Master’s
degree or a good honours degree with
3 years or more of research / relevant
post-qualification experience (SS
HK$16,000 - $28,000 monthly or
HK$90 - $160 hourly)

Research Assistant

Appointees holding an honours degree
or equivalent qualification with less
than 3 years of research / relevant
post-qualification experience may be
considered as Research Assistant (SS
HK$14,000 monthly or HK$80

 Report to the PI and / or
Head of RO;

 Perform research /
project work associated
with a particular project
on time and with
minimum supervision
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hourly)
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Category Rank, Required Qualifications &
Starting Salary (SS HK$)

Main Duties

Junior (Con’t) Research Technical Assistant

Appointees holding a higher diploma
or diploma or equivalent qualification
in an appropriate discipline plus at
least 3 years’ relevant post-
qualification experience may be
considered as Research Technical
Assistant

(SS HK$12,500 monthly or HK$70
hourly)

 Report to the PI and / or
Head of RO;

 Provide specific
technical support to
certain pre-determined
process and testing for a
research programme or
to operate and control
complex research plant
and equipment

Student Research Assistant

Appointees should currently be a full-
time post-secondary student (SS
HK$50 / hour)

 Report to the PI and / or
Head of RO;

 Perform research /
project work associated
with a particular project

Note: The above remunerative rates are subject to review from time to time depending on
market needs and the needs of the College.

b) Equipment expenses

i. This item usually includes specialised equipment necessary for the
proposed project and not otherwise provided by the College. The use of
the equipment should be DIRECTLY related to the activities stated in the
proposed project, or else sound justification should be provided.

ii. For justifying the purchase, the following aspects need to be addressed:

(1) Is the equipment indispensable for the proposed project?

(2) Is the equipment already available in the College?
(3) Do other institutions provide similar equipment? Is there any

possibility of sharing?

iii. Personal use of the equipment is prohibited.
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c) General expenses

i. This item refers to all the purchases of materials and expenses that
cannot be included in any of the other items, e.g., stationery, computer
paper, fax, postage, advertising cost, expenses on disseminating research
results, etc.

ii. These purchases and expenses need to be related to the research activities
stated in the proposal. They are not for general office use and
entertainment.

d) Conference expenses

i. This item refers to the expenses for attending recognised international
conference(s) to disseminate research findings related to the project.

ii. It normally includes conference registration fee, pre- / post- conference
workshop fees, cross-country or inter-city travel expenses, and room and
board at economy rate but excludes presentation material printing and
mailing fees, caution money, membership fee for professional bodies,
licensed test fee, insurance premiums, and all sorts of entertainment
expenses. Nevertheless, applicant should also be aware of the specific
regulations of each funding source.

3.3 Procedures for Research Funding Application

Applicants should follow the procedures specified in different funding sources
(both internal and external funds). Before the application is submitted to the
College or the external funding bodies, applicants should obtain ethical approval
for the proposed projects from REC (For application details, please refer to
Section 7) and then submit the required documents to RSAC.

a) External funds

Submit a research proposal, the application form required by the funding
source, the Departmental Endorsement Form, and the ethical approval letter
from REC

b) Internal funds

i. Funding from University Grants Committee (UGC) – Submit the
Application Form for Funding from the Institutional Development
Scheme, Departmental Endorsement Form, and the ethical approval
letter from REC
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ii. Funding from College – Submit a research proposal, the Departmental
Endorsement Form, and the ethical approval letter from REC

3.4 External Research Grants Obtained by Staff Members

To facilitate the internal communication regarding the application of research
grants among the academic staff members, to appreciate their efforts and to
enhance the transparency of the application results, information about the
successful applications (including the name of PI, the project title and duration,
and the funding scheme) will be released on the RO’s website on a regular basis.
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SECTION FOUR

ADMINISTRATIONAND MANAGEMENT OF RESEARCH PROJECTS

4.1 On Approval of New Projects

Once the funding result is released, the awarded projects need to commence
within a certain period of time stipulated in the regulations of the funding source,
otherwise the research grant might be withdrawn.

To facilitate the management of all newly funded projects, RO will provide
administrative support to the PIs of the awarded projects regarding the
recruitment of research supporting staff and research grant management. PIs are
therefore obligated to inform the RO of the funding result at their earliest
convenience, together with the award letter, the grant acceptance letter and the
revised documents (if any).

Other relevant information (Please refer to Section 4.1.1 and 4.1.2 for more
details) should also be sent to RO, HRO and/or FO for staff recruitment and
finance account set-up.

4.1.1 Recruitment of research supporting staff

a) Advertising research vacancy

i. PI, after obtaining the consent from the Head of the RO, should provide
the Human Resources Office (HRO) 3 working days in advance with the
requirements of the post to be advertised. Advertisement for research
vacancies, unless with recruitment difficulty, would generally be posted
on the College’s webpage. For posting ads on paid media, since
advertisement of research vacancies would normally be budgeted in the
bidding process of certain project funds concerned, such advertisement
cost would first be charged to such project funds concerned. Under
special circumstances, where there is no provision for such cost in the
project fund, approval needs to be sought from the President via the
HRO for sponsoring the advertisement cost.

ii. The qualifications required and the recommended salary ranges for the
respective levels of research ranks have been set out in the table above
[See Section 3.23, Point (a)].

iii. All applications received are to be sent to the PIs for shortlisting.
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b) Interview arrangements

Appointment of research supporting staff has to undergo formal interview
process.

i. For recruiting a junior research rank (including Research associate,
Research assistant, Research technical assistant and Student research
assistant):

(1) The interview process could be simplified to one tier. The panel
of the interview is composed of the respective PI, the Head of the
Research Office, and a co-investigator (within the College or from
other institutions), where appropriate. (The responsible PI may
designate an experienced Research Fellow, if applicable, to host
the panel on his / her behalf.) An administrative member from the
PI’s department, with some briefing from the HRO, would play the
role of Secretary. Alternatively, the HRO with sufficient staff
force may provide secretarial support.

(2) Panel members for the interview are required to fill and sign the
respective Candidate Personal Interview Evaluation Form for the
HRO’s retention.

(3) The secretary for the interview is responsible for preparing an
interview report for respective interview, which should include a
brief account of each interviewee’s qualifications and experience,
a detailed assessment of their suitability for appointment, and clear
justifications for recommendation / rejection. The interview report
requires to be signed / agreed by the interview panel.

ii. For recruiting a senior research rank (including Research fellow and
Post-doctoral fellow):

(1) Senior research posts like Research fellow and Post-doctoral
Fellow require 2 tiers of interview. The panel of the 1st-tier
interview for Research fellow or equivalent comprises the relevant
PI, the Head of the RO, and a co-investigator where applicable,
with an administrative member from the PI’s department serving
as Panel Secretary. Alternatively, the HRO with sufficient staff
force may provide secretarial support.

(2) The panel of the 2nd-tier interview for recommended candidates
from the 1st-tier interview is composed of the President, the VP
(Academic), and the relevant PI, with an HRO representative as
Panel Secretary.

(3) Similar to the recruiting process for the junior research ranks, the
secretary for either interview is responsible for preparing an
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interview report with comparable details. The interview report
requires to be signed / agreed by the interview panel.

Any research appointment, like academic / non-academic appointments, has
to be endorsed in the Human Resources Committee.

c) Terms and conditions for research appointments

Presumably, the projected sum involved in the total package for appointing a
research candidate has meticulously been set out in the initial budget
proposed during the bidding process of the project. Subject to the
availability of the research funding subsequently granted, recommended
candidate would normally be offered an employment of not less than one
year in length depending on the project duration.

The employment is non-gratuity bearing.

In preparing the contract agreement, the HRO is to work closely with the PI,
especially regarding the stipulations of the relevant fund in respect of the
possibility of making any inflationary adjustment to the initial salary offered.

i. MPF contribution

Research employments are also covered by the MPF Ordinance, which
means that both the College and research employees are required to
make MPF contribution as long as the employments fall within the scope
and types required for contribution under the Ordinance.

ii. Office hours

For research appointees, they are normally required to work during office
hours Monday through Saturday morning (see Section 3 on Leave, Staff
Handbook). However, owing to unforeseeable needs, they may be asked
to work on public holiday. Comparable compensation in terms of time-
off will be granted shortly afterwards based on the requirements of the
Employment Ordinance (EO) and mutual agreement between the
research employee concerned and the PI together with the Head of the
Research Office.
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iii. Leave administration

For full-time research appointments, the annual leave entitlements would
be as follows:

Research Rank Annual Leave Entitlement*

Research Fellow (including Post-
doctoral Fellow)

16 days

Research Associate / Assistant 14 days

Research Technical Assistant 12 days

* Owing to the fixed duration of research appointments and the
constraint imposed by the funding ceiling, research staff are normally not
allowed to carry forward their annual leave balance to the following
contract year. The PI has to ensure a research staff member’s clearance
of accumulated leave balance before his/her employment ends and keep
the Head of the RO posted about the project progress. Should the PI
foresee the impossibility of clearing any leave balance, which incurs cost
not covered by the project fund, the PI should explore all possible means
(including communicating with the College management as soon as
possible) to cover the cost of settling the research staff ’s outstanding
leave balance with cash.

For part-time research staff, they are entitled to earn annual leave
according to the prevailing EO if they fall within the definition for
continuous employment, i.e. 18 or more working hours per week for 4
consecutive weeks. Should any part-time research staff member be
engaged for more than 1 year, the annual leave entitlement should be in
line with the incremental increase in leave entitlement as defined in the
EO.

The leave application procedures for research staff are very much similar
to those for full-time faculty / administrative staff, besides applying leave
for conference attendance which is supported by research project [See
Attachment 4 for more details]. Research staff are to apply for annual
leave through their respective PI(s) and the Head of the Research Office
for the President’s approving consideration. For other leave matters such
as sick leave, please refer to Section 3 on Leave of the Staff Handbook.

Notification of sick leave and annual leave for ad hoc matters should be
made via email early on the day concerned as far as possible to the
relevant PI or the Head of Research Office (if the PI is absent or on leave)
with carbon copy to the HRO. Completion and submission of leave
application form should be made in the manner described in Section 3 on
Leave of the Staff Handbook.
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iv. Medical benefit

Subject to prior inclusion of medical insurance costs into the project fund
and the approved fund, half-time / full-time research employees with
employment period of 3 months or longer could enjoy group medical
coverage at Class 2.

4.1.2 Research grant management

The Finance Office (FO), with close cooperation with RO, will take up the role
as a “facilitator” to facilitate the PI to manage the research grant in an effective
manner.

Regardless of the sources of funding, there are 4 main areas in which FO can
facilitate the PI to manage the research grant: a) Initial research project account
set-up; b) Financial procedures of research project expenses disbursement and
reimbursement; c) Periodic report on research project account’s financial
status/condition; and d) Closing procedures of research project account.

a) Initial research project account set-up

i. External Funding

If a project is funded by external sources, the FO should first arrange the
necessary procedures to facilitate the PI to open a new bank account in
order to hold the funds granted by funding sources.

