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1. BACKGROUND 
  
 The Chartered Institute of Logistics and Transport in Hong Kong (CILTHK) is the 

professional body for those who engaged in transport and logistics ð including all 
sectors of the industry, namely air, sea and land, for both passengers and freight 
transport.  It has a long history tracing back to 1919 when the Institute of Transport 
was established in the United Kingdom.  Its Royal Charter status was granted in 
1926.  The Chartered Institute of Transport (CIT) first set up the Hong Kong 
Branch in 1968.  On 1 October 1991, the Hong Kong Section was upgraded to 
Territorial Organisation (formerly called National Council) status and renamed the 
Chartered Institute of Transport in Hong Kong (CITHK).  This change gave 
CITHK the authority to handle institute matters independently whilst sharing 
common agreed standards.  In recognition of the fact that the fields of transport and 
logistics are complementary and highly interdependent and have a big overlap of 
activities and competence, the Institute has been renamed CILTHK in late 2001.  Its 
vision is to be recognised as the leading worldwide source and assurance of 
excellence of transport and logistics professionals.  As of todate, its membership 
stands around 1,800 and they work in a wide range of transport and logistics 
industries including shipping, logistics, airline, railway, road, public transport, 
government and consultancy.   

  
  
  

2. THE EDUCATION & TRAINING  COMMITTEE  
  
  
2.1 Composition and Appointments 
  
2.1.1 The Education & Training Committee (E&T), consisting of a chairperson and 

committee members are to be either Chartered Fellows (FCILTs) or Chartered 
Members (CMILTs). 

  
2.1.2 The E&T is consisted of the following members: 
  
 Chairperson 

 
 
Vice Chairperson 
(if any) 
 
Committee Members 
 
Co-opted members 
 

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

 
: CMILT or above of CILTHK and to be appointed by 

the Chairperson 
 
: CMILT or above of CILTHK 
 
: Invited at the discretion of the Education and Training 

Committee 
  
2.1.3 Terms of Office 
 ¶ Members are appointed for 2 years each time and may be re-appointed. 

 

¶ At least half of the members are invited to stay for the next term of office to 
provide continuity. 
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2.1.4 E&T Meetings 
 ¶ The Committee shall meet bi-monthly. 

¶ Quorum shall not be less than 6 members 

¶ Members are expected to attend at least 50% of committee meetings. 
  
  
2.2 Terms of Reference 
  
2.2.1 The E&T is under supervision of one of the designated Vice President of the 

CILTHK, and shall implement CILTHK policies on education and training quality 
and regulations; and to examine and administer the individual-based accreditation 
and continual professional education for members 

  
2.2.2 The E&T is charged with the duties as specified in this Handbook. 
 ¶ To promote good practices for improving academic and professional quality in 

transport and logistics. 
  
 ¶ To present to the Council appropriate policy issues and proposed solutions 

relating to education and training. 
  
 ¶ To establish and review CILTHK education syllabuses/regulations and propose 

changes to the Council. 
  
 ¶ To report to the Council on issues related to training course provision and 

quality. 
  
 ¶ To arrange the CILTHK professional qualifying examinations and to approve 

examination results. 
  
 ¶ To review enrolment statistics, examination result statistics and other 

performance indicators and to upkeep examination quality. 
  
 ¶ To recommend to the Council the appointment of the Board of Examiners. 
  
 ¶ To inform members about procedures for accrediting educational programmes 

for membership application. 
  
 ¶ To establish a procedure for accreditation which is accessible to all members and 

ensure common educational standards. 
  
 ¶ To provide guidelines of Continuing Professional Development for members to 

upgrade themselves with the latest developments in transport and logistics. 
  
 ¶ To vet and approve applications of all structured CPD activities. 
  
 ¶ To establish sub-committees or working parties as and when appropriate, and to 

handle their business. 
  
 ¶ To organise 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 the local 

CILTHK Professional Qualifying Examinations (PQE) as from November 2004 
onwards.  It describes arrangements about the appointments of relevant parties, 
their terms of reference and duties, the examination administration and appeal 
procedure, and security issues. 

  
  
3.2 Appointments and Terms of Reference of Responsible Parties 
  
 The CILTHK Professional Qualifying Examination involves six (6) major parties.  

They are the Education & Training (E&T) Committee, the Examination 
Sub-committee, the Board of Examiners (BOE), Paper Setters, Invigilators and 
Markers.  The appointments and terms of reference of these parties are described in 
below paragraphs. 

  
3.2.1 The Education & Training (E&T) Committee  
  
3.2.1.1 The E&T Committee is the main body to oversee the education and training 

activities for the Institute, including the CILTHK Professional Qualifying 
Examination; 

  
3.2.1.2 Under the E&T Committee, there are various Sub-committees which include the 

Professional Qualifying Examination Sub-committee, the Student Activities 
Sub-committee, the Scholarship Sub-committee and the Continuing Professional 
Development Sub-committee. 

  
3.2.1.3 The terms of reference of the E&T Committee in relation to Examination are: 
  
 a)  confirming and revising, if necessary, the syllabuses of the examination 

subjects, taking into considerations of the changing needs of the industry; 
 b)  ensuring that the whole process of the qualifying examination is carried out 

smoothly according to the time schedule and the approved rules for the 
examination; 

 c)  ensuring that the quality and standards of the examination are comparable or 
equivalent to those stipulated as of the CILT International standard. 

