HONG KONG BAPTIST UNIVERSITY

GRADUATE SCHOOL
Application for Course Add/Drop/Withdrawal (For Research Postgraduate Students Only)
	I. Student Particulars (* delete where appropriate)

	Name: 
	___________________________________________
	Student No.:
	______________
	Department:
	________________

	Phone No.:
	_______________________________________
	Programme: MPhil/PhD*
	Mode of Study:  FT/PT*

	II. Course Details

	SECTION A. COURSES TO BE ADDED

	HKBU Courses

	
	Course Code & Section No.
	Course Title
	Sem/Trim & Year
	Units
	Remark Code: 

C / D/ R 

(See Note 1)
	Approval from Course Instructor (See Note 2)

	1. 
	
	
	
	
	
	Name: 

Signature: 

	2. 
	
	
	
	
	
	Name: 

Signature: 

	3. 
	
	
	
	
	
	Name: 

Signature: 

	4. 
	
	
	
	
	
	Name: 

Signature: 

	Cross-Institutional Courses (See Note 3) to be added

	
	Course Code & Section No.
	Name of Institution and 

Course Title
	Sem/Trim & Year
	Units
	Remark Code: 

C / D/ R
(See Note 1)
	Additional Note

	1. 
	
	
	
	
	
	Please also fill out the “Application for Cross-Institutional Course/Subject Enrolment for Research Postgraduate Students”. Otherwise, the application cannot be processed further.

	2. 
	
	
	
	
	
	

	3. 
	
	
	
	
	
	

	4. 4.
	
	
	
	
	
	

	SECTION B. COURSES TO BE DROPPED/WITHDRAWN (See Note 4)

	HKBU Courses to be dropped/withdrawn

	
	Course Code & Section No.
	Course Title
	Sem/Trim & Year 
	Units
	Remark Code: 

C / D/ R
(See Note 1)
	Reason(s) to drop/withdraw
(Attach more sheets if needed)

	1. 
	
	
	
	
	
	

	2. 
	
	
	
	
	
	

	Cross-Institutional Courses to be dropped/withdrawn (See Note 4)

	
	Course Code & Section No.
	Course Title
	Sem/Trim & Year
	Units
	Remark Code: 

C / D/ R 

(See Note 1)
	Reason(s) to drop/withdraw
(Attach more sheets if needed)

	1. 
	
	
	
	
	
	

	2.
	
	
	
	
	
	

	III. Student Declaration

	I have read and understood the explanatory notes on Page 2 before proceeding to fill out this application form. 

	Student 
	Name
	
	Signature
	
	Date
	

	IV. Recommendation and Endorsement

	Principal Supervisor
	Name
	
	Signature
	
	Date
	

	Department Head
	Name
	
	Signature
	
	Date
	


Explanatory Notes:
1. Remark Codes:

· C denotes courses taken for fulfilling the coursework requirement. 
· D denotes courses taken for interest or as recommended by your principal supervisor to strengthen your knowledge in areas related to your research.  Note that they do not count towards fulfilling the coursework requirement but you are still required to meet the prescribed coursework assessments including completion of the assignments and the examinations etc. 
· R denotes courses taken as a repeated attempt.  
· If no remark code is entered, C will be assumed.
· No changes on the remark code can be made once the application is approved.
· All courses taken classified under “C”, “D” or “R” will be recorded on the transcript.  

· If you wish to sit-in for any courses, please obtain prior consent direct from the course instructors.  No application is required for sit-in courses and they will not be recorded on the transcript.  
2. Approval from the course instructor is needed if the course is not offered by your own Faculty/School/Academy.
3. For cross-institutional courses, you are required to complete the form “Application for Transfer of Units/Credits to Fulfil Coursework Requirements (For Research Postgraduate Students Only)” upon successful completion of the course. Transfer of units is not automatic.
4. Course withdrawal and “W” grade would be recorded on the transcript if you have received the permission of the Graduate School to withdraw from the course after the deadline for dropping courses as stipulated in the Academic Calendar.  For courses that are dropped within the Add/Drop period, no record will be added on the transcript.

5. Should there be any time conflict on your course enrolment or the courses you enrolled clash with your teaching/research assistantship, you may be required to drop the course(s).
Personal Information Collection Statement

Persons who supply personal data in their applications to the Graduate School for various purposes are requested to note the following:

1.   Personal data provided in the applications are to facilitate the process of their applications and will not be 
used for other purposes. 

2.   Personal data provided will only be used by University staff.

3.   After the applications have been processed, relevant data will be transferred to the student / staff record 
system of the University.

Under the provision of the Personal Data (Privacy) Ordinance, request for personal data access or correction may be made and addressed to:

Graduate School


AAB 904, Level 9, Academic and Administration Building

Baptist University Road Campus

Hong Kong Baptist University

Kowloon Tong
October 2017