Procedures
Once the research proposal has been approved by the relevant funding
body, the PI should furnish the following information (through email)
BOTH to the FO and RO for processing of research grants and other
related matters within 1 month.

(1) Name and title of the PI
(2) Composition of the project team (if applicable)
(3) Research project number and title
(4) Duration (research project start date / estimated completion date)
(5) Extract of the research project (the budget section)
(6) Schedule of installment of research grant
(7) Proposed date and amount of transfer in each installment(s)
(8) The relevant personnel of the external funding organization to

initiate contact for arrangement of transfer of installment
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After receiving these preliminary information, the FO will fill in the
Research Project Account Record Sheet (Internally / Externally Funded)
[Attachment 5] and communicate with the related personnel of the
external funding organization to arrange for the logistics of installment of
research grant. In some cases, it may depend on the specific requirements
as stipulated by the funding source. The Research Project Account
Record Sheet (Internally / Externally Funded) serves as a control
document for recording the total number of research projects under the
title of the College. Upon completion of the form, the FO will send
copies to the PI and the RO for verification and cross check within 2
weeks.

During the initial project account set-up stage, should there been changes
in the preliminary information, the PI should inform the RO and FO
immediately (no later than 10 working days before the date of first
installment of research grant). The FO will update any amendments
accordingly.

The PI should note that, should there been any substantial changes during
the ongoing execution of the research project, he/she should inform the
RO and FO immediately.

Upon completion of the initial research project account set-up, the FO
will issue a confirmation e-mail to the RO and the PI for reference.

ii. Internal funding (college-funded)

Before a research project could be classified as “an internally funded
research project”, it must be submitted to the Academic Board /
Management Board (AB / MB) via the Research and Scholarly Activities
Committee (RSAC) for approval.

Procedures
Once the research proposal has been approved by AB / MB, the PI
should furnish the following information BOTH to the FO and RO for
obtaining research grants from the College within 1 month.

(1) Name and title of PI
(2) Composition of project team (if applicable)
(3) Research project number and title
(4) Duration (research project start date / estimated completion date)
(5) Budget of the research project including: 1) the total amount of

grant approved; total number of periodic payments and amount for
each periodic payment (if applicable); 2) total budget expenditure
for the research project.
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After receiving the above information, the FO will fill in the Research
Project Account Record Sheet (Internally / Externally Funded) and
communicate with the PI to arrange for the set-up of research project
account within 2 weeks. Upon completion of the opening of research
project account, the FO will issue a confirmation e-mail to the RO and
the PI for reference.

b) Financial procedures of research project expenses disbursement and
reimbursement

Regardless of the amount being disbursed or reimbursed in an internally or
externally funded research project, the relevant approval authority for
payment / reimbursement of expenditure is as follows:

Purchase
Amount
per Order

(HK$)

Purchase
Method

Authority for
Signing

Purchase /
Payment
Requisition

Authority for
Endorsing
Purchase /
Payment
Requisition

Procurement
Handled by

Payment /
Reimburseme
nt Settled by

Up to
$5,000

Quotation
(verbal)

Project PI Head of RO Project Staff FO
$5,001 -
$20,000

2 Quotations

(written)

$20,001 -
$100,000

3 Quotations

(written)

The following means of payment are available to facilitate the PIs to settle
the amount due to their vendor for the items / services expended:

- Petty cash

- Bank

- T/T Remittance
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- Online Payment (Personal Credit Card / Reimbursement upon
verification)

The following table shows the required documents for application of expense
disbursement and reimbursement for research projects.

Purchase
Amount per

Order
(HK$)

Means of
Payment

Documents Required for
Disbursement / Reimbursement

RemarksRequest for
Purchase
Form &

Quotations

Request
for

Payment
Form

Invoice

Up to $5,000

Petty cash

(Up to $1,000)
 

Reimbursement upon
verification only

Cheque   Submit the form and
/ or supporting
documentsT/T Remittance  

Online Payment
(Personal Credit
Card)

 
Reimbursement upon
verification only

Over $5,000

Cheque    Submit the form and
/ or supporting
documentsT/T Remittance   

Online Payment
(Personal Credit
Card)

  
Reimbursement upon
verification only
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i. External funding

For externally funded research project, the PI has a high degree of
autonomy in using the research grant to complete the project.

Disbursement / Reimbursement procedures for research project
expenditure (applicable to purchase amount UP TO HK$5,000)

(1) The PI should fill in the Request for Payment Form (For Funded
Research Project) [Attachment 6].

(2) Submit the Request for Payment Form (For Funded Research
Project) to the RO for endorsement.

(3) The RO should forward the signed form to FO for settlement of
expenditure expended.

(4) The FO will arrange for payment or reimbursement and deduct the
corresponding amount expended from the research grant.

Disbursement and reimbursement procedures for research project
expenditure (applicable to purchase amount OVER HK$5,000)

(1) The PI should fill in the Request for Purchase Form (For Funded
Research Project) [Attachment 7] with the relevant number of
quotations needed as stipulated in the above table.

(2) Submit the Request for Purchase Form (For Funded Research
Project) and the quotations to the RO for endorsement.

(3) The RO should then forward the signed form and quotations to FO
for notification of item(s)/service(s) to be purchased.

(4) Upon the order of the item(s)/service(s), the PI should also fill in
the Request for Payment Form (For Funded Research Project)
[Attachment 6] for settling the expenditure.

(5) The FO will arrange for payment, deduct the corresponding
amount expended from the research grant and update the
transaction in the periodic report to the PI.

ii. Internal funding

For internally funded research project, the disbursement and
reimbursement procedures are the same as projects supported by external
funding. Moreover, PI should take into account of the guidelines /
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regulations as stipulated in the College’s Finance Handbook whenever
applicable.

c) Periodic report on research project account’s financial status/condition

The following guidelines apply to both internally and externally funded
research projects. FO will produce periodic reports to show the financial
status of an individual research project to the PI. At the end of each month,
the FO will issue a monthly statement to each individual PI and RO
reporting the financial condition of the relevant project [See Attachment 8].

RO serves as the gatekeeper for monitoring all the research project accounts
held in the College. When a deficit of a specific item in the research project
account is foreseen, the RO should notify the PI immediately. FO will also
calculate the percentage (%) of the expenditure remaining against the initial
budget to be shown in the report. The PI should note that he/she should bear
the ultimate responsibility to ensure sufficient fund be available in the
project account and the PI is fully responsible for any deficit incurred as a
result of over-expenditure.

d) Closing procedures of research project account

i. External funding

Once the project is considered complete, the PI should prepare the
completion report required by the funding source and submit it to the RO
within the stipulated time frame. Once the completion report is received,
the RO will forward the final copy to the funding source and inform the
FO about the completion of the project.

Upon receiving the notification from the PI, the administrative
procedures for closing the project account will commence. The FO will
employ a statutory auditor to attest to launch an attestation and assurance
audit for the research project. The PI should be aware that unclaimed
expenditure will not be entertained once the closing procedures have
commenced. Usually, the unspent money will be returned to the funding
sources.

In case of over-expenditure, the PI needs to 1) absorb the additional cost
by himself / herself, or 2) submit application to the funding source for
funding transfer (if applicable) through RO.

ii. Internal funding
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Once the project is considered complete, the PI should submit the final
research report to the RO within the agreed time frame.

Upon receiving the notification from the PI, the administrative
procedures for closing the research project account will commence. The
PI should be aware that unclaimed expenditure will not be entertained
once the closing procedures have commenced. Usually, the unspent
money will be returned to the College.

In case of over-expenditure, the PI can either 1) absorb the additional
cost by himself / herself, or 2) submit application for financial subsidy to
AB / MB through the RO.

4.2 Project Monitoring

4.2.1 In order to ensure that the research is progressing satisfactorily, PIs are required
to submit progress and/or final reports to the funding bodies according to the
stipulated regulations.

4.2.2 Submission of reports will be coordinated and administered by RO. Reminder
emails will be sent to PIs a month prior to the stipulated deadline, but it is PI’s
own responsibility to submit the necessary reports to the funding bodies via RO
at the appropriate time.

4.2.3 It is worth noting that the funding sources reserve the right to withdraw and/or
terminate the financial support if the project is considered to be progressing
unsatisfactorily. Therefore, PIs of all projects should promptly report any
encountered problems that impede the research progress.

4.2.4 For internally funded projects, PIs are required to submit project reports to
RSAC regularly via RO [Attachment 9]. Reminder emails from RO will be sent
to PIs a month prior to the date of the stipulated deadline.

4.3 Project Extension

4.3.1 Generally speaking, 7 months prior to the estimated completion date of the
project, the PI should begin to evaluate the ongoing progress of the research
project and consider whether he/she is able to complete the project within the
designated time frame.

4.3.2 If the project is unlikely to be completed within the designated period, the PI
should consider submitting an application to the funding source (for externally
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funded projects) or RSAC (for internally funded projects) via RO for project
extension within the stipulated time frame. Upon receiving the approval letter
from the funding source or RSAC, the PI should forward the approval letter to
RO, together with the existing balance in the research project account, the
estimated overall expenditure of the project and the estimated date of completion.

4.4 Resignation of Key Personnel

4.4.1 External funding

In general, external research grants / awards are made to the College, rather than
to individuals.

When a PI plans to move to another institution and to dissolve his or her
affiliation with GCC, the PI will consider to a) transfer the project to another
university, institution, or private company, b) appoint a new PI, or c) terminate
the project. The PI will need to follow the specific guidelines of different
research funding sources for the above situations.

The first step is always to contact RO. RO will facilitate the PI to follow the
requirements of each funding source for transferring a project, appointing a new
PI or terminating the project. This usually involves special paperwork and
institutional approvals (see the following sections).

RO will also ensure that GCC’s policies are followed. Typically, such actions
require the combined efforts of the PI, the PI’s Department / School, RO, FO,
personnel of the funding source, and, when transferring an externally funded
project, the PI’s new institution.

a) Transferring projects to another institution

If the PI is leaving GCC to go to another institution, he/she can request to
transfer an externally funded project even though the project is awarded to
the College (approvals from the funding sources are required). GCC will
facilitate the transferal of project to the PI’s new workplace if the funding
source and the new institution agree.

Guidelines of each funding source may vary regarding the transfer of a
project and equipment to a new institution. Not all projects can be
transferred. Project transfer can be an unexpectedly lengthy process taking
several months.

i. The process of project transferral begins with the PI’s written notification
of resignation.

ii. An application of project transferral is submitted to the funding source
describing PI’s intention to leave GCC and his/her desire to continue the
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project at another institution (the format of application depends on the
requirement of the funding source).

iii. The application should include a conservative estimate of the amount of
money to be transferred, and must identify equipment to be transferred.

iv. The FO, under the instruction of funding source, will begin procedures to
close out the project at GCC with the RO.

v. The PI, with the assistance from RO, is obligated to follow the required
steps for transferring the award to a new institution.

vi. In some instances the process may require a new, competitive application
submitted on behalf of the PI by the new institution.

b) Changing PI on funded research projects

i. The original PI may approach appropriate colleagues to take up the role
of PI for the funded projects.

ii. After obtaining the mutual agreement between the original and substitute
PIs, they are required to complete and sign the Transferral Form (obtain
from the funding source) and submit the form to RO with the
endorsement from the College.

iii. RO will then submit the form to the funding source and communicate
with the personnel of funding source.

c) Terminating the project

GCC, in consultation with the original PI and Co-PI(s), Department / School
Head, may choose to terminate a project if it cannot be transferred to a new
institution, if there is no appropriate substitute PI, or for other reasons. If this
is the case:

i. PI should inform RO about his/her intention to terminate the project.
ii. RO will transmit the request to the funding source.

iii. Once obtaining the approval, RO will immediately notify the PI and the
FO to follow up on the necessary procedures to refund the balance of the
research project grant to the external funding source.