  
3.2.1.4 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 the PQE Sub-committee; 
 c)  appointing the Paper Setters, members of the BOE, Invigilators, and Markers; 
 d)  announcing the Instituteõs examination to all MILT/Affiliate/S tudent 

Members and interested parties, including the date of registration for the 
examinations; 

 e)  ensuring that the PQE Sub-committee is formed; 
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 f)  ensuring that the PQE Sub-committee can complete its work within the time 
schedule; 

 g)  assisting the PQE Sub-committee in recruiting more help to clear up all 
backlogs, if any, so as to meet the deadline of the work schedule prescribed in 
section 3.4; 

 h)  receiving and approving the review reports on the examination and the 
consolidated examination results submitted by the PQE Sub-committee; 

 i)  approving the examinee that receive the highest marks of 71 or above (+P 
grade) as nominee of the Best Paper Awards recipient; 

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)  50-59 marks 

FAIL GRADES 

DO (Fail) 40-49 marks 

EO (Poor) 30-39 marks 

FO (Very Poor) 0-29 marks 
 

 j)  announcing the examination performance in the public media, CILTHK 
website and CILTHK Newsletter; 

 k)  assisting an Appeal Panel comprising three members of the BOE to look into 
and decide on the outcomes of appeals against the examination results; 

 l)  submitting a summary report to the CILTHK Council on the implementation 
of the Professional Qualifying Examinations and the examination results, 
including the recipients of the Best Paper Awards. 

  
3.2.2 The Professional Qualifying Examination Sub-committee 
  
3.2.2.1 The PQE Sub-committee (hereafter, the PQE Sub-committee) is consisted of not 

less than three members to handle the administration and preparation work of the 
Professional Qualifying Examinations. 

  
3.2.2.2 The terms of reference of the PQE Sub-committee are: 
  
 a)  ensuring that the entire process of the administration and the preparation 

work of the Professional Qualifying Examinations is run according to 
schedule; 

 b)  ensuring that the Professional Qualifying Examination papers are set within 
the scope of the approved syllabuses; 

 c)  ensuring that a high level of security is maintained for the Professional 
Qualifying Examinations . 

  
3.2.2.3 The PQE Sub-committee is responsible for: 
   
 a)  liaising with and receiving from the Paper Setters the proposed examination 

papers together with suggested answers and marking schemes; 
 b)  arranging the proposed examination papers to be moderated by the 

member(s) of the BOE who will also decide which questions will be selected 
to form the official examination papers; 

 c)  arranging the finalised examination papers to be typed in a format for the 
official Professional Qualifying Examination of the CILTHK; 
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 d)  ensuring the typed examination papers are proof-read with care by one of the 
authorised members of the PQE Sub-committee; 

 e)  arranging with contracted printers to print appropriate quantity of 
examination registration forms, examination answer books, supplementary 
answer sheets, examination result sheets, consolidate examination sheets, etc.; 

 f)  sending by email or post to MILT/Affiliate/S tudent members and 
prospective candidates the official examination registration forms upon 
request; 

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

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

 i)  making detailed records about the candidatesõ selected examination subjects; 
 j)  issuing to each candidate a PQE Entry Admission Form with unique 

identification number which may be the HKID card number; 
 k)  tallying the total number of candidates for each examination subject; 
 l)  printing the examination papers under tight security; 
 m)  keeping the proposed and printed examination papers, including the 

suggested answers in a locked cabinet for the sake of tight security; 
 n)  arranging or hiring appropriate venues as examination halls; 
 o)  making necessary seating arrangements for every session of the examination at 

different examination venues; 
 p)  briefing all invigilators about their duties at the examination halls; 
 q)  despatching the examination papers, answer books, supplementary answer 

sheets, tag strings, etc., to the examination hall supervisor or the Chief 
Invigilator of every examination venue before the examination starts; 

 r)  collecting the examination papers, answer scripts, and unused stationery from 
the examination hall supervisor or the Chief Invigilator of every examination 
venue after the examination has finished; 

 s)  delivered to each Marker the examination paper, answered scripts, suggested 
answers, a marking scheme and a blank examination result sheet for marking 
purposes; 

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

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

 v)  auditing the answer scripts of each subject for the three best answer scripts, 
three borderline-case scripts and three lowest score answer scripts for the 
BOE to evaluate the marking standards and consistency of the Markers; 

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

 x)  notifying each candidate of their examination results after the consolidated 
examination results have been confirmed by the E&T Committee; 

 y)  preparing to accept appeals from candidates; 
 z)  handling the administration of the appeal process; 
 aa)  nominates the Best Paper Awards recipients to the Council through the E&T 

Committee. 
  
3.2.3 The Board of Examiners (BOE) 
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3.2.3.1 The Chairperson of the E&T Committee will propose to the CILTHK Council a list 

of professionals and academic professors/lecturers to be appointed as members of 
BOE.  The BOE usually comprises five members.  The serving term of the members 
is two to three years, subject to the approval of the Council. 

  
3.2.3.2 The Chairperson of the PQE Sub-Committee will work closely with the BOE in all 

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 all examinations are conducted in a fair and consistent manner; 
 b)  ensuring that the standard of the professional qualifying examinations is 

comparable with the international standard. 
  
3.2.3.4 Specifically, the BOE is responsible for: 
  
 a)  moderating the proposed question papers and suggested model answers; 
 b)  ensuring that the question papers and suggested answers are correct in every 

respect; 
 c)  ensuring that no unnecessary overlap exists among questions or papers within 

a level or between different levels of the examination; 
 d)  checking that the questions are set to cover different areas of the subject 

syllabus rather than confining narrowly to a few subject areas; 
 e)  ensuring that the length of the answer for each question is possible for an 

average candidate 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 close-ended questions are set in the papers; 
 i)  checking that no question(s) from the previous examination has (have) been 

repeating in the same paper for the current examination; 
 j)  ascertaining a consistent standard and format to be maintained for all subjects 

in the examinations.  
  
