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1. BACKGROUND

The Chartered Institute of Logistics and Transport in Hong Kong (CILTHK)
professional body for those who engaged in transport and Iégisticsling all
sectors of the industry, namely air, sea and land, for both passengers a
transport.It has a long history tracing back to 1919 when the Institute of Tre
was established in the United Kingdom. Its Royal Charter status was g
1926. The Chartered Institute of TransgGiT) first set up the Hong Kon
Branch in 1968. On Qctober 1991, the Hong Kong Section was upgrad
Territorial Organisation (formerly caldational Coundjlstatus and renamed t
Chartered Institute of Transport in Hong Kong (CITHK). This change
CITHK the authority to handle institute mattexdependently whilst shari
common agreed standartisrecognition of the fact that the fields of transport
logistics are complementary and highly interdependent and have a big ¢
activities and competence, the Institute hasrbeamed CITHK in late 2001Its
vision is to be recognised as the leading worldwide source and asst
excellence of transport and logistics professioAalef todate, its membersk
standsaround 1,80@&nd they work in a wide range of transport and loc
industries including shipping, logistics, airline, railway, road, public tr
government and consultancy.

2. THE EDUCATION & TRAINING COMMITTEE

21 Composition andAppointments

21.1 The Education & Training Committ@e&T), consisting of a chairperson ¢
committee membeme tobe either Chartered Fellows (FCILTs) or Chart
Members (CMILT)s

21.2 TheE&T is consistedf the following members:

Chairperson . Vice President / Nominee who must be a Council
Member appointed by the Council

Vice Chairperson : CMILT or above of CILTHK and to be appointed b
(if any) the Chairperson

Committee Members ;: CMILT or above of CILTHK

Coopted members : Invited at the discretion of the Education and Train
Committee

21.3 Terms of Office
1 Members are appointed for 2 years each time and mappeirged.

1 At least half of the members are invited to stay for the next term of o
providecontinuity.
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214 E&T Meetings
1 The Committee shall meetbonthly.
1 Quorum shall not be less tHmembers
1 Membersare expected to attend at least 50ébmimitteeneetings.

2.2 Terms of Reference

22.1 The E&T is under supervision of one of the designated Vice Presfidaet
CILTHK, andshallimplement CILTHK policies on education and training qu
and regulations; and to examine and administer the indbaisiecdlaccreditatic
and continual professioraucation for members

22.2 TheE&T is charged with the duties as specified in this Handbook.

1 To promote good practices for improving academic and professional g
transport and logistics.

1 To present to the Council appropriate passyes and proposed solutic
relating to education and training.

1 To establish and review CHK education syllabuses/regulations and pro
changes to the Council.

1 To report to the Council on issues related to training course provisi
quality.

1 To arrangehe CILTHK professionajualifying examinations andajgprove
examination results

1 To review enrolment statistics, examinatiesult statistics and othe
performance indicatoasid to upkeep examination quality

1 Torecommend to the Council the appointment of the Board of Examine

1 To inform members about procedures for accrediting educptmgramme:
for membership application.

1 To establish a procedure for accreditation which is accessibiemabais an:
ensure common educational standards.

1 To provide guidelines of Continuing Professional Development for memr
upgrade themselves with the latest developments in transport and logis

1 To vet and approve applications o$iictured CPD activities.

1 To establish subommittees or working parties as and when appropriate,
handle their business.

1 To orgarse educational activities to promote the standing of CILTHK
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3. CILT HK PROFESSIONAL QUALIFYING EXAMINATI ON
(PQE)
3.1 Introduction

This section provides detailed information about the arrangements of t
CILTHK Professional @alifyingExaminationgPQE) as fromNovember200}
onwards. It describes arrangements about the appointments of relevan
their terms of reference and duties, the examination administration ant
procedureand security issues.

3.2 Appointments and Terms of Reference of Responsible Ries

The CILTHK Professional @alifying Examination invoklveix @) major parties
They are the Education & Training ({B&Committee, the Examinatic
Subcommittee, the Board of Examiners (BOE), Paper Setters, Invigilat
Markers. The appointments and terms of reference of these parties are de
below paragraphs.

321 The Education & Training (E&T) Comieip

3.2.1.1 The E&T Committee is the main body to oversee the education and
activities for the Institute, including the GHKI Professional @alifying
Examination;

3.2.1.2 Under the E& Committee, there are various-Boimmittees which include t
Professional Qualifyingexamination Subommittee, theStudent Activitie:
Subcommittee the Scholarship Sebmmitteeand theContinuing Profession:
DevelopmenSubcommittee.

3.2.13 The terms of reference of the E&T Committee in relation to Examination a

a) confirming and revising, if necessary, the syllabuses of the exal
subjects, taking into considerations of the changing needs of the indt

b) ensuring that th&hole process of the qualifying examination is carrie
smoothly according to the time schedule and the approved rules
examination;

c) ensuring that the quality and standards of the examination are comp
equivalent to thosstipulated as of tH@lLT International standard

32.14 The E&T Committee in relation to Examinations is responsible for:

a) proposing to the Council the appointments of BOE members;

b) confirming the work timetable for tRQE Subcommittee;

Cc) appointing the Paper Setters, members of the BOE, Invigilators, and |

d announcing t he | nst iMILI/AfdidtesS tudent
Members and interested parties, including the date of registration
examinations;

e) ensuring that theQE Subcommittee is formed;
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f) ensuring that theQE Subcommittee can complete its work within the 1
schedule;

g) assisting th®QE Subcommittee in recruiting more help to clear uj
backlogs, if any, so as to meet the deadline of the work schedule pre:
sectior3.4,

h)  receiving and approving the review reports on the examination ¢
consolidated examination results submitted BBQEESubcommittee;

i)  approving theexaminee that receive the highest marks of 71 or abo
grade) asomireeof the Best Paper Awandipient