4.4.2 Internal funding

Since the internally funded research projects cannot be transferred to other
institutions, a new PI needs to be nominated and appointed by the College when
the original PI is leaving his/her position at GCC.

a) The original PI may first approach appropriate colleagues to take up the role
of PI for the projects.
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b) After obtaining the mutual agreement between the original and substitute PIs,
they are required to complete and sign the Project Transferral Form (obtain
from RO) [See Attachment 10] and submit it to RO with the endorsement
from RSAC for AB approval.



31

SECTION FIVE

POLICY ON RESEARCH PUBLICATIONS

5.1 Publications

5.1.1 Publication of research findings is one of the most essential components of
research. The College encourages PIs to disseminate their work through different
forms of publications such as:
a) Journal articles
b) Books and/or book chapters
c) Conference papers and/or posters
d) Articles in the media, etc.

5.1.2 The College also encourages PIs to publish their work through channels with
rigorous review process and standards.

5.2 Authorship and Order of Authors

5.2.1 Authorship of publications can be a very sensitive issue and sometimes may lead
to vigorous disputes among members of research teams. Therefore, discussion
and agreements on this issue should be made at the early stage of the project so
as to avoid misunderstanding and later disputes.

5.2.2 In general, an individual should be considered as an author if he/she has fulfilled
the following criteria:

a) Making substantive intellectual contribution to a scientific investigation,
such as the formulation of the conception and design of the study, as well as
the analysis and interpretation of data.

b) Drafting, reviewing and/or revising the intellectual content of the
manuscripts.

c) Taking responsibility for the accuracy and integrity of the entire
investigation.

d) Approving the final version of the manuscripts.

5.2.3 The order of authorship should be determined by the amount of contributions of
each author in the above-mentioned criteria.

5.2.4 It is understandable that some people may feel embarrassed to talk about the
issue of authorship at an early stage of a study, but open discussion is important
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because accurate authorship on publications helps balance and recognise
everyone’s contributions.

5.3 Acknowledgements

5.3.1 Contributors of research

Individuals who ONLY engage in one of the following activities (without other
contributions) are not of sufficient magnitude to be qualified as an author of a
publication.

a) Acquisition of funding
b) General supervision of a research group
c) General administrative support
d) Writing assistance and editing
e) Proofreading

To ensure a true reflection of these contributors’ input, authors should properly
acknowledge their contributions in the acknowledgement section of the
published work.

5.3.2 Funding sources

Most of the funding sources require the authors to acknowledge their
contribution in the relevant funding or acknowledgement section of the
published work.

Generally, the name of the funding agency and the relevant grant numbers
should be mentioned in detail. However, authors are recommended to follow
regulations of the agency which funds their project(s).

5.4 Intellectual Property

5.4.1 According to the Intellectual Property Department (HKSAR government),
intellectual property (IP) refers to creations of the intellect for which a
monopoly is assigned to designated owners by law. Protection is given to all
creators of IP, which include trademarks, copyright, patents, industrial design
rights, and in some jurisdictions trade secrets. Artistic works including music
and literature, as well as discoveries, inventions, words, phrases, symbols, and
designs can all be protected by intellectual property.

5.4.2 Copyright infringement refers to any acts of reproducing, distributing,
displaying or performing a work, or to make derivative works, without
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permission from the copyright holder who is the work's creator. It is regarded as
“piracy” which may incur damages paid to the copyright owner.

5.4.3 At GCC, all intellectual property arising out of any work undertaken by a
member of staff relating to the scope of the duties described in his/her contract
of employment shall reside with the College. Thus copyrights to, and royalties
from, books, journal articles, and other copyrightable materials produced by staff
members as a part of their normal teaching and scholarly activities at the College
shall belong to the College.

5.4.4 Exceptions would be given to:

a) Normal academic and journalistic forms of publication including books,
articles or other similar work generated by the Staff Members because the
copyright should normally go to the publisher or journal for the purpose of
publication.

b) Works generated by Staff in the course of an exchange with another
institution (should be dealt with by the mutual agreement of the two
institutions).

c) Works do not entail significant additional College involvement and resources
(library and computer use excepted).

d) Works that are funded in whole or in part by external organizations (should
be determined by the terms of the project grant).

5.4.5 Nevertheless the College will not restrict the right of staff members to publish
their work and findings. When a staff has resigned, in the Exit Interview, he/she
can opt for one of the following: (1) sharing of research work/teaching materials
with colleagues or (2) prior permission has to be obtained from the copyright
owner before using the materials.

5.5 Criteria for Evaluating Research / Scholarly Activity

5.5.1 Appraisal of research is based on both quantity and quality of research as
evidenced by experts in the field and by the use made of it.

5.5.2 The minimum research expectation from academic staff is five items for every
three years and is subject to review by the College. Concession will be provided
to new staff in the first or two years of joining the College.

5.5.3 The following are examples that are qualified as research outputs:

a) Presentation in international conference;

b) Journal article;
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c) Book chapter;

d) Book editing;

e) Case study, etc.

5.5.4 The criteria used for evaluating a staff member’s research / scholarly activity are
set out below:

Domain Outstanding Very Good Good Satisfactory Unsatisfactory

Research /
Scholarly
Activity

Research
output
exceeds
minimum
expectations
for the rank
and its quality
is very well
recognised
within Hong
Kong and
internationally

Research
output meets
minimum
expectations
for the rank
and its
quality is
well-
recognised by
experts in
Hong Kong

Research
output meets
minimum
expectations
for the rank
and its
quality is
recognised in
the relevant
subject area
by higher
education
peers

Research
output meets
minimum
expectations
for the rank
but with little
outreach

Research
output does not
meet minimum
expectations or
is of doubtful
quality

Significant
involvement
in scholarly
activity of all
sorts of
relevance to
the College
and
recognised
outside

Useful
involvement
in scholarly
activity in a
range of
areas within
the College
with some
recognition
outside

Relevant and
sound
scholarly
activity
within the
College with
a little
recognition
outside

Some
scholarly
activity of an
adequate
nature within
the College
with a little
recognition
outside

Little or no
scholarly
activity of use
to the College
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SECTION SIX

POLICY ON RESEARCH INTEGRITY

6.1 Principles of Research Integrity

The fundamental principle governing research involving human participants and
personal data is respect for the participants’ welfare, dignity and rights. The
ethical principles which define the participants’ rights and researchers’
obligations are as follows:

6.1.1 Participants’ rights

Participants have the right to:

a) Consent to participate, withdraw from, or refuse to take part in research
projects or experiments;

b) Confidentiality: personal information or identifiable data should not be
disclosed without participants’ consent;

c) Security: data and samples collected should be kept secure and anonymised
where appropriate; and

d) Safety: participants should not be exposed to unnecessary or disproportionate
levels of risk.

6.1.2 Researchers’ obligations

Researchers have an obligation to ensure that their research is conducted with:

a) Honesty;

b) Integrity;

c) Minimal possible risk to participants and to themselves;

d) Cultural sensitivity; and

e) Sensitivity towards discriminatory issues.

The principles and requirements stated should be applied in parallel with the
researcher’s legal obligations and responsible management of risks.
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6.2 Good Research Practices

6.2.1 Proper data management

The PI is the primary individual responsible for management and protection of
the research data throughout the entire process of research. He/she is also
responsible for ensuring the research participants to be well-informed with their
rights and obligations regarding the data.

a) Collection / Acquisition

To ensure an ethical collection of data, approval from the Research Ethics
Committee (REC) of the College must be obtained prior to the
commencement of data collection.

b) Storage / Retention
Data should be stored in a secure but accessible place or environment.
Unauthorised access is prohibited. The level of storage security must be set
according to the sensitivity of the data. To allow validity and reliability
checking by other researchers, the data has to be kept for a sufficiently long
period of time in multiple formats and at different places, if possible. In
general, the retention period varies from 5 to 10 years since the date of
project completion, depending on the funding bodies and the types of
research data, as well as subject to the compromised legislative and
regulatory requirements for contract research. For student research projects,
data should be kept for at least 12 months from the date of submission.

c) Usage

A proper and ethical use of research data indicates that data collected from
research activities are used for research purpose only. Research practices that
involve personal interest, profit-making or criminal purposes; or result in
crime, stigmatization, discrimination, and surveillance may be considered as
an inappropriate use of data.

d) Disposal / Destruction

It is not compulsory to dispose of or destroy data when the retention period
expires, unless the research project involves other collaborators /
stakeholders and is subjected to the compromised legislative and regulatory
requirements. When disposing of or destroying the research data, participants’
personal information must be protected throughout the entire process.

e) Confidentiality / Privacy

Privacy is referring to a person’s rights to determine and control how much
personal information (in relation to his / her body, thoughts / viewpoints /
feelings, interpersonal relationship, identity data, and needed / occupied
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spaces) should be disclosed or accessible to other people. Research activities
should not invade participants’ privacy and have to follow the research aims
and methods. To respect personal privacy, it is important to grant participants
opportunity and right to control the disclosure of their personal information.
The notion of consent is linked to this issue. Forced or involuntary disclosure
of personal information of participants indicates a violation of the right to
privacy. A participant also possesses the rights to request for anonymity and
to assume data confidentiality. In other words, participants’ personal data
must also be de-identified, safeguarded against unauthorized access and
restricted to the research team.

6.2.2 Disclosure of conflict of interest

Conflict of interest refers to situations that one’s secondary interest (i.e.,
personal benefits such as financial gain, professional / career advancement, and
favours for family / friends) has impact on his/her professional judgment or
actions with respect to his / her primary interest (i.e., maintaining integrity of
research). Conflict of interest may arise from the participation of different
organizations / institutions / parties, receipt of funding, recruitment of research
participants, inconsistency between the affiliated organization’s policies and
findings, and dissemination of research findings.

For the sake of maintaining a high quality of research conduct, it is necessary to
disclose any relevant or potential conflict of interest. Any relevant or potential
conflict of interest should be disclosed at the earliest possible opportunity. It
includes disclosing conflicts to the participants; declaring conflicts in research
proposals, conference presentations and any forms of publications; and
abstaining from the data collection process and the reviewing process of
research proposals/publications when relevant conflict exists.