3.2.3.5 The BOE may recommend amendments to questions during the moderation of 

examination papers.  In this case, the Paper Setters must follow the Boardõs 
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 Paper Setters 

and the BOE, the papers should be passed to the Chairperson of the E&T 
Committee for final decision. 

  
3.2.3.7 The BOE must ensure that the Markers adhere to the marking scheme in marking 

the answer scripts and maintain a high and consistent quality of marking. 
  
3.2.3.8 The BOE is empowered to have access, if necessary, to all Professional Qualifying 

Examination papers and answer scripts including those not being selected for 
auditing. 
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3.2.3.9 The BOE confirms the consolidated examination results of all subjects. 
  
  
3.2.3.11 The BOE is responsible for making a decision on the final appeal made by an 

appellant against his/her examination result in one or more of the examination 
subjects.   The BOE may recommend òto alter or not to alter the overall result for 
that subject for the appellant, subject to finding in the appeal case. 

  
3.2.4 Paper Setters 
  
3.2.4.1 The Paper Setters are selected from qualified academics from universities/colleges, 

or professionals from the Government and the industry.  Each examination paper 
shall consist of: 

  
 a) set 10-15 questions in accordance with the prescribed subject syllabus.  The 

paper must be printed, or written in block letters with black ink or ball point 
(see Appendix I); 

 b) provide fully worked suggested answers (see Appendix J) to the question 
paper.  The suggested answers must either be printed or written in block 
letters with black ink or ballpoint.  These suggested answers must be put in a 
form suitable for publication.  If diagrams are used, they must be drawn with 
black ink or ballpoint; 

 c) prepare a fairly assigned marking scheme (see Appendix K) using the mark of 
50 out of a 100 as the passing mark for each paper.  The maximum mark for 
each question should be 25. 

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

 e) ensure that the question paper: 
  - is set in accordance with and adequately covers the syllabus prescribed by 

the Institute; 
  - can be completed by an average candidate within the allotted time; 
  - is accurate in all respects, that 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 suggested 

answers comply with the standards and requirements of the Institute.   
 g) let the Chairperson of the E&T Committee to give final decision to resolve 

any differences in opinion between the Paper Setters and the BOE regarding 
the examination papers. 

  
3.2.5 Invigilators 
  
3.2.5.1 The E&T Committee should recruit sufficient part-time staff (if required) to carry 

out examination invigilation.  These invigilators are only employed for the duration 
of the examination and their remuneration is paid on an hourly basis. 

  
3.2.5.2 The Chairperson of the E&T Committee appoints one of the invigilators in an 

examination centre as the Chief Invigilator. 
  
3.2.5.3 The Sub-committee should assign appropriate number of invigilators to oversee the 

examination process.  (That is, one invigilator if the examination room is 
accommodating up to 20 candidates, or two invigilators if the examination room is 
accommodating up to 60 candidates, or three invigilators for an examination room 
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of 120 candidates, or five invigilators for an examination hall of 200 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 manner 

within the examination venue; 
 b)  ensuring that there is no violation of the examination regulations by any 

candidate; 
 c)  ensuring that the examination is being conducted within the specified time 

schedule. 
  
3.2.5.5 The Chief Invigilator is responsible for: 
  
 a)  receiving the examination papers, answer books, supplementary answer 

sheets, tag string, etc., from the CILTHK Office;  
 b)  ensuring that other invigilators are carrying out their duties within the 

regulations of the examination laid down by the PQE Sub-committee; 
 c)  ensuring that the candidates are waiting outside the examination hall until 10 

minutes before the time of examination; 
 d)  reminding the candidates that they are only allowed to sit according to the 

seating plan and that they must put their books and notes at the back side of 
the examination hall; 

 e)  reminding the candidates that they can only bring into the examination hall the 
necessary stationery and non-programmable calculators; 

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

 g)  exercising other necessary duties in the context of examination invigilation; 
 h)  reporting any cheating incidents to the authorised member(s) of the PQE 

Sub-committee who will take further action to handle the case; 
 i)  tallying the number of all answer scripts and see whether it agrees with the 

number of answer books issued before the candidates are allowed to leave the 
examination hall; 

 j)  returning the examination papers, answer scripts, examination attendance 
sheet and unused stationery back to the CILTHK Office. 

  
3.2.5.6 Invigilators are responsible for: 
  
 a)  distributing examination papers, and answer books on each desk assigned for 

the examination 30 minutes before the time of examination; 
 b)  putting up the seating plan outside the examination hall for the candidates to 

follow; 
 c)  checking the candidateõs PQE Entry Admission Form against their HKID 

cards (number and photograph); 
 d)  attending to the candidates' requests for assistance whenever they raise up 

their hands; 
 e)  ensuring that the examination process is properly invigilated with the 

assistance of other invigilators, if any, present in the hall; 
 f)  reporting to the Chief Invigilator the name(s) of the candidate(s) who is (are) 

found cheating by any means during the examination.  The examination 
paper(s) and answer book(s), plus the material evidence, of the cheating 
candidate(s) will be confiscated and the candidate(s) is (are) told to leave the 
hall immediately; 
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 g)  collecting all answer scripts from the candidatesõ desks at the end of each 
examination; 

 h)  tidying up the hall and preparing it for the next session of the examination or 
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 answer 

scripts of a certain subject in accordance with the suggested answers provided.  The 
Markers could be the Paper Setters themselves, or some other members of the 
Institute. 

  
3.2.6.2 The Markers should mark the answer scripts in accordance with the suggested 

answers and the marking scheme provided.  They should mark the paper impartially, 
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 among all 

candidates. 
  