PASS GRADES

+P (Pass with Distinction) 71 marks or above
AP (Well Above Pass level) 66-70 marks

BP (Above Pass level) 60-65 marks

CP (Pass level) 5059 marks

FAIL GRADES

DO (Fail) 4049 marks

EO (Poor) 30-39marks

FO (Very Poor) 0-29 marks

)] announcing the examinatiperformancean the public medjeCILTHK
websiteandCILTHK Newsletter

k) assisting an Appeal Panel comprising three members of the BOE to |
and decide on the outcomes of apEgmst the examination results;

) submitting a summary report to @& THK Council on the implementatic
of the ProfessionalQualifyingExaminations and the examination res
including the recipients of the Best Paper Awards.

3.2.2 TheProfessiondDualifyingExamination Subommittee

3.2.2.1 ThePQE Subcommittee (hereafter, tRQE Subcommittee) is consisted of r
less tharthreemembers to handle the administration and preparation work
Professional @alifyingexaminations.

3.2.2.2 The terms of reference of tROQE Subcommittee are:

a) ensuring that the entire process of the administration and the prej
work of the ProfessionaQualifying Examinations is run according
schedule;

b) ensuring thathe Rofessional @Qalifying Examination papers are set w
the scope of the approved syllabuses;

c) ensuring thatn high level of security is maintaif@dthe Rofessiona
Qualifying Examinatien

3.2.2.3 ThePQE Subcommittee is responsible for:

a) liaising with and receiving from the Paper Setters the proposed exal
papers together with suggested answers and marking schemes;

b) arranging the proposed examination papers to be moderated
member(s) of the BOE who will also dewitiech questions will be selec
to form the official examination papers;

c) arranging the finalised examination papers to be typed in a format
official Rofessional @alifying Examination of the CILTHK;
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d) ensuring the typed examination papers are-q@adfvith care by one of t
authorised members of tRE Subcommittee;

e) arranging with contracted printers to print appropriate quanti
examination registration forms, examination answer bookgnseuply
answer sheets, examination result sheets, consolidate examination s

f)  sending byemail or post to MILT/Affiliate/S tudent members ar
prospective candidates the official examination registration form:
request;

g) accepting all applications for registration to the examination
MILT/Affiliate/S tudent Members of the CILHIK and other intereste
candidates;

h)  depositing all examination entrance fees (in cheques) to the accou
CILTHK;

i) making detailedrecal s about the candi dat e

)] issuing to each candidaaePQE Entry Admission Formwith unique
identification number which may be the HKID card number;

k) tallying the total number of candidates for each examination subject;

)) printing the examination papers under tight security;

m) keeping the proposed and printed examination papers, includi
suggested answers in a locked cabinet for the sake of tight security;

n) arranging or hiring appropriate venues as examimafgn

0) making necessary seating arrangements for every session of the exat
different examination venues;

p) briefing all invigilators about their duties at the examination halls;

g) despatching the examination papers, answer lsopkdementary answ
sheets, tag strings, etc., to the examination hall supervisor or tF
Invigilator of every examination venue before the examination starts;

r)  collecting the examination papers, answer scripts, and unused statiot
the exammation hall supervisor tre Chief Invigilator of every examinat
venue after the examination has finished;

s) delivered to each Marker the examination paper, answered scripts, ¢
answers, a marking scheme and a blank examination result ster&trig
purposes;

t)  collecting from each Marker the examination papers, answered
suggested answers, the marking scheme, and a duly filled examina
sheet for further action;

u) receiving from each Marker a summarised report omudlgy anc
performance of the answered scripts that he/she had marked;

v) auditing the answer scripts of each subject for the three best answe
three borderlinease scripts and three lowest score answer scripts
BOE to evaluate the margistandards and consistency of the Markers

w) compiling all examination result sheets into consolidated examinatic
sheets, which will be submitted to the E&T Committee for report and
purposes;

X)  notifying each candidate of thexamination results after the consolid
examination results have been confirmed by the E&T Committee;

y)  preparing to accept appeals from candidates;

z) handling the administration of the appeal prpcess

aa) nominateshe Best Paper Awards recipients to the Council through the
Committee

3.2.3 The Board of Examiners (BOE)
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3.2.3.1 TheChairperson of the&T Committeewill propose to the CILTHK Council a li
of professionals and academic professors/lecturers to be appointed as me
BOE. The BOE usually comprises five members. The serving term of the n
is two to three years, subject to the approval @fdbecil.

3.2.3.2 TheChairpersownf thePQE SubCommitteewill work closky with the BOE in al
aspects of the examination in relation to the responsibility of the BOE.

3.2.3.3 The terms of reference of the BOE are:
a) ensuring that adixaminations are conducted in a fair and consistent m
b) ensuring that the standard of {h®fessionafualifying examinations
comparable with the international standard.

3.2.3.4 Specifically, the BOE is responsible for:

a) moderating thproposed question papers and suggested model answ:

b) ensuring that the question papers and suggested answers are corre
respect;

C) ensuring that no unnecessary overlap exists among questions or pap
a level or between differdetels of the examination;

d) checking that the questions are set to cover different areas of the
syllabus rather than confining narrowly to a few subject areas;

e) ensuring that the length of the answer for each question is possibl
averageandidate to complete within the allotted time;

f)  ascertaining that the marking scheme is designed fairly;

g) ensuring that no ambiguity exists in the wordings of the questions;

h)  checking that no closmded questions are set in the papers;

i) checkinghat no question(s) from the previous examinatiothhas) beel
repeating in the same paper for the current examination;

)] ascertaining a consistent standard and format to be maintained for all
in the examinations.