6.2.3 Compliance with relevant regulations

To minimize possible risks and protect the rights of participants, PIs should
comply with the relevant legislation, regulations and guidelines of research
ethics and safety. They should also be highly aware of the ethical issues of their
proposed rationale and methodologies. Participants should be informed with the
methods of data collection and data management, the potential risks, and their
rights to accept / refuse / withdraw participation. Informed consent must be
obtained from participants before any research activities commence.
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6.3 Research Misconduct

6.3.1 Plagiarism and self-plagiarism

a) Plagiarism refers to the cases one uses others’ ideas or words as one’s own
without properly acknowledging the sources of the ideas and words.

Examples of plagiarism include verbatim copying of the words, figures, and
tables from the published work, and using others’ work without proper
citation, making it difficult for others to differentiate one’s work from the
previously published work.

b) Self-Plagiarism refers to the cases that the word-for-word copying or reuse
of substantial parts of one’s own published work in a ‘new’ work without
mentioning the content has been used in one’s previously published work.

Both types of plagiarism are considered to be unacceptable practice in research.

6.3.2 Unethical use of data

a) Fabrication refers to the cases when one makes up data and presents them in
all forms to the public as if they are real.

b) Falsification refers to the cases when one intentionally manipulates various
components of the research, and/or changes the data or results, and presents
the findings inaccurately in any published work.

c) Unethical collection involves data collection which exploits the vulnerable
or disadvantage groups, violates the privacy of research participants, and
brings unnecessary risks or harm to participants.

d) Unauthorized use of data involves using the data without authorization from
the owners of the data or the informed consent from the human participants
of the research.

6.3.3 Non-disclosure of potential conflict of interest

It is unethical for researchers not to disclose any potential conflict of interest.
The researchers should acknowledge financial support for the research work,
unless the donor prefers anonymity. Those who involve in the approval of
research or conference grants should not participate in the determination of the
applications of their own and the students they supervise.
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6.4 Handling Research Misconduct

6.4.1 It is PIs’ responsibility to ensure that their projects are conducted ethically and
legally. Research misconduct is a serious matter. It can destroy trust among
members of a research team, trust between researchers and funding sources, as
well as public trust in the integrity of the researchers and the institute, resulting
in an increased difficulty for other academic staff and the institution to obtain
research funding in future.

6.4.2 When there is a case of research misconduct, an allegation should be referred to
the Research Ethics Committee (REC) via the RO.

6.4.3 Upon receiving the allegation, the REC will immediately initiate meeting to
investigate and resolve the alleged case. REC can choose to co-opt an external
independent expert in the relevant field as a consultant of the investigation, if
necessary.

6.4.4 Depending on the type and severity of the allegation, it can be resolved by
academic guidance, counselling, conciliation, staff development or disciplinary
action (the last resort).
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SECTION SEVEN

APPLICATION OF ETHICALREVIEW

7.1 Types of Review

The Research Ethics Committee (REC) is responsible for conducting ethical
review for research projects proposed by the staff and students of the College.
Detailed guidelines on ethical review is documented in Attachment 11. There are
two types of review, i.e., expedited review and full review. Generally, a research
proposal involving only minimal risks, an expedited review will be conducted to
shorten the review process. Otherwise, the application will go through full
review by the Committee.

7.1.1 Expedited review

Research projects involving no more than minimal risk may be considered and
approved by the Chairman (or another experienced member as appointed by the
Chairman). The applicants can use the checklist in Form A [Attachment 12] to
see whether their proposed research meets the requirement of “Expedited
Review”.

7.1.2 Full review

The research proposals involving risks will be considered by two members as
appointed by the Chairman and discussed with other members of the REC at
meetings. Specialist advice or co-opt members as appropriate may be invited by
the Chairman to assist in the review of applications when necessary. The
decisions of approval will be made by voting (majority rule) at meetings.

There are no categories of human research which are exempt from review and it
should be noted that expedited reviews would not be granted if:

a) Participants are unable to give informed consent (e.g. children, mentally
handicapped individuals).

b) Excessive or inappropriate inducements, financial or otherwise, are provided
to influence subjects to participate.

c) Deception of participants is involved.

d) The study involves studying sensitive aspects of the participant’s behaviour
such as illegal conduct, drug or alcohol abuse, and sexual orientation.

e) Disclosure of the observations on the participant will likely put the
participant at risk of criminal or civil liability, or be damaging to the
participant’s financial standing, employability, and personal reputation.
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7.2 Procedures of Applying for Ethical Review

7.2.1 Before submitting the application

All members of the college community, including teaching, research,
administrative staff and undergraduate students, are expected to conduct their
studies in a legal and ethical manner. The first stage is for the researcher or
principal investigator (PI) to complete an Application for Ethical Review which
consists of a checklist (see Form A [Attachment 12]) to determine whether an
expedited review or a full review is required. If a research study does not qualify
for an expedited review process, then a full review has to be conducted by the
REC which requires the submission of the full research proposal. In this case,
the researcher or PI is required to complete the Application for Full Ethical
Review of Staff/Student Research Project Involving Human Participants (see
Form B [Attachment 13]).

7.2.2 Submitting the application

a) Applications submitted by staff will be reviewed and approved by the REC.
b) Applications submitted by undergraduate students (with their

tutor/supervisor as the PIs) will be reviewed and approved by the Head of
School or the faculty academic staff appointed by the Head of School. The
Head of School can refer special cases to the REC. The undergraduate
students can appeal to REC for a further review on their research proposals.

c) Please refer to the flowchart on the procedures for submitting applications
for ethical approval.

Staff Students (with their
tutor/supervisor as PIs)

Head of School
Or

Faculty academic staff appointed by Head
of School

Research Ethics Committee

Special cases
or

Appeal cases
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7.2.3 Obtaining prior ethical approval

It is the responsibility of the PI to make sure that ethical approval has been
obtained before any data collection/analysis takes place. Tutors/Supervisors of
undergraduate students are also responsible for ensuring that their students have
obtained such ethical approval prior to data collection. Failure to do so may
require data recollection. In addition, a warning letter will be issued to the PI
concerned, and if necessary, the REC may refer the case to the Academic Board
for possible disciplinary action.

7.2.4 Deadline of submission

There is no deadline for applying for ethical review. The process time from
submission of application to notification of approval will normally take no more
than 3 weeks, provided that the submitted application form is properly
completed with all required documents attached.

7.2.5 Documents to be completed and submitted

a) For expedited review, the completed application form (i.e. Form A
[Attachment 12]) and a brief research proposal (no more than 2 pages)
describing the research purpose, method, participants recruitment, potential
risks and benefits of participants, tentative methods of data analysis, and
expected outcome should be submitted to the REC or the Head of School.

b) For full review, the completed application form (i.e. Form B [Attachment 13])
and a detailed research proposal (no more than 6 pages) describing the
research purpose, method, participants recruitment, potential risks and
benefits of participants and the measures to be taken to minimize the risk,
tentative methods of data analysis, and expected outcome should be
submitted to the REC or the Head of School. The draft of informed consent
form and post-debriefing information sheet (when deception is involved)
should also be attached to the application.

7.3 Outcomes of the Review

The REC will normally notify the applicant in writing of the result of application
within 3 weeks’ time from receipt of the duly completed application with all
required documents. Research cannot start until the application has been
approved by the REC.

7.3.1 Approved
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A letter of approval will be issued to the PI with indication of the ethics approval
period granted, which normally shall not be more than two years, unless an
extension has been granted. A reference number will be assigned to each
approved project and indicated in the letter of approval. The PIs are required to
include the reference number in all materials sent to potential and actual
participants so that the potential and actual participants can report complaints to
the REC with the reference number when necessary.

7.3.2 Conditionally approved

The approval letter is issued with comments/concerns to be satisfactorily
addressed. The REC will specify the comments or recommendations in the letter
and the PIs are advised to resubmit the proposal within two weeks for
reconsideration.

7.3.3 Reconsideration of decision

The REC will further consider the resubmitted proposals and notify the PIs
within 2 weeks’ time from receipt of the revised application with all required
documents.



GRATIA CHRISTIAN COLLEGE

RESEARCH AND SCHOLARLY ACTIVITIES COMMITTEE (RSAC)

Guidelines
for Funding from the Institutional Development Scheme (IDS)

to Support Staff Research Work

Background

The Research and Scholarly Activities Committee (RSAC) sets the following guidelines for the application of
funding from IDS to support staff research work. The aim is to encourage staff to do research to develop
themselves academically.

The IDS has earmarked a total of HK$90,000 for supporting staff research projects over a period of 3 years
(2017-2019). The breakdown is shown below:

2017 2018 2019

HK$25,000 HK$30,000 HK$35,000

Guidelines and Procedure

1. Complete the form that requires details like the aim of the project, people involved, timeline, equipment,
budget, outcomes, etc.

2. Submit it to the Head for endorsement.

3. Pass the proposal to the Secretary of RSAC.

4. Nature of research project: There are no strict rules governing the types of research project to be undertaken. It
can be a survey, a series of community services with a specific focus, literature review or comparative studies.
It is expected that the outcomes will help to deepen staff’s and students’ understanding of some academic
concepts, theories and their applications.

5. Amount to be allocated per project: The maximum amount for a project is set at HK$5,000. Repeated claims
for the same project will normally not be entertained, except for projects in phases.

6. Project duration: 12-18 months (Special approval from the RSAC is needed if the project duration exceeds over
18 months).

7. Possible research outcomes: Poster display, sharing seminars, publications etc.

8. For research involving human participants, please refer to the Guidelines on Ethical Review set by the Research
Ethics Committee.

Approving Authority: The Research and Scholarly Activities Committee (RSAC)

Attachment 1
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GRATIA CHRISTIAN COLLEGE

RESEARCH AND SCHOLARLY ACTIVITIES COMMITTEE (RSAC)

Application Form
for Funding from the Institutional Development Scheme (IDS)

to Support Staff Research Work

Please complete this form and submit it to the Secretary of RSAC

Project No.:

Name:

Project Title:

Project Details

1. Aim(s) & Objective(s)

2. Details of research work (e.g. rationale, research methodology, timeline, etc.)

3. People involved

4. Facilities/equipment needed

Attachment 2
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5. Budget

6. Research Outputs/Deliverables

7. Contingency Plan

8. Duration of the Project:

9. Approving Authorities:

10. Submission Date:

Signature Name Date

(Principal Investigator/Supervisor)

To be Completed by Head of School/Department Head

I endorse this form on the basis of information provided by the PI/Supervisor.

Signature Name Date

To be Completed by RSAC

Application results: Approved / Disapproved / _______________

Amount:

Signature:

Name:

Date:



GRATIA CHRISTIAN COLLEGE

RESEARCH AND SCHOLARLY ACTIVITIES COMMITTEE (RSAC)

Departmental Endorsement Form

Please complete this form and submit it to RSAC

For staff application, the form should be forwarded to the Secretary of RSAC.

For student application, the form should be forwarded to Head of School/Head of Department.

* In the case of student research, the supervisor assumes the responsibility to check and sign it.

Signature Name Date

(Principal Investigator/Supervisor)

To be Completed by Head of School/Department Head

I endorse this form on the basis of information provided by the PI/Supervisor.

Signature Name Date

Title of Research
(Specify Staff/Student Project):

Name of Principal Investigator
(PI)/Supervisor*:

School/Department:

Email/Tel:

Type of Grant, if any (for PI):

Proposal/Project No., if any (for PI):

Project Start / End Dates: From ____________________ to ______________________ (mm/yyyy).