3.2.6.4 The Marker should complete marking all assigned answered scripts within three 

weeks from the date he/she receives the scripts from the authorised member(s) of 
the PQE Sub-committee. 

  
3.2.6.5 Each Marker should complete the attached examination result sheets with 

information about each candidateõs overall marks and the numbers attempted. 
  
3.2.6.6 Each Marker should submit a summary to the PQE Sub-committee about the 

overall performance of the candidates in answering their questions.  Any 
major/common misunderstanding or faults in the candidatesõ answers should be 
reported in this summary. 

  
  
3.3 General Administration 
  
 Table 3.3.1 shows the major stages of administration dealing with examination 

matters.  Brief explanation of these stages of events and the parties responsible for 
such events are given. 

  
 Table 3.3.1 Administrative Structure 
 

Examination 
Events 

Brief Descriptions Responsible Parties 

Note of 
Examination 

Issue notice to all examination 
candidates 

E&T Committee 

Announcement of 
examination 
subjects and 
syllabuses 

Decide which examination 
subjects are offered in the 
examination, together with 
corresponding syllabuses 

E&T Committee 

Setting of 
examination papers 

Appoint qualified lecturer(s) to 
set the examination papers, 
with model answers and 
marking schemes 

E&T Committee and PQE 
Sub-committee 
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Moderation of 
papers 

Check the standard of papers  BOE 

Arrangement of 
Examinations 

Arrange registration of 
candidates, examination dates 
and venues, printing and 
despatching of papers and 
other related matters 

PQE Sub-committee 

Marking of 
examination scripts 

Appoint qualified lecturers to 
mark scripts 

E&T Committee  

Confirmation of 
examination results 

Audit and approve the 
examination results 

BOE 

Announcement of 
examination results 

Decide the final results of the 
examinations  

E&T Committee 

Appeal Determine the validity of the 
appeal 

E&T Committee & BOE  

Appendix C shows the structure of the CILTHK Professional Qualifying 
Examination subjects to be offered for the different levels of academic/professional 
achievements. 

 

 
3.4 Detailed Arrangements 
  
 In accordance with the general administration of examinations, the detailed 

arrangements of examinations should follow the time frame and the procedures 
stipulated below: 

  
3.4.1 November 
  
3.4.1.1 The E&T Committee proposes to the Council a list of professionals/lecturers to be 

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 syllabus;  
 c) prepare the examination timetable and work schedules; 
 d) prepare and approve the budget for the upcoming examinations. 
  
3.4.2 December  
  
3.4.2.1 The PQE Sub-committee selects and books appropriate examination venues. 
  
3.4.2.2 The PQE Sub-committee starts to recruit suitable number of invigilators. 
  
3.4.2.3 The PQE Sub-committee prepares the examination entry forms and starts to 

register the candidates for the examinations in May. 
  
3.4.3 January 
  
3.4.3.1 The deadline of the examination registration is on the last Friday in January. 
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3.4.3.2 The PQE Sub-committee credits the examination fees into the bank account of 

CILTHK. 
  
3.4.4 February 
  
3.4.4.1 The Chairperson of the E&T Committee invites qualified lecturers or professionals 

to serve as Paper Setters. 
 

3.4.4.2 The E&T Committee must ensure that all question papers set by the Paper Setters, 
are sealed in envelopes/ encrypted email(s) and sent to the PQE Sub-committee by 
the end of February. 
 

3.4.4.3 The Chairperson of the E&T Committee must ensure that the model answers for 
the selected questions or examination subjects and the corresponding marking 
schemes are locked in a highly secured cabinet/password-saved softcopy accessible 
only to the authorised member(s) appointed by the Chairperson of the PQE 
Sub-committee. 

  
3.4.4.4 The PQE Sub-committee arranges to have the moderated question papers to be 

typed in an appropriate format and in a strictly secure manner.  All typed question 
papers must be proof-read for typographical errors. 

  
3.4.4.5 The PQE Sub-committee must finalise the examination timetable. 
  
3.4.5 March 
  
3.4.5.1 
 
 
3.4.5.2 
 
 
 
3.4.5.3 

The E&T Committee ensures that the PQE Sub-committee has submitted the 
question papers to the BOE for moderation. 
 
The BOE must complete the moderation process for each formal examination 
paper within two weeks after receiving the question paper(s) from the 
Sub-committee. 
 
The PQE Sub-committee confirms all arrangements about the examination halls 
and the recruitment of Invigilators, if any. 

  
3.4.5.4 The PQE Sub-committee notifies the registered candidates about the examination 

timetable and the examination venues by email and/or post.  A memorandum on the 
rules of examinations and the behaviour of candidates inside examination halls must 
also be enclosed.  Another memorandum informing the registered candidates of the 
possible remedial action if they fail to receive the PQE Entry Admission Form by 
the third week of April. 

  
3.4.5.5 The PQE Sub-committee arranges to print the examination answer books and 

supplementary answer sheets by a contracted printer, if requires. 
  
3.4.5.6 The PQE Sub-committee prepares the examination result sheets for use by the 

Markers.  The names of the registered candidates for all subjects must be entered 
into the examination result sheets by the PQE Sub-committee before the 
examinations. 
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3.4.6 April 
 
3.4.6.1 
 
 
3.4.6.2 
 
 
 
 
 
3.4.6.3 

 
The PQE Sub-committee selects eight out of the 10-15 proposed questions for each 
examination paper. 
 
The Sub-committee arranges to print the question papers, which should be sorted by 
examination date and examination subject.  These question papers should be sealed 
in envelopes or parcels.  Only the required number of copies of each examination 
paper should be printed.  (Note: the required number for each examination paper is 
the number of registered candidates plus five more copies.) 
 