3.2.3.5 The BOE mayecommend amendments to questions during the modera
examination papers. I n this cas
comment and amend the paper in the context of:

a) rephrasing the question;
b) altering the length of the question;
c) the number of areas being asked in the question.

3.2.3.6 In the event of different opinions on the question papers between the Pape
and the BOE, the papers should be passed t&hbheperson of th&&T
Committedor final decision.

3.2.3.7 The BOE must ensure that the Markers adhere to the marking scheme in
the answer scripts and maintain a high and consistent quality of marking.

3.2.3.8 The BOE is empowered to have access, if necessaryrdteatiéhal Qalifying

Examination papers and answer scripts including those not being sele
auditing.
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3.2.3.9 The BOE confirms the consolidated examination results of all subjects.

3.2.3.1 The BOE is responsible for making a decision on the final appeabyreu
appellant against his/her examination result in one or more of the exar
subjects. The BOE may recommend
that subject for the appellant, subject to finding in the appeal case.

3.24 Paper 8tters

3.2.4.1 The Paper Setters are selected from qualified academics from ufcodegjes:
or professionals from the Government and the indusagh examination pap
shall consist of:

a) setl015 questions in accordance with the prescribed subject syllab
paper must be printed, or written in block letters with black ink or bal
(see Appendi;

b) provide fully worked suggested answers (see ApPenalixhe questiot
paper. Thesuggested answers must either be printed or written in
letters with black ink or ballpoint. These suggested answers must be
form suitable for publication. If diagrams are used, they must be dra
black ink or ballpoint;

c) preparea fairly assigned marking scheme (see Appenasing the mark ¢
50 out of a 100 as the passing mark for each gapemaximum mark fc
each question should be 25.

d) ensure that the question papers are original and will not infringe the ¢
of any third party;

e) ensure that the question paper:

- is set in accordance with and adequately covers the syllabus pres
the Institute;

- can be completed by an average candidate within the allotted tin

- is accurate in all respetitat is, including the suggested answers;

- is printed in a form and style laid down by the Institute;

f)  co-operate with the BOE to ensure that the question papers and su
answers comply with the standards and requirements of the Institute

g) let theChairperson of thE&T Committego give final decision to resol
any differences in opinion between the Paper Setters and the BOE r
the examination papers.

3.25 Invigilators

3.2.5.1 The E&T Committee should recruit sufficient game staff(if required}o carry
out examination invigilation. These invigilators are only employed for the
of the examination and their remuneration is paid on an hourly basis.

3.2.5.2 The Chairperson of th&&T Committeeappoints one of the invigilators in
examination centre as the Chief Invigilator.

3.2.5.3 The Subcommittee should assign appropriate number of invigilators to ovel
examination process. (That age invigiladr if the examination room
accommodating up to 20 candidatesyornnvigilators if the examination roon
accommodating up to 60 candidates, or three invigilators for an examinati
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of 120 candidates, or five invigilators for an examinatiah 2@l candidates.)

3.2.5.4 The terms of reference of the invigilators are:
a) ensuring that the examination is conducted smoothly and in a fair
within the examination venue;
b) ensuring that there is no violation of the examination regulayicarsy
candidate;
c) ensuring that the examination is being conducted within the specifi
schedule.

3.2.5.5 The Chief Invigilator is responsible for:

a) receiving the examination papers, answer books, supplementary
sheets, tasfring, etc., from th€ILTHK Office;

b) ensuring that other invigilators are carrying out their duties with
regulations of the examination laid down b¥? @i Subcommittee;

c) ensuring that the candidates are waiting outside the examinatiati hal
minutes before the time of examination;

d) reminding the candidates that they are only allowed to sit accordin
seating plan and that they must put their books and notes at the bac
the examination hall;

e) reminding the candidateat they can only bring into the examination ha
necessary stationery and-pasgrammable calculators;

f)  reminding the candidates that they cannot leave the examination he
the first half hour of the examination and within the last halfdfidbe
examination;

g) exercising other necessary duties in the context of examination invig

h) reporting any cheating incidents to the authorised member(s)P&Er
Subcommittee who will take further action to handle the case;

i) tallying thenumber of all answer scripts and see whether it agrees v
number of answer books issued before the candidates are allowed to
examination hall;

)] returning the examination papers, answer scripts, examination att
sheet and unusedtstaery back to th€ILTHK Office.

3.2.5.6 Invigilators are responsible for:

a) distributing examination papers, and answer books on each desk as:
the examination 30 minutes before the time of examination;

b) putting up the seating plaatside the examination hall for the candidat
follow;

c) checking t RQE Entryg Adinissioa Foerdpainst their HKID
cards (number and photograph);

d) attending to the candidates' requests for assistance whenever they
their hands;

e) ensuring that the examination process is properly invigilated w
assistance of other invigilatarsny present in the hall;

f)  reportingto the Chief Invigilator the name(s) of the candidate(s) who |
found cheating by any means during the examination. The exar
paper(s) and answer book(s), plus the material evidence, of the
candidate(s) will be confiscated and theidate(s) is (are) told to leave
hall immediately;

11
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g collecting al/l answer scripts
examination;

h)  tidyingup the hall and preparing it for the next session of the examine
restoring it to its original conditions.

3.2.6 Paper Markers

3.2.6.1 The E&T Committee should recruit sufficient Paper Markers to mark the
scripts of a certain subj@cticcordance with the suggested answers provide
Markers could be the Paper Setters themselves, or some other membe
Institute.