(For student projects)

Name of Student (School):

Student No.:

Attachment 3
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Conference Attendance Application Guidelines and Form (Research Project-based)

1. An applicant should first obtain recommendation for annual leave / development leave / duty leave /
no-pay leave from his / her immediate supervisor and approval from his / her respective Line
Manager in accordance with the established leave regulations. After obtaining the leave approval,
he/she should submit the completed Conference Attendance Application Form (Research Project-
based) to Research Office before the commencement of the conference.

2. The conference grant will normally include conference registration fee, pre- / post- conference
workshop fees, cross-country or inter-city travel expenses, and room and board at economy rate but
exclude presentation material printing and mailing fees, caution money, membership fee for
professional bodies, licensed test fee, insurance premiums, and all sorts of entertainment expenses.
Nevertheless, applicant should also be aware of the specific regulations of each funding source.

3. In the case of application for attending an overseas conference, the applicant in submitting the
application for conference attendance is required to provide the following number of quotations
respectively on the fare of the flight and / or Room and Board necessary for attending the conference
concerned.

Items Expense Level for
Referencing

No. of Quotations
Required

Endorsing
Authority

Flight Fare  HK$5,000 & ≤HK$20,000 3 Head of Research
Office (in

consultation with
the relevant PI)

≤ HK$5,000 2
Lodging / Room
Board Charge

Regardless of the price 3

Package Fare (incl.
flight & lodging)

Regardless of the price 3

4. For booking of flight tickets, lodging and board, or travel package for the purpose of attending a
conference, the applicant is required to approach potential providers for the number of quotations and
seek endorsement from the Head of Research Office in accordance with what has been set out in the
table in Para. 3 above. Strong justifications for opting the quotation other than the lowest bid are
required.

5. Reimbursement for endorsed applications will be processed upon the presentation to the Finance
Office of the supporting/relevant documents certifying the completion of the conferences as well as
of the receipts of all conference-related purchases (covered in Para. 2 of this set of Guidelines) as
evidence in making claims.

6. For any purchase made without presentation of the receipt as in some known cases of travel by mass
transit, the claimant will be required to declare in writing the genuineness of his/her making such
expenditure for the conference attendance.

7. The completed form together with Request for Payment Form (For Funded Research Project) and
supporting/relevant documents including the relevant attendance / completion certificate (if any), the
paper presented, and report (where applicable) should be forwarded to the Finance Office via the
Research Office as soon as possible or latest within one month after completion of the conference.
Unless under very special circumstances, late submission beyond one-month or incomplete
submission of the necessary documents will not be entertained. Reimbursement will be made after
the Request for Payment Form (For Funded Research Project), all original receipts and relevant
documents/reports are submitted to the Finance Office for processing.

Attachment 4
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8. Since reimbursement for conference attendance would take place only after conference completion,
PIs are encouraged to work with the Finance Office in keeping track of the accumulated expenses of
each individual research project, which is especially essential for maintaining the account balance of
the project.

9. The workflow of the Conference Attendance Application (Research Project-based) is as follows:

 Before the commencement of the conference:

 After the completion of the conference:

 Action to be taken by the Applicant

1. Obtain approval for annual leave / development leave / duty leave / no-pay leave
2. Complete “Part I” of the Conference Attendance Application Form (Research Project-based)

 Action to be taken by the Applicant who is
NOT project PI

Submit the completed form together with
supporting/relevant documents to the PI for

completion of “Part II”.

 Action to be taken by the Applicant who is
project PI

 Action to be taken by the project PI

Make recommendation in “Part II” and submit the
form to Research Office for completion of “Part

III”

Submit the completed form together with
supporting/relevant documents to the Research

Office for completion of “Part III”.

 Action to be taken by the Applicant

1. Complete “Part IV” of the Conference Attendance Application Form (Research Project-based)
2. Submit the completed form together with the Request for Payment Form (For Funded Research Project) and required

documents to the Finance Office via the Research Office as soon as possible or latest within one month after
completion of the conference
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GRATIA
CHRISTIAN
COLLEGE

Application Form for Conference Attendance (Research Project-based)

PART I: APPLICATION (To be completed by the applicant BEFORE the proposed conference takes place)

A. Personal Details

Name (English) : Name (Chinese) :
Post Title : School/Dept./Office :
Tel / Ext. : Joined Date :
Year(s) of Service : Year(s) Month(s)

B. Conference Details

Name of Conference

Name of the Organizer/ Institution

Location of the Conference

Date/ Duration of Conference From: To:

Are you going to present a paper?

If yes, please specify the mode of
presentation: Oral Poster For others, please specify:

Title of paper:

Describe briefly how this conference relates to your research project.

C. Details of Research Project

Project title:

Project number:

Funding source: Internal External
Name of the Funding
Source:

D. Budget Estimate (Please indicate all possible costs and enclose the supporting / relevant documents)
Currency & Ex Rate for Cost
Estimation, if applicable Amount (HK$)

Conference registration fee

Estimated travel expenses*, if any
Estimated cost of accommodation*
(number of nights: x $ per night), if any

Total Estimated Cost:
* For overseas conference, the applicant should also provide fare quotes on flight and room and board as per the requirements
set out in Para. 3.
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E. Declaration

I hereby declare that the above information is a fair presentation of my intention and financial situation.

1. I understand and agree that, if my application for conference attendance is endorsed, I will submit a report on the
conference to the Finance Office, together with a Request for Payment Form (For Funded Research Project) and all
the original receipts, as soon as possible or latest within one month after completion of the conference.

2. I will make a full refund of the cost if I fail to attend the conference.

Date:
Signature of
Applicant:

F. Checklist of Supporting/Relevant Document(s)

Please attach a copy of the following document(s) to this application. Applications with incomplete supporting/relevant
document(s) will not be processed. Document(s) submitted are not returnable:

 Proof of approved annual leave / development leave / duty leave / no-pay leave;
 Conference programme;
 Letter of acceptance / invitation for paper presentation at the conference;
 Abstract of the paper to be presented;
 Quotations on the costs of flight and accommodation; and
 Proof of conference registration fee.

***************************************************************************************

PART II: RECOMMENDATION (to be completed by PI if the applicant is the corresponding research project supporting staff)

 Recommended
 Not Recommended

Remarks: ______________________________________________________________________________

_____________________________________________________________________________________

I have reviewed all the information shown above, and I believe it to be a fair presentation of the applicant’s qualifications,
intentions and financial situation.

Date: ___________________________________ Signature of PI: _________________________________
Name in Block Letters:

( )

PART III: ENDORSEMENT (to be completed by the Head of Research Office)

 Endorsed
 Not Endorsed

Remarks: _______________________________________________________________________________________________

_______________________________________________________________________________________________________

Date: ___________________________________ Signature of Head of Research Office: __________________________
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Name in Block Letters: ( )

***************************************************************************************

PART IV: REIMBURSEMENT (To be completed by the applicant AFTER the conference takes place)

Based on the total actual cost incurred, I would like to apply for a reimbursement of HK$ . I have
attached herewith the expenditure breakdown and the required document(s).

A. Expenditure

Currency & Ex Rate Amount (HK$)

Conference registration fee

Travel expenses
Cost of accommodation
(number of nights: x $ per night), if any

Total Cost:

B. Required Document(s)

Please attach a copy of the following document(s) to this form. Applications with incomplete required document(s) will not be
processed. Document(s) submitted are not returnable:

(i) a Request for Payment Form (For Funded Research Project),
(ii) ALL the original receipts pertinent to those expenses as claimed on the application form,
(iii) a report, including a summary of all expenses incurred, on the conference, and
(iv) an attendance certificate of the conference (if any) and a report (if applicable).

Date : Signature of Applicant :
Name of Staff :

Important Note:
Request for Payment Form (For Funded Research Project) and all relevant receipts, certificate (if any) and report should be
submitted to the Finance Office via the Research Office as soon as possible or latest within one month after completion of the
conference. Unless under very special circumstances, late submission beyond the one-month limit or omission of either
document will not be entertained.

***************************************************************************************
For Finance Office Use only:

Amount of reimbursement requested: HK$ Budget available:
Account code: Approved by:
Payment on: By petty cash / cheque (No.: )

Signature of handling officer: Date:



Gratia Christian College
Finance Office

Research Project Account Record Sheet (Internally / Externally Funded)

A. Project Information
Name of Funding Source :
Research Project Number :
Title of Research Project :
Duration :
Tentative Research Project Start date: :
Estimated Completion Date :

B. Personnel Information
Name of Principal Investigator (PI) :
Title of Principal Investigator (PI) :
Number of Staff in Project Team :
Name of Staff in Project Team :

C. Grant Information
Total Amount of Grant :
Total Number of Installment (s) :
Schedule of Installment of Research Grant :
Proposed Date and Amount Transferred in
Each Installment

:

Contact Person
Email / Phone

:
:

Bank Account Number

D. Others
Budget Attached : Yes  No

Assurance Report Required : Yes  No

Prepared by: Approved by:

_____________________ _____________________
Head
Finance Office

Vice President (Administration)

Attachment 5

Ref. no.:

For Finance Office use only

Latest update on:





GRATIACHRISTIAN COLLEGE

Request for Payment Form
(For Funded Research Project)

School/Department/Office: __________________________________________________________

Project Title: _____________________________________________________________________

Project Principal Investigator: ________________________________________________________

Funding Source: IDS / IIDS / FDS / Internal (Please circle)

Or others, please specify: _____________________________________________

Project number: ___________________________________________________________________

Payment Description Amount (HK$)

Total :

(Note: For payment over HK$5000, please attach the signed Request for Purchase Form and the required number of

written quotations.)

Reason of Payment: ________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

Requested By :
(Budget holder) Name (Block Letter) Signature Date

Endorsed By :
(Head of RO) Name (Block Letter) Signature Date
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Handled By: _____________________ ___________________ ___________________

Name (Block Letter) Signature Date

 Cash Amount : HK$

 Cheque Amount : HK$ Cheque No. : Issue Date : __________

Received By :
Name (Block Letter) Signature Date



GRATIACHRISTIAN COLLEGE

Request for Purchase Form
(For Funded Research Project)

(This form is used for purchase amount over HK$5,000. Please attach the required number of written quotations.)

School/Department/Office: ___________________________________________________________

Project Title: ______________________________________________________________________

Project Principal Investigator: _________________________________________________________

Funding Source: IDS / IIDS / FDS / Internal (Please circle)

Or others, please specify: ______________________________________________

Project number: ____________________________________________________________________

Item / Service to be purchased: ________________________________________________________

Reason for Purchase: ________________________________________________________________

Supplier Unit Price

1

2

3

Recommendations :

Reasons for not choosing the lowest offer :

Requested By :
(Budget Holder) Name (Block Letter) Signature Date

Endorsed By :
(Head of RO) Name (Block Letter) Signature Date

Finance Office use only

Checked By :
Name (Block Letter) Signature Date
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Gratia Christian College
Finance Office

Financial Summary of Research Project Account (Internally / Externally Funded)

A. Project Information
Name of Funding Source :
Research Project Number :
Title of Research Project :
Duration :
Tentative Research Project Start date: :
Estimated Completion Date :

B. Personnel Information
Name of Principal Investigator (PI) :
Title of Principal Investigator (PI) :

C. Budget Variance Analysis (for the month of ______ / 2017)

Item
No.