The Chairperson of the E&T Committee must ensure that these printed question 
papers are kept in sealed envelopes or parcels and they must be locked in a cabinet 
which is only accessible to the authorised member(s) appointed by the Chairperson 
of the PQE Sub-committee. 
 

3.4.6.4 The PQE Sub-committee issues an examination notice (with unique identification 
number) to each registered candidate not later than the second week in April. 

  
3.4.6.5 The PQE Sub-committee takes immediate remedial action to issue a replacement to 

any candidate whose PQE Entry Admission Form might have been lost in the post.  
The replacement PQE Entry Admission Form must only be issued upon a signed 
application from the registered candidate. 

  
3.4.6.6 The PQE Sub-committee must also cancel and revoke the PQE Entry Admission 

Form that has been issued but lost in the post.  The identification number of the lost 
PQE Entry Admission Form must be recorded for reference and/or action in the 
future. 

  
3.4.6.7 The PQE Sub-committee arranges to print the question papers under strict security 

control.  (Refer to 3.5.5 for alternative action plan.) 
  
3.4.6.8 The PQE Sub-committee prepares the seating plan for each examination. 
  
3.4.7 May 
  
3.4.7.1 The PQE Sub-committee supervises the examination process and ensures that the 

examination is conducted in accordance with the examination instructions and 
guidelines approved by the E&T Committee and the CILTHK Council. 

  
3.4.7.2 The PQE Sub-committee must ensure that high security is maintained during the 

despatch and receipt of the question papers and examination answer books by the 
Invigilator(s).  Relevant documents such as the list of registered candidates for the 
subject concerned, notes of guidance for the Invigilator(s), and the seating plan must 
also be enclosed.   

  
3.4.7.3 The PQE Sub-committee sends the answered scripts, together with the 

corresponding model answers, marking schemes and examination result sheets, to 
the Markers. 

  
3.4.7.4 The Markers must complete marking the papers within four weeks after the 

examination.  They must return all answer scripts, marking schemes, and the 
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examination result sheets to the PQE Sub-committee in sealed envelopes or parcels 
before the deadline.   

  
3.4.7.5 The Markers must also provide a summary on the performance of the answer scripts 

and their remarks about the quality of the answers given in the answer scripts.  This 
feedback on the summary and remarks made by the Markers must be attached to the 
examination result sheets when the Markers return the marked scripts to the 
Sub-committee Chairperson. 

  
3.4.8 June 
  
3.4.8.1 The PQE Sub-committee consolidates all examination result sheets. 
  
3.4.8.2 The PQE Sub-committee sorts out three best scripts, three borderline scripts and 

three lowest marks scripts from each subjectõs answered scripts.  (Any subject with 
less than 25 candidates has two answer scripts instead.)  These selected scripts will be 
passed on to the BOE before the end of June for further action. 

  
3.4.9 July 
  
3.4.9.1 The BOE checks the selected scripts to substantiate the standard of marking among 

the Markers.  Whenever necessary, the BOE will recommend to the E&T 
Committee to adjust the marks of the papers. 

  
3.4.9.2 The BOE returns all the audited papers and approve the examination results to the 

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 candidates 

who are eligible for the Best Paper Awards.  
  
3.4.9.4 The E&T Committee proposes those Best Paper Awards recipients to the Council. 
  
3.4.9.5 The BOE will evaluate all answer scripts, if necessary, in order to come up with a 

consolidated review on the quality and performance of the examination for future 
guidance.  This review may also include the feedback on the overall performance of 
the answer scripts and the remarks made by the Markers. 

  
3.4.10 August 
  
3.4.10.1 The PQE Sub-committee notifies each registered candidate of his/her examination 

results by post not later than mid-August.  
  
3.4.10.2 The E&T Committee prepares to receive any appeal application(s) from the 

registered candidates, within the next three weeks after the announcement of the 
examination results.    

  
3.4.11 September 
  
3.4.11.1 The E&T Committee will notify the candidate (if any) the results of the appeal by 

post. 
  
3.4.11.2 The E&T Committee publishes the òQuestion Papers and Suggested Solutionsó.  
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This report serves as a consolidated summary on the common faults in attempting 
the examination papers, may incorporate some reviews of the Paper Markers on the 
performance of the answers given by the candidates.  This summary may serve as 
reference to future paper setters, examiners, candidates and other interested parties. 

 
 

 
 

3.5 Security 
  
3.5.1 High security must be imposed on all of the following stages: 
  
 a)  custody of the proposed examination papers; 
 b)  handling of the proposed examination papers between the BOE and the PQE 

Sub-committee; 
 c)  printing of examination papers; 
 d)  packing of examination papers; 
 e)  despatch of examination papers and answer books on the dates of 

examination; 
 f)  receiving of examination papers and answered scripts after the examination. 
  
3.5.2 When the PQE Sub-committee receives the proposed examination papers from 

Paper Setters, the following measures must be taken: 
  
3.5.2.1 The PQE Sub-committee must ensure that all proposed examination papers are 

sealed in envelopes/ encrypted email(s), subject by subject, whereas sealed envelopes 
are locked in a secured cabinet. 

  
3.5.2.2 No person other than the appointed member(s) of the PQE 

Sub-committee/designated staff is allowed to open the secured cabinet/access 
encrypted email(s).  The secured cabinet should only be opened when the authorised 
member(s) of the PQE Sub-committee/designated staff is (are) required to retrieve 
or return the proposed or formal examination papers from or to the cabinet. 