3.2.6.2 The Markers should mark the answer scripts in accordance with the s
answers and the markicyesme provided. They should mark the paper impa
without any bias from their own individual points of view.

3.2.6.3 The award of marks to each answer should be fair and consistent al
candidates.

3.2.6.4 The Marker should complete marking all assigned answered scripts wit
weeks from the date he/she receives the scripts from the authorised mernr
the PQE Subcommittee.

3.2.6.5 Each Marker should complete the attached examination reset shth
information about each candi dated

3.2.6.6 Each Marker should submit a summary toPQ& Subcommittee about th
overall performance of the candidates in answering their questions
major/commonmi sunder standing or faults
reported in this summary.

3.3 General Administration
Table3.3.1 shows the major stages of administratiomglegth examinatio
matters.Brief explanation of these stagesveints and the parties responsible

such events are given.

Table3.3.1 Administrative Structure

Examination Brief Descriptions Responsible Parties
Events
Note of Issue notice to all examinati¢ E&T Committee
Examination candidates
Announcemendf | Decide which examination | E&T Committee
examination subjects are offered in the
subjects and examination, together with
syllabuses corresponding syllabuses
Setting of Appoint qualified lecturer(s) | E&T Committee an®QE
examination pape| set the examination papers, | Subcommittee
with model answers and
marking schemes

12
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Moderation of Check the standard of paperl BOE

papers
Arrangement of | Arrange registration of PQE Subcommittee
Examinations candidates, examination dat

and venues, printing and

despatching of papeasd

other related matters
Marking of Appoint qualified lecturers tq E&T Committee
examination scrip{ mark scripts
Confirmation of | Audit and approve the BOE

examination resul| examination results
Announcement of| Decide the final results of th{ E&T Committee
examination resul| examinations
Appeal Determine the validity of the| E&T Committee & BOE
appeal
AppendixC shows the structure of the CHK ProfessionaQualifying
Examination subjects to be offered for the different lefvatademic/profession
achievements.

34 Detailed Arrangements
In accordance with the general administration of examinations, the
arrangements of examinations should follow the time frame and the prc
stipulated below:

34.1 November

34.1.1 The E&T Committee proposes to the Council a list of professionals/lecture
appointed as members of BOE.

3.4.1.2 The E&T Committee starts to:
a) review the current syllabuses of the examination subjects;
b) recommend new reference books to suit any newly proposed syllab
C) prepare the examination timetable and work schedules;
d) prepare and approve the budget for the upcoming examinations.
34.2 December
34.2.1 ThePQE Subcommittee selects abdoks appropriate examination venues.

34.2.2 ThePQE Subcommittee starts to recruit suitable number of invigilators.

3.4.2.3 The PQE Subcommittee prepares the examination entry forms and sti
register the candidates for the examinatidviayn

34.3 January

3.4.3.1 The deadline of the examination registration is on the last Friday in Januai

13
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3.4.3.2 The PQE Subcommittee credits the examination fees into the bank accc
CILTHK.

34.4 February

3.4.4.1 TheChairperson of the&T Committeanvites qualified lecturers or professio
to serve as Paper Setters.

3.4.4.2 The E&T Committee must ensure that all question papers set by the Pape
are sealed in envelopascryptecemail(spnd sent to thBQE Subcommittedoy
the end of February.

3.4.4.3 TheChairperson of thE&T Committeanust ensure that the model answers
the selected questions or examination subjects and the corresponding
schemes are locked in a highly secured ¢pagssbrd-saved softcopgccessibl
only to the authorised member(s) appointed by thep@&isainof the PQE
Subcommittee.

34.4.4 The PQE Subcommittee arranges to have the moderated question papel
typed in an appropriate format and in a stsettyre manner. All typed ques
papers must be preodad for typographical errors.

3.4.45 ThePQE Subcommittee must finalise the examination timetable.
345 March

34.5.1 The E&T Committee ensures that B@E Subcommittee has submitted t
guestion papers to the BOE for moderation.

3.4.5.2 The BOE must complete the moderation process for each formal exan
paper within two weeks after receiving the question paper(s) frc
Subcommittee.

3.4.5.3 The PQE Subcommitteeconfirms all arrangements about the examination
and the recruitment of Invigilatpifsany

3.4.5.4 ThePQE Subcommittee notifies the registered candidates about the exan
timetable and the examination venueslayland/or post A menorandum on the
rules of examinations and the behaviour of candidates inside examination |
also be enclosed. Another memorandum informing the registered candida
possible remedial action if they fail to receivB@te Entry Admission Far by
the third week of April.

3.4.5.5 The PQE Subcommittee arranges to print the examination answer bool
supplementary answer sheets by a contracted, firietguires

3.4.5.6 The PQE Subcommittee prepares the examination result sheets for use
Markers. The names of the registered candidates for all subjects must
into the examination result sheets by RG@E Subcommittee before th
examinations.

14
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3.4.6 April

34.6.1 ThePQESubcommittee selects eight out of 1#0el5 proposed questions for e:
examination paper.

3.4.6.2 The Subcommittee arranges to print the question papers, which should be s
examination date and examination subjéxtse question papers should be st
in envelopes or parcel®nly the required number of copies of each examir
paper should be printed. (Note: the required number for each examination
the number of registered candidates plus fiveaopies.)

3.4.6.3 The Chairperson of the E&T Committee must ensure that these printed ¢
papers are kept in sealed envelopes or parcels and they must be locked i
which is only accessible to the authorised member(s) appointed by the Ch
of the PQE Subcommittee.

3.4.6.4 ThePQE Subcommittee issues an examinatiotice(with unique identificatio
number) to each registered candidate not later thegctheveek in April.

