Department of Educational Administration & Policy

application form for Teaching support (teaching staff)

	Personal particulars

	Name  
	Post  
	Staff ID   

	Support for course with large class size (maximum HKD20,000):

For course with student numbers between 41 and 60, $3,000 will be granted per course 
Course code and title:
Unit:
Student numbers:

(after add-drop)
Award Entitlement:
(1) 
(2)
(3) 
(4)

* If the course is co-taught by more than one teacher, the fund will be divided and shared by individual teacher pro-rata with their workload.



	Types of grant applied for

	· Teaching Assistant (e.g. preparing teaching materials, course support, grading papers, data entry, internet search, translation, etc.) (*within programme requirements and no full-time / part-time staff can be employed)
· Student Helper (e.g. data search, data entry and typing, etc.) (within programme requirements)
· Other Professional Services (e.g. script translation, proposal/ manuscript editing and review)

· Books (Maximum HKD3,000)
· Software (please specify): ______________________________________________________________
· Equipment (Maximum HKD3,000) (please specify): (1)___ ____________________________________ 
· Additional Photocopying/ Printing (maximum $1000)
· Others (please specify): (1)_____________________________(2)______________________________


	Amount of grant requested       HKD __________________________________


	

	
	Date
	
	
	Signature of Applicant
	
	

	
	
	

	Endorsement by Department Chairman and Budget Holder

	To:  Applicant
	

	1. Subject to compliance with the relevant University guidelines, the above application is approved / not approved.

2. Approved grant up to a maximum of HKD _________________ .

	
	Date
	
	
	Signature 
	
	

	


Important Notes
1. Applications for funding may be denied if the course with large class size was granted by the Faculty Support Fund.
Revised(10/2013)