  
3.5.2.3 Before the examination, the sealed pack/ encrypted email(s) may be opened for the 

purpose of moderating the examination paper(s) by the BOE.  If the sealed 
pack/ encrypted email(s) is(are) opened or damaged on any occasion other than for 
moderation or at the examination hall(s), all the examination papers in this unsealed- 
or damaged-pack or damaged-file are invalid. 

  
3.5.3 When moderation of question papers is taking place, the following measures must 

be taken: 
 

3.5.3.1 Security must be ensured during the time when the authorised member(s) of the 
PQE Sub-committee/designated staff gives the proposed examination papers to the 
BOE for moderation.  The member(s)/designated staff should remind BOE 
members of strict confidentiality when the examination papers and or file(s) are 
under their custody. 

  
3.5.3.2 The BOE must return the moderated examination paper(s) in sealed envelopes to 

the authorised member(s) of the PQE Sub-committee/designated staff who will 
return the sealed pack into the secured cabinet. 

  
3.5.3.3 The authorised member(s) of the PQE Sub-committee/designated staff should keep 
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the same degree of high security regarding the BOEõs comments. 
  
3.5.4 When the examination papers are printed, the following measures must be taken: 
  
3.5.4.1 The authorised member(s) of the PQE Sub-committee/designated staff must 

ensure that the reserved printing room is restricted to himself/herself plus one 
printing worker only, if any.  The printing process must be done under tight security. 

  
3.5.4.2 The authorised member(s) of the PQE Sub-committee/designated staff must 

ensure that the total number of sheet of papers used in printing must be counted 
before and after the printing of examination papers. 

  
3.5.4.3 The authorised member(s) of the PQE Sub-committee/designated staff must 

destroy all test printing pages and any corrupted printing pages before the next step 
of action (that is, packing). 

  
3.5.5 When packing the examination papers, the following measures must be taken: 
  
3.5.5.1 The authorised member(s) of the PQE Sub-committee/designated staff must sort 

the printed examination papers by examination subject and examination date. 
  
3.5.5.2 The authorised member(s) of the PQE Sub-committee/designated staff must pack 

the examination papers in large-size manila envelopes.  The total number of 
examination papers per subject to be printed and packed must be equal to the 
number of registered candidates seating for the subject examination plus five 
examination papers more.  (Remark: These extra examination papers are spares 
copies.  After the examination, one copy is the Markerõs copy and the remaining four 
copies will be put in the CILTHK library for future references.) 

  
3.5.5.3 The authorised member(s) of the PQE Sub-committee/designated staff must seal 

the packs of examination papers and return them to the secured cabinet for custody. 
  
3.5.6 On the day of the examination, the following measures must be taken: 
  
3.5.6.1 The appointed invigilator(s) must get the correct packs of examination papers, 

answer books and supplementary answer sheets plus tag strings from the authorised 
member(s) of the PQE Sub-committee/designated staff.  That supervisor or 
Invigilator must sign for the receipt of examination papers.  He/She then travels and 
delivers the examination papers and answer books to the examination hall. 

  
3.5.6.2 The examination hall supervisor or the Chief Invigilator must not open the sealed 

pack(s) earlier than 30 minutes before the examination time.  The examination 
papers must be distributed to each candidateõs desk together with an answer book at 
least 10 minutes before the examination starts. 

  
3.5.6.3 The Chief Invigilator must ensure that no candidates are allowed to enter the hall 

until 10 minutes before the examination starts. 
  
3.5.7 At the end of the examination, the following measures must be taken: 
  
3.5.7.1 The Chief Invigilator must account for the five copies of question papers (or less 

than five with justification), and answer scripts.  Any supplementary answer sheets 
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used by the candidate(s) must be tagged properly with the answer script(s) before 
collection.  Any unused answer books must also be collected and returned to the 
Sub-committee. 

  
3.5.7.2 The Invigilator must put the answer scripts and the examination papers in the 

envelopes provided and seal them properly.  He/She then delivers the sealed packs 
of answer books and examination papers plus unused stationery in person to the 
authorised member(s) of the PQE Sub-committee/designated staff. 

  
3.5.8 When passing or receiving the answer scripts to or from the Markers, the security 

measures are as follows: 
  
3.5.8.1 The authorised member(s) of the PQE Sub-committee/designated staff must 

ensure that sealed pack(s) of answer scripts are sent by a secured method to the 
marker(s) for marking.  Documents, such as the model answers, the marking 
schemes and the examination result sheets for the corresponding subject 
examination, must also be sent with the sealed packs. 

  
3.5.8.2 Each Marker must complete the marking of examination scripts within four weeks 

from the date he receives the sealed pack(s) of answer scripts.  He needs to return all 
the answer scripts together with the completed examination result sheets in a sealed 
pack to the PQE Sub-committee. 

  
3.5.9 The PQE Sub-committee must keep in custody of all the marked answer books for 

at least one year.  These marked answer books shall be destroyed after the expiry of 
this year of custody. 

  
  
3.6 Appeal Procedures 
  
3.6.1 A candidate may appeal against the results of the examination of any subject if 

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 after the 

announcement of the results. 
  
3.6.3 The appellant has to pay HK$800 per subject for the appeal. (The amount is subject 

to adjustments as approved by the CILTHK Council.) 
  
3.6.4 After receiving the written petition and the appropriate fee for the appeal, the E&T 

Committee will re-examine the paper, focusing on the reason(s) being listed in the 
appeal. 

  
3.6.5 If the appeal is found with valid grounds, the E&T Committee will re-adjust the 

marks and amend the results accordingly. The E&T Committee Chairperson will 
notify the appellant accordingly. 