34.65 ThePQE Subcommittee takes immediate remedial action to issue a replace
any candidate whoBQE Entry Admission Formight have been lost in the pc
The replaceme®QE Entry Admission Formmust only be issued upon a sig
application from the registercandidate.

3.4.66 ThePQE Subcommittee must also cancel and revok@ @t Entry Admissior
Formthat has been issued but lost in the post. The identification number of
PQE Entry Admission Formmust be recorded for reference and/or adtiche
future.

3.4.67 ThePQE Subcommittee arranges to print the question papers undesesttidty
control. (Refer t8.5.5 for alternative action plan.)

3.4.68 ThePQE Subcommittee prepares the seating plan for each examination.
3.4.7 May

34.7.1 ThePQE Subcommittee supervises the examination process and ensures
examination is conducted in accordance with the examination instructi
guidelines approved by the E&T Committee and the CILTHK Council.

3.4.7.2 ThePQE Subcommittee must ensure that high security is maintained dur
despatch and receipt of the question papers and examination answer boc
Invigilator(s). Relevant documents such as the list of registered candidat
subject conceed, notes of guidance for the Invigilator(s), and the seating pl:
also be enclosed.

34.7.3 The PQE Subcommittee sends the answered scripts, together wit
corresponding model answers, marking schemes and examination result
theMarkers.

34.7.4 The Markers must complete marking the papers within four weeks a
examination. They must return all answer scripts, marking schemes,

15
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examination result sheets toRIG@E Subcommittee in sealed envelopes or pa
befae the deadline.

3.4.7.5 The Markers must also provide a summary on the performance of the answ
and their remarks about the quality of the answers given in the answer scr
feedback on the summary and remarks made by the Madtdys aitached to tr
examination result sheets when the Markers return the marked script
SubcommitteeChairperson.

3.4.8 June
34.8.1 ThePQE Subcommittee consolidates all examination result sheets.

3.4.8.2 ThePQE Subcommitteesorts out three best scripts, three borderline script
three | owest marks scripts from e
less than 25 candidates has two answer scripts instead.) These selected st
passed on to the BOE loe¢ the end of June for further action.

34.9  July

3.4.9.1 The BOE checks the selected scripts to substantiate the standard of markii
the Markers. Whenever necessary, the BOE will recommend to th
Committee to adjust the marks of plapers.

3.4.9.2 The BOE returns all the audited papers and approve the examination rest
E&T Committee not later than second week of July.

3.4.9.3 The E&T Committee confirms the examination results and the list of car
who are eliglb for the Best Paper Awards.

3.4.9.4 The E&T Committee proposes those Best Paper Awards recipients to the

3.4.9.5 The BOE will evaluate all answer scripts, if necessary, in order to come
consolidated review on the quality pedormance of the examination for fut
guidance. This review may also include the feedback on the overall perfor
the answer scripts and the remarks made by the Markers.

3.4.10 August

34.101 ThePQE Subcommittee notifies each registered candidate of his/her exanr
results by post not later than mdgust.

34.12 The E&T Committee prepares to receive any appeal application(s) fr
registered candidates, within the next three weekshaftannouncement of tl
examination results.

34.11 September

3.4.11.1 The E&T Committee will notify the candidate (if any) the results of the ap
post.

34112 The E&T Commi tt ee publ i shes the 0Qu
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Thisreportserves as a consolidated summary on the common faults in att
the examination papensay incorporate some reviews of the Paper Markers
performance of thanswers given by the candidaféisis summary may serve
reference to future paper setters, examiners, candidates and other interesi

35 Security
35.1 High security must be imposed on all of the following stages:

a) custody othe proposed examination papers;

b) handling of the proposed examination papers between the BOERQE&t
Subcommittee;

c) printing of examination papers;

d) packing of examination papers;

e) despatch of examination papers and answer books on theofd
examination;

f)  receiving of examination papers and answered scripts after the exan

35.2 When thePQE Subcommittee receives the proposed examination paper:
Paper Setters, the following measures must be taken:

35.2.1 The PQE Subcommittee must ensure that all proposed examination pap
sealed in envelopesicrypte@mail(s)subject by subjeethereas sealed envelo
are locked in a secured cabinet.

35.2.2 No person other than the appointed memper@d the PQE
Subcommitte&esignated staffs allowed to open the secured calsicetss
encrypte@mail(s) Thesecured cabinet should only be opened when the autt
member(s) of theQE Subcommitteédesignated stafé (are) required to retrie
or return theproposed or formal examination papers from or to the cabinet.

3.5.2.3 Before the examination, the sealed/ackyptedmail(smay be opened for tt
purpose of moderating the examination paper(s) by the BOE. If the
pack encryptecmail(s)s(are)opened or damaged on any occasion other thi
moderation or at the examination hall(s), all the examination papers in this |
or damage@ackor damagedile are invalid.

35.3 When moderation of question papers is taking pladelloingng measures mu
be taken:

35.3.1 Security must be ensured during the time when the authorised member|
PQE Subcommitteé&designated staffives the proposed examination papers t
BOE for moderation. The membelidssignated stafhould remind BOE
members of strict confidentiality when the examination paperer file(spre
under their custody.

3.5.3.2 The BOE must return the moderated examination paper(s) in sealed enwv
the authorised member(s) of P@E Subcommitte/designated stafivho will
return the sealed pack into the secured cabinet.