Item
Title:

Initial
Budget
(HK$)

Accumulated
Expenditure

(HK$)

Current Month’s
Expenditure

(HK$)

Closing
Balance
(HK$)

% remaining
against Initial

Budget

1. Salary 4,000,000 2,000,000 1,800,000 200,000 5%

2. Books * * * * *

3. * * * * * *
Total: 5,000,000 2,350,000 2,170,000 480,000 9.6%

Prepared by: Checked by:

_____________________ _____________________
Head
Finance Office

Principal Investigator (PI)

___________________ __
Vice President (Administration)
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GCC Ref. No.:

(please insert ref. above)

GRATIA CHRISTIAN COLLEGE

INTERNALLY FUNDED RESEARCH PROJECT

Project Report

Submission Deadlines: Please submit the completed report to Research and Scholarly
Activities Committee (RSAC) within 3 months upon receiving the
notification from Research Office.

Part A: The Project and Investigator(s)

1. Project Title

2. Investigator(s) And Academic Department(s) / Unit(s) Involved

Research Team Name / Post Unit / Department / Institution

Principal Investigator

Co-Investigator(s)

Others

3. Project Duration

Original Revised
Date of RSAC
Approval

(must be quoted)

Project Start Date

Project Completion Date

Duration (in month)

Deadline for Submission
of Completion Report
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4. Project Expenditure

4.1 Total amount of funding: HK$

4.2 Budget & Expenditure

Direct Cost

Revised
Budget after
Approval

(a)

Expenditure
Incurred up
to the Last
Reporting
Period
(b)

Expenditure
Incurred in
Current
Reporting
Period
(c)

Expenditure
to Date

(d)=(b)+(c)

Unspent
Balance
(e)=(a)-(d)

Supporting Staff

Equipment Expenses

Outsourcing

General Expenses

Conference Expenses

Expenses for
Dissemination of the
Deliverables of
Research

Relief Teacher

High-performance
Computing Services
Expenses
Research-related
Software Licence /
Dataset
Auditing Expenses

Total

4.3 Balance:

HK$ ( % of total budget)
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Part B: Report on Project Progress

5. Project Objectives

5.1 Objectives as per original application

1.

2.

3. ....

5.2 Revised objectives

Date of approval from the RSAC:

Reasons for the change:

1.

2.

3. ....

5.3 Summary of objectives addressed to date

Objectives
(as per 5.1/5.2 above)

Addressed
(please tick)

Percentage Achieved
(please estimate)

1.

2.

3.

4.
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6. Research Progress and Outcome

6.1 Scope of investigation undertaken

6.2 Problems encountered (if any)

6.3 Deviations from the original plan (if any)
(Maximum 1 page; please give reasons)

6.4 Tentative / Final research findings outcome
(Maximum 1 page; please make reference to Part C where necessary)
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Part C: Research Output

7. Peer-Reviewed Journal Publication(s) Arising Directly From This Research Project
(Please attach a copy of the publication and/or the letter of acceptance if not yet submitted in
the previous project report(s). All listed publications must acknowledge GCC’s funding
support by quoting the specific grant reference.)

The Latest Status of Publications

Author(s)
(denote the
correspond-
ing author
with an
asterisk*)

Title and
Journal /
Book
(with the
volume,
pages and
other

necessary
publishing
details
specified)

Submitted
to RSAC
(indicate the
year ending
of the
relevant
progress
report)

Attached
to this
Report

(Yes or No)

Acknowledged
the Support of

GCC
(Yes or No)

Accessible
from the
Document

Management
Depository
(Yes or No)

Year of
Publication

Year of
Acceptance
(For paper
accepted
but not yet
published)

Under
Review

Under
Preparation
(optional)

8. Recognized International Conference(s) In Which Paper(s) Related To This Research
Project Was / Were Delivered
(Please attach a copy of each conference abstract)

Month /
Year /
Place Title Conference Name

Submitted to
RSAC

(indicate the
year ending of
the relevant
project
report)

Attached
to this
Report
(Yes or No)

Acknowledged
the Support of

GCC
(Yes or No)

Accessible
from the
Document

Management
Depository
(Yes or No)
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9. Other Impact
(e.g. award of patents or prizes, collaboration with other research institutions, technology
transfer, teaching enhancement, etc.)

Principal Investigator

Signature:

Name:

Date:
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Project Ref. No.

(to be filled by PI)

PROJECT TRANSFERRAL FORM

Request for Change of Principal Investigator / Co-Principal Investigator
for College-Funded Research Projects

Important Note:
All major changes to approved projects require approval from the Academic Board (AB).
If there is a request for change of Principal Investigator (PI) / Co-Principal Investigator
(Co-PI) in the College-funded project, the PI / Co-PI should complete this form with
endorsement from the Research and Scholarly Activities Committee (RSAC).

To be completed by the PI concerned
(Please use additional sheet if necessary)

Project Ref. No.:

Project Title:

Part 1 – State of Progress on the Project

Part 2 – Reasons for Change of PI / Co-PI*

Attachment 10
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Part 3 – Name of Replacement for the PI / Co-PI*

Name :
(Surname in capital letters)

Post:

Please indicate if the replacement is currently a project team member: YES / NO*

If “YES”, please indicate his / her current role in the project team:
Co-PI / Co-Investigator (Co-I) / Others* (please specify: )

Part 4 – Past Experience of the Replacement in the Research Area of the Project

Signature of the PI:

Title / Name of PI (in BLOCK letters):

Date:

*Delete where appropriate
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Part 5 – Declaration by the Nominated PI / Co-PI*

□ I am a full-time academic staff in GCC, and I have at least a one-year renewable
contract with GCC at the time of being nominated for replacement.

□ I am willing to take up the role of PI / Co-PI* of the project
(Project ref. no.: ) and assume full responsibility for completion of
the project. I will be held responsible and be accountable for the management and
completion of the project. The final assessment on the project, be it ‘Satisfactory’,
‘Barely Satisfactory’ or ‘Unsatisfactory’, will apply to me.

□ I will spend an average of ________ hours per week on the research project as PI /
Co-PI*.

Signature of nominated PI / Co-PI*:

Title / Name of nominated PI / Co-PI*
(in BLOCK letters):

Date:

Part 6 – RSAC Endorsement

□ I confirm that the above request for change of PI / Co-PI* is supported by the
RSAC.

□ I confirmed that the nominated PI / Co-PI* meets all the eligibility requirements as
the PI / Co-PI* of the funded project.

Signature :

Title / Name (in BLOCK letters):

(Chairperson of RSAC)

Date:

*Delete where appropriate
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Attachment 11

GRATIA CHRISTIAN COLLEGE
Research Ethics Committee (REC)

Guidelines on Ethical Review

1. In general, the primary ethical concerns relate to: risk and benefit assessment, informed
consent, undue influence or inducement to participate, deception, privacy and
confidentiality.

2. Definitions

Assent

A variation on consent where a person who does not possess full competence to give
informed consent gives affirmative agreement to participate in research. For instance, a
child or person with dementia should give assent before being enrolled in research.
However, it is important to note that assent does not eliminate the need for obtaining the
permission of a parent or other legally authorized decision-maker.

Consent form

An easily understandable written document that documents a potential participant’s consent
to be involved in research and describes the rights of an enrolled research participant. This
form should communicate the following in a clear and respectful manner: research time-
frame; title of research; researchers involved; purpose of research; description of research;
potential harms and benefits; treatment alternatives; statement of confidentiality;
information and data to be collected; how long the data will be kept, how it will be stored
and who can access it; any conflicts of interest; a statement of the participant’s right to
withdraw from participation at any point; declarative statement of understanding that the
potential participant agrees to and signs. The consent form should be in a language the
potential participant understands. For potential participants with limited literacy, the verbal
communication of the consent-document details should be provided along with proper
documentation of consent, if it is given.

Minimal Risks

The probability and magnitude of harm or discomfort anticipated in the research are not
greater in and of themselves than those ordinarily encountered in daily life or during the
performance of routine physical or psychological examination or test.
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Passive parental consent

Passive parental consent means that parents or guardians will be informed the nature of the
study and provided a method to retract permission of their children’s participation in the
research and no written consent is needed from parents or guardians in this procedure. It is
assumed that the parents or guardians have consented unless some action is taken.

Principal Investigator (PI)

The Principal Investigator is the staff member responsible for the research project. In the
case of student research, the supervisor assumes this responsibility.

Student Investigator

The undergraduate student who will be collecting the research data is referred to as the
student investigator.

Student Research and Course-based Activities for Student Learning

Undergraduate student research refers to undergraduate theses, supervised pilot research for
an undergraduate thesis, and research that is course-based. Course-based research activities
may include:

a. students conduct research interviews, administer research tests, or distribute research
questionnaires to develop questionnaire design skills

b. "mini" research projects where students pose research questions, gather data from
human participants, and analyze the data for presentation

c. other activities that would be considered research within the disciplinary traditions in
which the course is being taught

3. Who Should Apply for Ethical Review

a. Staffs who are the PI of a research project which involves human participants in research
investigations should submit an application for ethical approval to the REC. All
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research, qualitative or quantitative, is covered, regardless of whether the research is funded by
internal/external grants or even unfunded.

b. Undergraduate students are assumed to be less experienced in judging if ethical clearance
should be sought for their assignments and theses, so the tutor/supervisor in charge is given
responsibility for determining if each student’s project needs ethical clearance and for
completing the necessary application for ethical approval as the PI and principal applicant with
the student, for submission to the Dean of School/Head of Department.

c. The responsibility for seeking compliance with the basic ethical principles and procedures rests
with the PI who should clearly indicate in his/her research proposal if it is necessary to seek
ethical clearance.

d. To ensure that all human research participants in Gratia Christian College (GCC) are well
protected, for all projects which involve any data collection from human subjects in GCC or
organized through or in the name of GCC, one Co-I from GCC (including staff and students)
should seek ethical approval from GCC unless ethical approval has already been obtained by
the PI through GCC.

e. Exemption from ethical approval will only apply to anonymous surveys for improving teaching
and learning (not for research) which are exclusively for the College’s internal usage.

