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10.

1.

{ Notice to Trainees and Institute Regulations )

First Day Class Arrangement

> Please bring the original of your Hong Kong Identity Card on the first day of class for our staff to verify your
personal particulars before class.

> Please refer to the "Electronic Classroom Directory” in the G/F lobby of the Institute on the day of your class.

Attendance Recording

> Trainees are required to sign in and sign out as instructed and cooperate with identity verification procedures.

> Trainees must attend classes punctually. Lateness, early departure, or absence will be handled in accordance
with course regulations and may affect attendance records.

> Any act of proxy attendance, falsification of attendance records or provision of false information may result in
disqualification from the course and certification.

Classroom Discipline

> Trainees shall comply with the Institute's regulations and instructions from the instructors.

> Trainees shall not engage in conduct that disrupts teaching activities or affects other trainees. The Institute
reserves the right to require any trainee who breaches discipline to leave the class and may terminate his/her
training eligibility.

> During classes, trainees must switch their mobile phones to silent or vibration mode.

> Audio recording, video recording, or photography is strictly prohibited during classes, examinations, or practical
training without prior approval from the Institute or the instructor.

Facilities and Safety

> Trainees must take good care of the Institute’s facilities and equipment. In the event of any damage, trainees
will be held liable for any corresponding compensation.

> Unauthorized use of Institute equipment or entry into restricted areas is strictly prohibited.

> Smoking, consuming alcohol, or engaging in any illegal activities is prohibited within the Institute premises.

Personal Protective Equipment for Practical Training

> The Institute will provide appropriate personal protective equipment (PPE) required for practical training,
including coveralls, firefighters' safety boots, life jackets and other designated equipment where applicable.

> Trainees shall provide their own items as required by the instructor or course, such as safety shoes and other
designated equipment. For safety reasons, the Institute reserves the right to refuse participation in practical
training by trainees who fail to wear the required clothing, safety footwear or PPE. No course fee will be refunded
in such circumstances.

Physical Condition During Practical Training

> If a trainee feels unwell during classes or practical training, he/she must immediately stop the activity and inform
the instructor or staff member concerned. Trainees should assess their own health condition before participating
in practical activities. Any trainee suffering from heart disease, hypertension, asthma, epilepsy or any other
medical condition that may affect safety should inform the Institute prior to course commencement.

> MSTI reserves the right to immediately suspend or terminate an training if a student's physical condition or
behaviour poses a safety risk to themselves or others.

Certificate Award Requirements

> Trainees must satisfy the prescribed attendance requirements and obtain a pass in all relevant assessments,
tests and examinations before a certificate or statement of attainment will be awarded upon completion of the
course.

> Trainees should pay attention to the attendance and assessment requirements of individual courses.

> Unjustified lateness or absence may be regarded as absence from class.

Certificate Collection Arrangements

> Upon completion of the course, trainees will be notified by SMS when their certificate or statement of attainment
is ready for collection. Certificates may be collected in person or by an authorized representative with written
authorization. Certificates must be collected within 1 year stated in the notification.

Re-examination Arrangements

> If a trainee fails an assessment but is eligible for re-examination under the course regulations, the Institute will notify
the trainee of the re-examination arrangements. Trainees must attend the re-examination at the specified date, time
and venue. Re-examination results will be processed according to the relevant course requirements.

Class and Examination Arrangements During Adverse Weather Conditions

> When Tropical Cyclone Warning Signal No. 8 or above, Red or Black Rainstorm Warning Signal, or other
extreme weather conditions announced by the Government are in force, class and examination arrangements
shall follow the latest announcements published on the website of the Maritime Services Training Institute.
Make-up classes, examinations and related arrangements will be announced separately.

Insurance Arrangements

> The Maritime Services Training Institute maintains public liability insurance coverage for trainees. Trainees who
require more comprehensive protection are advised to arrange their own personal accident, medical or other
insurance coverage at their own expense.
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