3.5.3.3 The authorised member(s) of B@E Subcommitteédesignated staghould keef
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the same degree of high security
354 When theexamination papers are printed, the following measures must be

35.4.1 The authorised member(s) of tROE Subcommitteédesignated staffnust
ensure that the reserved printing room is restricted to himself/herself p
printing worker onlyf any The printing process must be done under tight se:

35.4.2 The authorised member(s) of tROE Subcommitteédesignated staffnust
ensure that the total number of sheet of papers used in printing must be
before and after the ptimg of examination papers.

3.5.4.3 The authorised member(s) of tROE Subcommitteédesignated staffnust
destroy all test printing pages and any corrupted printing pages before the
of action (that is, packing).

35.5 When packing thexamination papers, the following measures must be take

3.5.5.1 The authorised member(s) of B@E Subcommitteédesignated stafihust sort
the printed examination papers by examination subject and examination d

3.5.5.2 The authorised member(s) of B@E Subcommitteédesignated stafhust pack
the examination papers in lasge manila envelopes. The total numbe
examination papers per subject to be printed and packed must be equ
number of registered cadalies seating for the subject examination plus
examination papers more. (Remark: These extra examination papers i
copi es. After the examination, o
copies will be put in the CILTHK libragr ffuture references.)

3.5.5.3 The authorised member(s) of BOE Subcommitteédesignated stafhust sea
the packs of examination papers and return them to the secured cabinet fol

35.6 On the day of the examination, the followm@gsures must be taken:

35.6.1 The appointed invigilator(s) must get the correct packs of examination
answer books and supplementary answer sheets plus tag strings from the
member(s) of thé?QE Subcommitte&designated staff That supervisor o
Invigilator must sign for the receipt of examination pagerfShe then travels ar
delivers the examination papers and answer books to the examination hal

3.5.6.2 The examination hall supervisor or@héef Invigilator must nobpen the seale
pack(s) earlier than 30 minutes before the examination time. The exa
papers must be distributed to eac
least 10 minutes before the examination starts.

3.5.6.3 The ChiefInvigiator must ensure that no candidates are allowed to enter
until 20 minutes before the examination starts.

35.7 At the end of the examination, the following measures must be taken:

3.5.7.1 The ChiefInvigilator must account for the five copies of question papers (
than five with justification), and answer scripts. Any supplementary answ
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used by the candidate(s) must be tagged properly with the answer script
collection. Anynmused answer books must also be collected and returnec
Subcommittee.

3.5.7.2 The Invigilator must put the answer scripts and the examination paper
envelopes provided and seal them properly. He/She then delivers the see
of ansver books and examination papers plus unused stationery in persc
authorised member(s) of ROE Subcommitteédesignated staff

35.8 When passing or receiving the answer scripts to or from the Markers, the
measures are as follows:

35.8.1 The authorised member(s) of tROE Subcommitteédesignated staffnust
ensure that sealed pack(s) of answer scripts are sent by a secured met
marker(s) for marking. Documents, such as the model answers, the
schemes and the exaation result sheets for the corresponding su
examination, must also be sent with the sealed packs.

3.5.8.2 Each Marker must complete the marking of examination scripts within fou
from the date he receives the sealed pack(s) of anpi®r Bierineeds to return
the answer scripts together with the completed examination result sheets i
pack to thd®QE Subcommittee.

35.9 The PQE Subcommittee must keep in custody of all the marked answer bo
at least one yearhese marked answer books shall be destroyed after the €
this year of custody.

3.6 Appeal Procedures

36.1 A candidate may appeal against the results of the examination of any
he/she has a good reason to believe that:

(a) there may be an error in the marking of his/her answer script, or
(b) there has been an irregularity in the conduct of an examination.

3.6.2 The appellant has to lodge an appeal within 21 calendar days &
announcement of thresults.

3.6.3 The appellant has to pay HK$800 per subject for the appeal. (The amount
to adjustments as approved byGHeTHK Council.)

36.4 After receiving the written petition and the appropriate fee for the appeal, t
Committee will rexamine the paper, focusing on the reason(s) being liste
appeal.

3.6.5 If the appeal is found with valid grounds, the E&T Committee \adijust the
marks and amend the results accordingly. The E&T Committee Chairpel
notify the appellant accordingly.

3.6.6 If the appeal is found with no valid grounds, the appellant will be notified
E&T Committee Chairpersaccordingly. If the appellant is still not satisfied
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the appeal results, he/she can make adeqppeal. This second appeal she
attended by the Appeal Panel formed from the BOE to review the answe
again. The verdict of this Appeal Panel is final.

TheChairperson of the&T Committeawill notify the appellant formally about-
results of the appeal within one calendar month. The normal result of ai
would either be (i) a-eedj ust ed mar k or grade
subject, or (ii) retaining the original markioges

The payment for the appeal will not be refunded in any circumstances.

INDIVIDUAL -BASED ACCREDITATION

Requirements
The requirements specified are laid down for the following purposes:

a) To provideguidelines for the assessment of exemption application:
individual member with acceptable qualifications;

b) Tolay down the procedures to handle exemption applications from in
membey

c) To maintain a hi g hprdessoomadgaatifidation.f

The general rules are:

a) Exemption may be given to an applicant by virtue of his/her previous
and examination results;

b) Exemption will not be considered for any incomplete qualifications;

c) If 70%or above is identical in mapping the syllabus coverage, exemp:
be considered,;

d) For external pass gained in courses of studies at the tertiary ins
exemptions will be granted on subject to subject basesxwitimnatior
results at Gradeé/ 60% Markor above

e) Qualifications awarded from overseas institutions will be considered t
individual merits

f)  No exemption will be given to applicants whose qualifications are obt:
exemptions grantday local or overseas educational institutes.

Application Procedures

After receiving the application, the Chairmddf Committee othe Chairmar
of PQE Subcommitteewill evaluate the qualifications of the applicant an
report to theE&T Committeefor the decisions.