4. Ethical Guidelines for Human Subjects Research

Every PI should be aware of the following principles when conducting research:

 Minimal risks and risk proportionate to research benefit;

 Informed consent;

 No undue influence and inducement to participate;

 Protection of vulnerable research participants;

 Protection of research involving deception of participants;

 Ensuring the confidentiality and security of research and personal data; and

 Compliance with the Law.
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a. Source of Data

All research that involves collecting data from human participants and/or using pre-existing
personal data is subject to ethical clearance. Collection of data from human participants
covers all forms of collection process, e.g. experimental procedures/treatment/intervention,
focus group, telephone/internet survey, observation, personal interviews, or self-
administered questionnaire, etc.

b. Risks and Benefits

The PIs should consider carefully if the research will involve any possible risks which could
induce greater than minimal physical and/or psychological stress/pain/discomfort to
participants. Under normal circumstances, participants should not be exposed to risks which
are greater than minimal risks. In case that there are risks, PIs should inform participants
clearly about the type and what degree of the risk they may be undertaking, and what
measures will be taken to minimize the risk, and what remedial support will be given to
participants at risk. PIs should safeguard participants’ privacy and confidentiality. PIs
should let participants know how their provided data will be deployed in the research,
identifiable or anonymous, and how and how long the data will be safely kept. PIs should
also assess if there is any potential conflict of interest that needs to be declared and
addressed.

In completing the ethical application, the PIs should state clearly in the application form any
potential risks to the participant(s) which might arise in the course of the research. If risk is
involved, the PIs must justify his/her procedures, explaining why alternative approaches not
involving risk cannot be used. The PIs should also submit a description of potential benefits
to the participants, the scientific community and/or society.

c. Informed Consent

Any risks arising from participation in a research project, including a description of the
devices and techniques to be used, must be communicated to the participants, normally
before their consent is requested and should be incorporated into a consent letter/form to be
attached to this application for review.

Researchers must obtain appropriate informed consent, and shall:

1) Give the research participants sufficient information about the study and how the study
may affect the participants (physically and psychologically);
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2) Deliver the information in a comprehensible manner, using a language readily
understandable by the research participants; and

3) Assure the voluntary capacity of the participant by providing sufficient opportunity to
consider whether or not to participate or withdraw from the study any time without any
negative consequences, penalty, or loss of benefits to which he/she is otherwise entitled;
and

4) Justify with information on steps taken to minimize/mitigate damage when deception of
participants (e.g. misleading participants about the purpose of the study and use of the
data collected, etc.) is necessary for the research.

Recorded informed consent can be obtained by means of an informed consent form (written
consent) and online/email recorded response.

Research involving participants under 18

Normally researchers should seek written consent from parents or guardians and obtain
assent from students themselves for research involving children under 18, even in cases
where children are able to decline participation. The assent forms should be written in an
easily comprehensible manner at children’s reading level, in order to facilitate their decision
making on participation.

For research with only minimal risks, the following principles will determine if passive
parental consent can be used for participants under 18. PIs seeking approval of passive
parental consent should provide a full justification and the parental passive consent form
with information about the research to the REC for ethical approval.

1) For children aged below 11, parent active consent is normally required;

2) For children aged 11 or above, parental passive consent is usually sufficient for research
involving minimal risks;

3) For adolescents aged 16 or above, parental consent is not normally required for the reason
that they are mature minors;

4) For college students, parental consent is not normally required for research involving
minimal risks, even if the students aged 17 or below, on the basis that they should be
mature enough to make their own decisions.
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d. Undue Influence and Inducement to participate

The PI should not unduly influence any person to participate in the research project, either
by making unreasonable financial payments, coercion or manipulation. Financial
inducements/incentives should in general cover reasonable expenses and compensation for
time applicable to the nature of the study for the discipline concerned. Reimbursement of
participant’s expenses (e.g. for journeys) is permissible as it is not considered payment in
the sense of reward. Incentives higher than necessary to cover reasonable expenses and
compensate for the time spent in connection with the research needs to be specifically
justified.

e. Privacy and confidentiality of data

At all times, the researcher(s) and other collaborators should deal with all data obtained in a
manner which does not compromise the personal dignity of the participant or infringe upon
the participant’s right to privacy.

More specifically, all experimental data concerning an identifiable participant should be
coded, in order not to reveal to authorized persons the identity of the participant. The
identity of the participant should not be revealed without the participant’s consent.

To protect the security of data, safeguards to be adopted may include but not limited to
restricting access to only the participants concerned and persons who have a need to use the
data; giving confidentiality pledge or undertaking by the data users concerned (please refer
to the sample at Annex 1); encryption of data; disposal of data within a specific timeline;
proper measures for ensuring safety of the physical location where the data are stored….etc.

5. Types of Review

The REC conducts two types of review, i.e., expedited review and full review. Generally, a
research proposal involving only minimal risks, an expedited review will be conducted to
shorten the review process. Otherwise, the application will go through full review by the
Committee.

Expedited Review

Research Projects involving no more than minimal risk may be considered and approved by
the Chairman (or another experienced member as appointed by the Chairman). The
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applicants can use the checklist in Form A to see whether their proposed research meet the
requirement of “Expedited Review”.

Full Review

The research proposals involving risks will be considered by two members as appointed by
the Chairman and discussed with other members of the REC at meetings. Specialist advice
or co-opt members as appropriate may be invited by the Chairman to assist in the review of
applications when necessary. The decisions of approval will be made by voting (Majority
rule) at meetings.

6. Procedures of Applying for Ethical Review

Submitting the application

1) Applications submitted by staff will be reviewed and approved by the REC.

2) Applications submitted by undergraduate students (with their tutor/supervisor as the PIs)
will be reviewed and approved by the Dean of School/Head of Department or the faculty
academic staff appointed by the Dean of School/Head of Department. The Dean of
School/Head of Department can refer special cases to the REC. The undergraduate
students can appeal to REC for a further review on their research proposals.

3) Please refer to the flowchart on the procedures for submitting applications for ethical
approval.

Obtaining Prior Ethical Approval

It is the responsibility of the PI to make sure that ethical approval has been obtained before
any data collection/analysis taking place. Tutors/Supervisors of undergraduate students are
also responsible for ensuring that their students have obtained such ethical approval prior to
data collection.

Failure to do so may require data recollection. In addition, a warning letter will be issued to
the PI concerned, and if necessary, the Chairman of the REC may refer the case to the
Chairman of the Academic Board for possible disciplinary action.
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Deadline of Submission

There is no deadline for applying for ethical review. The process time from submission of
application to notification of approval will normally take no more than 3 weeks, provided
that the submitted application form is properly completed with all required documents
attached.

Documents to be completed and submitted

1) For expedited review, the completed application form (i.e. Form A) and a brief research
proposal (no more than 2 pages) describing the research purpose, method, participants
recruitment, potential risks and benefits of participants, tentative methods of data analysis,
and expected outcome should be submitted to the REC or the Dean of School/Head of
Department.

2) For full review, the completed application form (i.e. Form B) and a detailed research
proposal (no more than 6 pages) describing the research purpose, method, participants
recruitment, potential risks and benefits of participants and the measures to be taken to
minimize the risk, tentative methods of data analysis, and expected outcome should be
submitted to the REC or the Dean of School/Head of Department. The draft of informed
consent form and post-debriefing information sheet (when deception is involved) should
also be attached to the application.

7. The Outcome of the Review

The REC will normally notify the applicant in writing of the result of application within 3
weeks’ time from receipt of the duly completed application with all required documents.
Research cannot start until the application has been approved by the REC.

Approved

A letter of approval will be issued to the PI with indication of the ethics approval period
granted, which normally shall not be more than two years, unless an extension has been
granted. A reference number will be assigned to each approved project and indicated in the
letter of approval. The PIs are required to include the reference number in all materials sent
to potential and actual participants so that the potential and actual participants can report
complaints to the REC with the reference number when necessary.

Conditionally Approved
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The approval letter is issued with comments/concerns to be satisfactorily addressed. The
REC will specify the comments or recommendations in the letter and the PIs are advised to
resubmit the proposal within two weeks for reconsideration.

Reconsideration of decision

The REC will further consider the resubmitted proposals and notify the PIs within 2 weeks’
time from receipt of the revised application with all required documents.

8. Progress Monitoring

Notification of amendments

The PIs of all active approved research are required to report to the REC/Dean of
School/Head of Department any changes and new information on the project regarding the
participant recruitment and the risk and benefits of their participation.

Application for Extension

Ethical approval is time-limited, normally to be granted initially for one to two years. If
extension of ethical approval is needed, the PIs are required to apply for extension before
the initially approved expiration date and provide justifications for the extension.

Complaints Handling

A statement informing participants of their right as research participants to contact REC
directly if they have any concerns or questions should be provided on all consent forms,
information sheets, and debriefing notes to all the research participants. For surveys
conducted by telephone or through internet, full contact information of the REC and also the
PI concerned should be provided prior to data collection.

Meetings will be held to handle the issues when written complaints from research
participants of the approved research projects are submitted to the REC. The REC reserves
the right to require the PIs of the project to amend or stop the project. The decisions of
complaints handling will be made by voting (Majority rule) at meetings.
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Annex 1
(SAMPLE)

Confidentiality Pledge
(for Research TeamMembers)

Project/Proposal No.: ___________________________________________________

Project/Proposal Title: __________________________________________________

Principal Investigator/Supervisor: _________________________________________

Name: ______________________________Staff/Student No: __________________

Department: _________________________ Organization: _____________________

Confidentiality Pledge

I understand that I am granted access to sensitive personal data. To ensure that the information is
used and handled by authorized personnel only, I hereby pledge that I shall use the data in
accordance with the provisions of the Personal Data Privacy Ordinance and according to the
policies, procedures and guidelines established by the College from time to time. I shall not
disclose such information to any person except on a need-to-know basis. I will take all reasonable
precautions within my control to prevent unauthorized access to such information.

Signature: _______________________________________Date: ________________

Endorsed by:
Principal Investigator / Supervisor: ___________________ Date: ________________



GRATIA CHRISTIAN COLLEGE

RESEARCH ETHICS COMMITTEE (REC)

Application for Ethical Review (Expedited Review) for
Research Involving Human Participants

Please read the attached guidelines for ethical review before completing this form and submit this
application together with other required documents.

For staff application, the application documents should be forwarded to the REC.

For student application, the application documents should be forwarded to Head of School.

Part A: Basic Information

Title of Research
(Specify Staff/Student Project):

Name of Principal Investigator
(PI)/Supervisor*:

School/Department:

Email/Tel:

Grant Type, if any (for PI):

Proposal/Project No.,
if any (for PI):

Estimated Data Collection Period: Please only check and fill out the one that applies:

□ Data collection/analysis will start as soon as ethical approval is obtained.

□ From _________________________ to ________________________ (mm/yyyy).

Note: Ethical approval MUST be obtained prior to any data collection or analysis taking place.

Project Start / End Dates: From ________________ to ________________ (mm/yyyy).

Application No.:

FORM A

Attachment 12



* In the case of student research, the supervisor assumes this responsibility

Part B: Ethical Issues

To determine whether an expedited review or a full review is required, please check the
following items.

Yes No

Please provide relevant
information under each

item to facilitate
consideration for an
expedited review

1. Will the study involve participants who do
not possess the legal, physical or mental
capacity to provide valid informed consent to
participate in the study (e.g. children, people
with developmental disabilities)?

If so, parental/guardian consent and/or
children assent must be obtained according to
the Guidelines on Ethical Review.

2. Will deception of participants e.g. misleading
participants be necessary during the study?

3. Will financial inducements/incentives (other
than reasonable expenses and compensation
for time applicable to the nature of the study
for the discipline concerned) be offered to
participants?