  
3.6.6 If the appeal is found with no valid grounds, the appellant will be notified by the 

E&T Committee Chairperson accordingly.  If the appellant is still not satisfied with 
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the appeal results, he/she can make a second appeal.  This second appeal shall be 
attended by the Appeal Panel formed from the BOE to review the answer script 
again.  The verdict of this Appeal Panel is final. 

  
3.6.7 The Chairperson of the E&T Committee will notify the appellant formally about the 

results of the appeal within one calendar month.  The normal result of an appeal 
would either be (i) a re-adjusted mark or grade for the appellantõs examination 
subject, or (ii) retaining the original marking score. 

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

4. INDIVIDUAL -BASED ACCREDITATION  
  
  
4.1 Requirements 
  
4.1.1 The requirements specified are laid down for the following purposes: 
   
 a) To provide guidelines for the assessment of exemption applications from 

individual member with acceptable qualifications; 
 b) To lay down the procedures to handle exemption applications from individual 

member;  
 c) To maintain a high standard of the Instituteõs professional qualification. 
  
4.1.2 The general rules are: 
   
 a) Exemption may be given to an applicant by virtue of his/her previous studies 

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, exemption may 

be considered; 
 d) For external pass gained in courses of studies at the tertiary institutions, 

exemptions will be granted on subject to subject bases with examination 
results at Grade C/ 60% Marks or above; 

 e) Qualifications awarded from overseas institutions will be considered based on 
individual merits; 

 f) No exemption will be given to applicants whose qualifications are obtained by 
exemptions granted by local or overseas educational institutes. 

 
 

 
 

4.2 Application Procedures 
  
4.2.1 After receiving the application, the Chairman of E&T Committee or the Chairman 

of PQE Sub-committee will evaluate the qualifications of the applicant and will 
report to the E&T Committee for the decisions. 

  
4.2.2 The applicant will be informed by writing of the result made. 
  
4.2.3 Exemption fees will be charged to applicants and once paid they are non-refundable. 
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4.2.4 The E&T Committee will assess the exemption fees at regular intervals with the 
rights to amend the fees. 

  
  
4.3 Appeal Procedures 
  
4.3.1 An applicant who is dissatisfied about the decisions of the E&T Committee may 

write to the Committee stating clearly his/her reasons for appeal.  The E&T 
Committee shall look into the case again in view of the reasons given. 

  
4.3.2 A fee will be charged to applicants and once paid it is non-refundable. 
  
4.3.3 If the applicant is dissatisfied about the decisions of the E&T Committee after the 

appeal review, he/she may write to the CILTHK Council stating clearly the reasons 
for appeal.  An additional amount will be charged to the applicant and once paid it is 
non-refundable. 

  
4.3.4 The CILTHK Council shall consider the case and inform the applicant about its 

decision within one month after receiving the appeal case. 
  
4.3.5 The decision of the CILTHK Council will be final. 
  
  
  

5. CONTINUING PROFESSIO NAL DEVELOPMENT  

  
  
5.1 Background and Objectives 
  
5.1.1 The competitive economic environment and the ever-changing techniques in 

logistics and transport industry demand CILT members to constantly update their 
knowledge and skills in order to maintain their professional competence and 
technical knowledge.  The Institute recognises that it is not possible to achieve this 
purely through working experience.  An effective Continuing Professional 
Development (CPD) programme is one way in which members can seek to achieve 
this target. 

  
5.1.2 In addition, the CPD programme is also a means to encourage members to strive for 

continuous improvement of their competence not only in their respective area but 
also in wider areas of logistics and transport industry. 

  
5.1.3 The objectives of the CPD programme are: 
   
 a) To maintain and enhance the professional knowledge of members; 
 b) To assist members to acquire new knowledge and technique, to understand 

the recent development of  logistics and transport field, and to meet the 
changing economic environment;  

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

  
5.1.4 The Institute recognises that the effectiveness of CPD is best measured in terms of 

what has been learned as well as the relevancy of the nature of CPD activities to the 
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logistics and transport.  
  
  
5.2 Structure  
  
5.2.1 There are two categories of CPD. They are òstructuredó (formal learning) and 

òunstructuredó (informal learning) CPD.  CPD points are awarded to members 
taking part in these kinds of structured or unstructured CPD activities. 

  
5.2.2 Structured CPD can be achieved through interaction with other individuals (not 

necessarily other members).  For example, attending technical meetings, seminars, 
lectures, courses (including pre-course or meeting preparation) could constitute 
structured CPD.  This may also be achieved through distance learning, where the 
course is assessed and/or leads to a further qualification.  Research for a new piece 
of work is also considered to be a structured activity since the knowledge gained will 
be actively applied. 

  
5.2.3 The following activities are considered structured CPD activities, to the extent that 

the material prepared or reviewed or participation by the member is relevant to 
professional development: 

   
 a) Attendance at conferences, seminars of professional bodies; 
 b) Distance learning with feedback or some form of assessment; 
 c) Studying for a professional qualification;  
 d) Undertaking research; 
 e) Attendance at job related short courses; 
 f) Teaching and making presentations (repeated presentations of the course 

should be considered for this purpose); 
 g) Writing of technical or professional articles, papers or books; 
 h) Undertaking technical research for a new piece of work; 
 i) Participating in seminar organised by CILTHK with similar nature in logistics 

and transport industry;  
 j) Participating in other activities including site visit recognised by E&T 

Committee for CPD purposes. 
 

5.2.4 For structured CPD activities which require more time to achieve the goal as 
stipulated in clauses 5.2.3 from (a) to (j), they will be awarded 10-200 CPD points for 
each of these activities. 