The applicant will be informed by writing of the result made.

Exemptiorfees will be charged to applicants and once paid thep-eetundable
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424 The E&T Committeewill assess the exemption fees at regular intervals w
rights to amend the fees.

4.3 Appeal Procedures

4.3.1 An applicant who is dissatisfied about the decisions B&ih€Committeemay
write to the Committee stating clearly his/her reasons for appealE&Th
Committeeshall look into the case again in view of the reasons given.

4.3.2 A fee will be charged to applisarid once paid it is ngafundable.

4.3.3 If the applcant is dissatisfied about the decissdtise E&T Committee after tr
appeal review, he/she may write toGHeTHK Council stating clearly the reas
for appeal An additional amount will be charged to the applicant and once
non-refundable.

4.3.4 The CILTHK Council shall consider the case and inform the applicant at
decision within one month after receiving the appeal case.

435 The decision of theILTHK Council will be final.

S. CONTINUING PROFESSIO NAL DEVELOPMENT

51 Background and Objectives

51.1 The competitive economic environment and the-aghagrging techniques
logistics and transport industry demand CILT members to constantly upd.
knowledge and skills in order to maintain tpefessional competence &
technical knowledge. The Institute resegrthat it is not possible to achieve
purely through working experience. An effective Continuing Profe
Development (CPD) programme is one way in which members carasbekvg
this target.

51.2 In addition, the CPD programme is also a means to encourage members to
continuous improvement of their competence not only in their respective
also in wider areas of logistics and transport industry.

51.3 The objectives of the CPD programme are:

a) To maintain and enhance the professional knowdédgambers;

b) To assist members to acquire new knowledge and technique, to un
the recent development of logistics and transport field, and to m
changing economic environment;

c) To provide reasonable assurance to the public that members h
professional knowledge and skills required to perform their tasks.

51.4 The Institute recogses that the effectiveness of CPD is best measured in te
what has been learned as well as the relevancy of the nature of CPD activi
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logistics and transport.

52 Structure

52.1 There are two categories of CPD.
ounstructuredo6 (i @GHDopointsaare awaedadrta memk
taking part in these kinds of structured strustured CPD activities.

52.2 Structured CPzan be achieved through interaction with other individual
necessarily other membershr exampleattending technicaleetings, seminal
lectures, courses (including-@oarse or meeting preparation) could consi
structured CPD.This may also be achieved through distance learning, wt
course is assessed and/or leads to a further qualifiét®earch for mew piece
of work is also considered to be a structured activity since the knowledge g
be actively applied.

52.3 The following activities are considered structured CPD activities, to the ex
the material prepared or reviewed origpation by the member is relevan
professional development:

a) Attendance at conferences, semingssoééssional bodies;

b) Distance learning with feedback or some form of assessment;

c)  Studying for professional qualification;

d) Undertaking research;

e) Attendance at job related short courses;

f)  Teaching and making presentations (repeated presentations of th
should be considered for this purpose);

g  Writing of technical or professional articles, papers or books;

h)  Undertaking technical research for a new piece gf work

i) Participating in seminar orgeniby CILTHK with similar nature in logist
and transport industry;

)] Participating in other activitiéscluding site visitecogrsed by E&T
Committedor CPD purposes.

524 For structured CPD activities which require more time to achieve the
stipulated in claus&.3 from (a) tg); they will be award&@200 CPD points fol
each of these activities.

525 All structured CPD activitishall be recogsid by CILTHK. The orgasars of
these structured CPD activities shall apply to the E&T Committee for recc
(Appendix O) The E&T Committee shall issue an accreditation letter
organgers if the activities approprigteneetthe CPD requirements. CILTHI
reserves the right to charge administrative fees for such accreditation serv

52.6 All applications of accreditation for the purpose of CPD shall be made at I
week prior to the events. In casesrgvpplicabns are made after the eve
details of the activitiéisat have takeplace shall be provided for assessment.

527 Unstructured CPs normally achieved through private reading and study.
usually be undertaken as part of a regular and gradual development progr
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528 The following activities constitute unstructured CPD learning activities:

a) Reading of technical and professional literature.
Reading of recogeed professional journals and magazines may be con
as part of CPD. Individuals may have to demde what extent readir
particular items constitutes CPD, and to recore gpEific items on the
CPD form It is up to E&T Committee to consider whether the acti
constitute CPD. Mere subscription to a publication does not constitut

b) Individual home study.
Viewing of videos, television programmes, thef aseliotapes, participatic
in computer based learning programmes, distance learning or any a
form of learning where there is no interaction with other individuals, .
assessment (in the form of a further qualification) may also co@&tiut
Individuals are required to record these specific items on their CPD fol
it is up to E&T Committee to consider whether the activities constitute

c) Serving as a member of committees and working groups of a prof
body.

d) Coaching and mentoring.

529 Unstructured CPD activities stipulated in clauge® (a) and (dyill be awarde:
1040 CPD points for eadf theseactivities

52.0 The following activities wouldot normally be considered as structurec
unstructured CPD activities:

a) Normal working activities (other than research):
- any activities carried out as part of member's daily work;
- activitiegarried out outside office hours which are similar to daily
b) Internal meetings:
- held specifically for staff where the purpose is to acquaint parti
with the mechanics and administration of the cedem;
- board/partners’ meeting®&innual General Meetings, Extraordir
General Meetings and other similar meetings (where the subject
not technical).

53 Requirements

53.1 Members are required to maintifficientrecords and documentary evidenc
support their attendance or completion of structured CPD activities for a m
of two years, and to provide such records and documentary evidence whe
selected for a random audit to be condumtthiallyby the Institute.