If so, please specify details e.g. value, in cash
or in kind, the usual rate for the discipline
concerned and applicable precedent cases.

4. Will the study involve sensitive aspects of the
participant’s own behaviour such as illegal

(For student projects)

Name of Student (School)



conduct, drug or alcohol use, and sexual
conduct?

5. If the observations on the participants are
disclosed, will it reasonably place the
participant at risk of criminal or civil liability
or be damaging to the participant’s financial
standing, employability, or reputation?

6. Will the study/experiment induce undue
psychological stress?

7. Is pain or more than mild discomfort likely to
result from the study?

8. Will the study involve prolonged and
repetitive testing sessions?

9. Will the study involve the collection of
identifiable information (i.e. information that
is not anonymous) from participants? If so,
explain whether sensitive or private
information will be collected and how the
confidentiality of the information collected
will be maintained.

10. Will the study involve the human subjects
with respect to their participation in the
clinical or biomedical research studies?

If you have checked “no” to all the above items, your research proposal will go through
an expedited review. Please complete this Form A and submit it with a brief research
proposal of no more than 2 pages.

If you have checked “yes” to any of the above items, you must go through a full review.
Please fill in the completed checklist (Form A) and submit the application form for full
review (Form B) together with a detailed research proposal.

In general, a full review is not required for:

a. research studies that are based entirely on publicly available information, documents,
records, works, performances, or archival materials



b. research studies that involve only surveys or observation of officials/individuals in the
public arena.

c. longitudinal studies that involve identifiable participants but no sensitive or private
information will be collected.

Declaration

I have read the guidelines on ethical review and undertake to exercise reasonable care to
ensure that the proposed research is conducted in a manner that is consistent with these
standards of ethical practice. I will report to the REC if there is any amendment, new
information on the project and any research-related incidents, such as physical or
emotional harm to the human participants during the research process or breaches of
confidentiality. I undertake not to proceed with data collection/analysis before I receive
the letter of approval of this application, and understand that failure to do so will lead to
disciplinary action.

____________________________ ____________________________

Signature Date

(Principal Investigator/Supervisor)

To be Completed by Head of School

I endorse this application on the basis of information provided and declaration of the
PI/Supervisor.

Head of School :
(Name) (Signature)

Date :



GRATIA CHRISTIAN COLLEGE

RESEARCH ETHICS COMMITTEE

Application for Ethical Review (Full Review)

Please submit this application together with the completed checklist (FORM A) and other
required documents.

For staff application, the application documents should be forwarded to the REC.

For student application, the application document should be forwarded to Head of School.

Part A: Basic Information

* In the case of student research, the supervisor assumes this responsibility

Title of Research

(Specify Staff/Student Project):

Name of Principal Investigator
(PI)/Supervisor*:

School / Department:

Email/Tel:

(For student projects)

Name of Student (School)

Co-Investigators (Co-I), if any

Name
School /institution

if not GCC

Position
(For staff
Co-I only)

Programme
(For student
Co-I only)

GCC staff/
student no.,
if at GCC

Email address

Application No.:

FORM B

Attachment 13



Part B: Proposal/Project Details

Please provide a summary of the below sections in layman terms.

Estimated Data Collection Period: Please only check and fill out the one that applies:

□ Data collection/analysis will start as soon as ethical approval is obtained.

□ From _________________________ to ________________________ (mm/yyyy).

Note: Ethical approval MUST be obtained prior to any data collection or analysis taking place.

Project Start / End Dates: From ________________ to ________________ (mm/yyyy).

Funding

Funding source
Please check all that apply, and then specify the funding scheme
below:

GCC internal research
grants

Government Competitive
Research Funding Schemes

Other external grant

No funding



1) Purpose/ objectives

2) Hypothesis (if any)

Part C: Data Collection

(1) Source of Data

Please check all that apply:

New data to be collected from human participants

Experimental procedures / Treatment / Intervention

Focus group

Internet survey

Observation

Personal interviews

Self-administered questionnaire

Telephone survey



Others:

please specify

Pre-existing data from human subjects

(2) Research Participants – for New Data to be collected

(a) Approximate number of participants

(b) Age group of participants

(c) How and where to recruit participants

(d) Participant inclusion criteria (e.g. Hong Kong residents aged 18 years and above):



(e) Participant exclusion criteria (e.g. people with metal implants need to be excluded from
MRI):

(f) Vulnerable research participants

Will the study involve participants who do not possess the legal, physical or mental capacity
to provide valid informed consent to participate (e.g. subjects under the age of 18, people
with developmental disabilities)? If so, please specify the details of the vulnerability and
attach parental/guardian consent form (active/passive) and children assent form (if
necessary). (Corresponds to Question 1 of Form A)

(g) Possible benefits to participants

(h) Incentive to Participants

Will there be any payment / incentive made to the participants? Will financial
inducements/incentives higher than reasonable expenses and compensation for time
applicable to the nature of the study for the discipline concerned be offered to participants?
If so, please specify details, e.g. value, in cash or in kind, the usual rate for the discipline
concerned, and precedent cases in prior published studies. (Corresponds to Question 3 of
Form A)



(i) Relationship between researchers and participants

Will the researcher be in a position of power vis-à-vis the participants e.g. teacher-student,
employer-employee?

(3) Risks assessment – for New Data to be Collected

Do your procedures expose your participants to any risk of (check all that apply):

Yes No Type of risk

- deception

- invasion of privacy

- criminal or civil liability

- damaging to the participant’s financial standing, employability, or reputation

- stress, emotional distress or other form of psychological discomfort

- pain, fatigue, other form of physical discomfort, danger or physical harm

- noxious stimulation/procedure

- other risk(s) (please specify) : ________________



If you have answered "Yes" to any of the above questions in Part C (3), please complete the
following (a) to (e):

(a) Estimate the degree of risk involved

(b) Describe the steps you will take to minimize the risk and to protect your participants
from it

(c) How will you explain the risk to your participants?

(d) How will you obtain their consent to take part in the research (please attach consent
forms to be used)?

(e) Describe how the participants will be debriefed after the study (please attach debriefing
information form)



(4) Privacy and confidentiality – for New Data to be collected

(a) Will photography of participants be used during the study? Yes No

(b) Will video-recording of participants be used during the study? Yes No

(c) Will audio-recording be used during the study? Yes No

If “Yes” to Questions (a), (b) and/or (c), please provide details and justifications for the
recording, and storage strategies:

(d) Will this study involve matching of different data sources (e.g. multiple
questionnaires)? Yes No

If “Yes”, please explain what identifier will be used for matching:

(5) Informed Consent – for New Data to be Collected



 When conducting research where seeking written consent is not practical or too
sensitive, audio-recorded oral consent or email recorded consent might be less of a
privacy risk than written consent and can be considered as an alternative.

 The waiver of recorded informed consent is normally only applicable to newly
collected data without personal identifiers. In this case, PIs are required to clearly
specify that they are recording data without personal identifiers in their research
proposals.

(a) How will you record informed consent? (Please check all boxes that apply)

Written consent Audio-recorded consent
Online/Email recorded
consent

If you will not record informed consent, please complete the following Questions (b) and (c)
below and submit an information sheet.

(b) Please explain why the proposed study presents no more than minimal risk to the
participants.

(c) Why does a waiver of recorded informed consent not adversely affect the rights and
welfare of the participants in the proposed study?



(6) Data retention – for New Data to be Collected

(a) How long will the data containing personal identifiers be kept after publication of the
first paper arising from the research project?

(b) How long will the anonymized data be kept after publication of the first paper arising
from the research project?

(7) Pre-existing Data

(a) What is the source of the original data set?

(b) Is the original data set in existing documents/records publicly
available?

Note: “publicly available” means that the data can be accessed without
an approval process.

If "Yes", please indicate where the data set is available (e.g. web
address):

Yes No



If “No”, please specify the approving authority for access:
(____________________)

(c) Was the original data set originally collected for research purpose?

If “Yes”, please attach a copy of the Consent Form for the original
collection of data.

If “No” please attach a copy of the Personal Information Collection
Statement.

Yes No

For ALL situations, please explain how this research is consistent with the purpose and
use specified when the data were originally collected:

(d) Is the original data set sensitive? (e.g. sexual preference, health status,
criminal activity)

Yes No

Please provide full details on types of personal data to be used:

(e) Does the original data set contain any personal identifiers?

If “No”, it means neither the researcher nor the source providing the
data can identify a subject based upon the information provided with
the data.

Yes No



If “Yes, is the personal identifier direct or indirect?

Direct identifier – e.g. name, address, ID card no., medical record
no., etc.

Indirect identifier – e.g. assigned code that can make a subject
reasonably identifiable.

Direct Indirect

If “Yes”, will you abstract/record any subject identifiers in the
data extraction process? Yes No N/A

(f) Will any new data be collected from subjects, other than the data
obtained from the original dataset?

If “Yes”, please complete Part C (1) to (6).

Yes No

(8) Checklist of attachments

Full Research proposal (no more than 6 pages) (i)

Yes N/A

Informed Consent Form (an English version is needed) (ii)

Yes N/A
Parental/Guardian Consent Form / Children Assent Form (an English
version is needed) Yes N/A

Consent script, for oral consent or email reply for consent (ii)

Yes N/A

Deception: post debriefing information form Yes N/A
Copy of Confidentiality Pledge: Please attach a copy of the confidentiality
pledge for undertaking by the personnel involved. Please refer to Annex 1 in
the guidelines for the sample of the pledge.(i)

Yes N/A

Notes:

(i) Mandatory

(ii) Mandatory unless waiver has been applied for or no data collection is being undertaken.



Declaration

I have read the guidelines on ethical review and undertake to exercise reasonable care to
ensure that the proposed research is conducted in a manner that is consistent with these
standards of ethical practice. I will report to the REC if there is any amendment, new
information on the project and any research-related incidents, such as physical or
emotional harm to the human participants during the research process or breaches of
confidentiality. I undertake not to proceed with data collection/analysis before I receive
the letter of approval of this application, and understand that failure to do so will lead to
disciplinary action.

____________________________ ____________________________

Signature Date

(Principal Investigator/Supervisor)

To be Completed by Head of School

I endorse this application on the basis of information provided and declaration of the
PI/Supervisor.

Head of School :
(Name) (Signature)

Date :



Annex 1
(SAMPLE)

Confidentiality Pledge
(for Research Team Members)

Project/Proposal Title: __________________________________________________

Principal Investigator/Supervisor: _________________________________________

Name: ______________________ Staff/Student No (if at GCC): ________________

School: ______________________ Institution (if not at GCC): _________________

Confidentiality Pledge

I understand that I am granted access to sensitive personal data. To ensure that the
information is used and handled by authorized personnel only, I hereby pledge that I shall
use the data in accordance with the provisions of the Personal Data (Privacy) Ordinance
and according to the policies, procedures and guidelines established by the College from
time to time. I shall not disclose such information to any person except on a
need-to-know basis. I will take all reasonable precautions within my control to prevent
unauthorized access to such information.

Signature: _______________________________________ Date: ________________

Endorsed by:
Principal Investigator / Supervisor: ___________________ Date: ________________