  
5.2.5 All structured CPD activities shall be recognised by CILTHK.  The organisers of 

these structured CPD activities shall apply to the E&T Committee for recognition 
(Appendix O).  The E&T Committee shall issue an accreditation letter to the 
organisers if the activities appropriately meet the CPD requirements.  CILTHK 
reserves the right to charge administrative fees for such accreditation services. 

  
5.2.6 All applications of accreditation for the purpose of CPD shall be made at least one 

week prior to the events.  In cases where applications are made after the events, 
details of the activities that have taken place shall be provided for assessment. 

  
  
5.2.7 Unstructured CPD is normally achieved through private reading and study. It will 

usually be undertaken as part of a regular and gradual development programme. 
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5.2.8 The following activities constitute unstructured CPD learning activities:  
   
 a) Reading of technical and professional literature.  
  Reading of recognised professional journals and magazines may be considered 

as part of CPD.  Individuals may have to decide up to what extent reading 
particular items constitutes CPD, and to record these specific items on their 
CPD form.  It is up to E&T Committee to consider whether the activities 
constitute CPD.  Mere subscription to a publication does not constitute CPD.  

 b) Individual home study. 
  Viewing of videos, television programmes, the use of audiotapes, participation 

in computer based learning programmes, distance learning or any alternative 
form of learning where there is no interaction with other individuals, and no 
assessment (in the form of a further qualification) may also constitute CPD.  
Individuals are required to record these specific items on their CPD forms and 
it is up to E&T Committee to consider whether the activities constitute CPD. 

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

 d) Coaching and mentoring. 
  
5.2.9 Unstructured CPD activities stipulated in clauses 5.2.9 (a) and (d) will be awarded 

10-40 CPD points for each of these activities.  
  
5.2.10 The following activities would not normally be considered as structured or 

unstructured CPD activities: 
   
 a) Normal working activities (other than research): 
  - any activities carried out as part of member's daily work; 
  - activities carried out outside office hours which are similar to daily work. 
 b) Internal meetings: 
  - held specifically for staff where the purpose is to acquaint participants 

with the mechanics and administration of the organisation; 
  - board/partners' meetings, Annual General Meetings, Extraordinary 

General Meetings and other similar meetings (where the subject matter is 
not technical). 

  
  
5.3 Requirements 
  
5.3.1 Members are required to maintain sufficient records and documentary evidence to 

support their attendance or completion of structured CPD activities for a minimum 
of two years, and to provide such records and documentary evidence when they are 
selected for a random audit to be conducted biennially by the Institute. 

  
5.3.2 It is the liability of members to keep and maintain a good CPD records.  In case of 

being selected, members must produce their own CPD records and necessary 
information and documentary evidence for audit at the appointed time.  A sample of 
the CPD record form is shown in Appendix N. 

  
5.3.3 In consideration of the minimum CPD requirements, the Institute recognises that 

the effectiveness of CPD is best measured in terms of what has been learned as well 
as the relevancy of the nature of CPD activities to logistics and transport.  In this 
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regard, a point system is introduced as the yardstick of this system. 
  
5.3.4 The minimum CPD points required for a CMILT are at least 200 CPD points in 

every two years.  
  
5.3.5 Members may use their discretion in determining the supporting documentation 

necessary to show that they have participated in a structured CPD activity. 
  
5.3.6  Credit given for unstructured CPD activities should be no more than 100 CPD 

points. 
  
  
5.4 Non-compliance 
  
5.4.1 The Instituteõs intention in introducing the CPD requirements is to ensure that the 

professional competence of members is maintained and enhanced. Therefore, the 
monitoring mechanism will initially focus on bringing members into compliance 
within a reasonable period of time. 

  
5.4.2 The Council has delegated the E&T Committee to monitor members' compliance 

with the requirements of CPD.  
  
5.4.3 The E&T Committee shall carry out a biennial audit of members' compliance with 

the CPD requirements.  The Institute will generate a random sample of members to 
be audited.  Members selected are notified in writing and required to submit to the 
Institute their CPD records for the immediate preceding 24-months, together with 
all relevant documentary evidence, wherever possible and applicable, to support 
attendance or completion of the structured CPD activities that they have identified 
in their CPD records. 

  
5.4.4 Upon request by the E&T Committee, members shall provide the necessary 

information or documentary evidence within a reasonable period of time for the 
annual audit. 

  
5.4.5 The E&T Committee may inquire into apparent failures by members in complying 

with the CPD requirements, and may deal with a complaint made in relation to CPD 
requirements.  The determination of whether a member has breached the CPD 
requirements rests with the E&T Committee. 

  
5.4.6 Members who fail to meet the minimum CPD requirements will be given advice on 

the appropriate CPD activities and an action plan for completing the shortfall within 
a reasonable period of time.  The E&T Committee will give a written warning to a 
member for non-compliance of CPD requirements. 

  
5.4.7 In case of persistent non-compliance with CPD requirements after two written 

warnings within one year, the memberõs case will be referred to the Council. 
  
5.4.8 Extreme cases of failure to comply or persistent non-compliance with CPD 

requirements referred to the Council may lead to the disqualification of members. 
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Appendix A  Professional Qualification Programme 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Remarks: PQE is CILTHK Professional Qualifying Examination

 

 

Degree Holder 
(Transport or Logistics)

Degree Holder 
(Non-Transport or Logistics)

Non-Degree Holder

Practical Experience 
(at least 4 years)

Practical Experience 
(at least 8 years)

Practical Experience 
(at least 12 years)

CILT Conversion Course / 
PQE /

VIVA VOCE Examination

Chartered Membership of the Chartered Institute of Logistics and Transport (CMILT)

Path 1 Path 2 Path 3
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Appendix B CILT International Key Knowledge Areas 
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