53.2 It is the liability of members to keep and maintain a good CPD rdoardse of
being selected, members must produce their own CPD records and r
information and documentary evidence for audit at the appointed time. A si
the CPD reord form is shown in Appendik

53.3 In consideration of the minimuB8PD requirements, the Institute recegmithat
the effectiveness of CPD is best measured in terms of what has been learr
as the relevancy of the nature of CPD activities to logistics and tramsihost
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regard, a point system is introducetha yardstick of this system.

53.4 The minimum CPD points required for a CMILT are at least 200 CPD pc
every two years.

53.5 Members may use their discretion in determining the supporting docum
necessary to show that they h@auticipated in a structured CPD activity.

53.6 Credit given for unstructured CPD activities should be no more than 1C
points.

54 Non-compliance

54.1 The I nstituteds intention in i nthe

professional competence of members is maintained and enhanced. Ther
monitoring mechanism will initially focus on bringing members into com
within a reasonable period of time.

54.2 The Councilhas delegated the E&ommittee to monitor members' complia
with the requirements of CPD.

54.3 The E&T Committee shall carry @aubienniahudit of members' compliance w
the CPD requirement3he Institute will generate a random sample of memk
be auditedMembers selected are notified in writing and required to submi
Institute their CPD records for the immediate precedingpnths together witt
all relevant documentary evidence, wherever possible and applicable, t
attendance or complatiof the structured CPD activities that they have ider
in their CPD records.

54.4 Upon request by the E&T Committee, members shall provide the ne
information or documentary evidence within a reasonable period of time
annual audit.

545 The E&T Committee may inquire into apparent failures by members iyitg!
withthe CPD requirements, and may deal with a complaint made in relation
requirements.The determination of whether a member has breached the
requirementeests with the E&T Committee.

5.4.6 Members who fail to meet the minimum CPD requirements will be given ac
the appropriate CPD activities and an action plan for completing the shortfa
a reasonable period of timEne E&T Committee williveawritten warning ta
memberfor non-compliance of CPD requirements.

54.7 In case of persistent noompliance with CPD requirements after two wr
warnings within one year, the men

54.8 Extreme cases of failure to comply or persistenicompliance with CPI
requirements referred to the Council may lead to the disqualification of me
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Appendix A Professional Qualification Programme

Path 1 Path 2 Path 3

Degree Holder Degree Holder Non-Dearee Holder
(Transport or Logistics)i (Non-Transport or Logistics) g
Practical Experience Practical Experience Practical Experience
(at least 4 years) (at least 8 years) (at least 12 years)

CILT Conversion Course [
PQE /
VIVA VOCE Examination

Chartered Membership of the Chartered Institute of Logistics and Transport (CMI

Remarks: PQE is CIIHK Professional Qualifying Examination
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Appendix B CILT International Key Knowledge Areas

4+
‘ ’ The Chartered

« . » Institute of Logistics
"’ and Transport

DRIVING KNOWLEDGE,
DELIVERING QUALITY

Our Key Knowledge Areas
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Key Knowledge Areas Driving Knowledge, Delivering Quality

Introducing the Key
Knowledge Areas (KKA)

The Chartered Institute of Logistics and Transport (CILT) is a
global membership body with over 34,000 individual members
in over 34 countries across the world. Each CILT body shares
common standards for CILT membership. This document
provides guidance on the Key Knowledge Areas for Chartered
Membership (version 2017).

Contents

Introducing the Key Knowledge Areas

How the Key Knowledge Areas link to professional
development and career progression

The different ways of using the Key Knowledge Areas 5
- University sector
- Qualification development
- In-company programmes
- Membership elections
- Benchmarking and short courses / Continuing
Professional Development

The KKA must also reflect our global community
and our intemational values.

The KKA provide the benchmark for meeting
the knowledge requirements for Chartered

Membership (CMILT) of the Institute.
There are four groups of Core Generic Areas

which apply across the profession, whether an
development of CILT qualifications and the individual works in planning, management or any
accreditation of university degrees and in- other sector within the transport and logistics
company development programmes. Sometimes  industry. All areas are averarched by a customer
refemed to as the Body of Knowledge, the KKA facing approach.

describe the concepts which make up the
Institute’s professional domain and footprint.

The KKA are used to provide the basis for the

The Key Knowledge Areas for Chartered Membership 12
of CILT W

These Core Generic Areas are complemented by
eight Specialist Key Knowledge Areas (Technical

In developing and updating the KKA, it is Areas) as shown in the diagram below.

- Overarching Customer and
Improvement Principles

important to ensure that the KKA do not date too
quickly. They are written in a manner which can
accommodate the rapid speed of change within
the world of transport and logistics, and external

Additional guidance on how the Core Generic
Areas can be interpreted in the context of the
Specialist Areas will be developed and available

- Core Generic Areas
- Specialist Key Knowledge Areas

% factors which may impact on the profession. inautumn 2017.

Toolkit Resources and Support \ See back cover
~ See back cover

Where to go for help and %:'Ce :

£y

| Key Knowledge Areas Framework

Customer Centric and Continuous Improvement Principles

Specialist Key Knowledge Areas

Core Generic Areas

A Integrated strategic planning, s1 Supply Chain Management

management and systems thinking

s2 Operations Management

s3 Procurement and Supplier Management

B. Efficiency, quality and risk

sa Logistics Systems

c. Technology, analysis, adoption ss Transport Infrastructure and Network Planning
and monitonng ss Passenger Movement

p.Society, sustainability and the Srlpsea U s e

global community ss International Trade and Transport

ciltinternational.org ciltinternational.org

™
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