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Caritas Youth and Community Service
Service Quality Standard 10
10.2 Procedure for Entering and Exiting Service
(Joining Programmes and Membership)

Procedure for Service Application

Services of this service unit (hereinafter called ‘this Unit’) include service
projects, groups, programmes, interest classes and membership (hereinafter

called ‘service(s)’);

Except services for which an application date has been specially specified,
application for all services organized by this Unit and which publicity has been
started, can be accepted immediately. Please go through enrolment procedures
at the Reception Counter.

Except for online registration activities, all activities that require pre-registration
must go through the registration procedures with the service unit, pay the relevant
fees/documents/photos/fill in the form (subject to the indication of the relevant
service) and retrieve the official receipt.

Except as specified in publicity materials of the service or having been approved
by the Centre Supervisor of this unit, applications through telephone or
reservation of places would not be accepted for any service.

If the service user is any way not satisfied with the application procedures, please
firstly discuss with responsible staff of the service. If the issue could not be
resolved, please go through the Complaint Procedures.
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Procedure for Withdrawal from Service after Enrollment

A person who has enrolled and paid (hereinafter called ‘participant’) can notify
this unit the wish to withdraw from the service. However, an application should
be made not less than 6 working days prior to the commencement of the service.
If there are alternate applicants for the related activity on waiting, alternate
applicants would be arranged as replacement.  The person withdrawing from the
service is required to pay a handling fee of HK$30.00. This unit will arrange
refund of the paid fees within 1 month;

If there are no alternate applicants for the related activity, the participant can
recommend a person who satisfies the eligibility requirements of that service as
replacement. This unit reserves the right to admit that alternate person, and if
admitted, the participant is required to pay a handling fee of HK$30.00;

If there are no any alternate applicants, the participant could not withdraw from
the service and recover the paid fees.

If this unit needs to re-schedule service due to circumstantial changes, leading to
the service which the participant is to take part could not be held as scheduled,
the participant could opt to join other services and transfer the paid fees to the
new service. Participants could also opt for a refund of the paid fees.  This unit
would arrange refund of the paid fees within 1 month;

Under the following circumstances, this unit could disqualify a participant from

taking part in a service and there will be no refund of paid fees:

(1) found by this unit for not satisfying the eligibility requirements of the
service after enrollment;

(2) the participant not complying with advice made by the responsible staff of
the service regarding the participant’s opinions and behaviour during the
conduction of the service.

Centre Supervisor could have discretion regarding representation of reasons
made by the person applying for withdrawal from Service.
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Membership (not applicable to District Youth Outreaching Social Work
Team)

Membership of this unit is valid for one year counting from the day of application
as a member. Within the period of validity, a member could request to remove
his membership personal data identification record. This unit would delete all
related records in conformance with the request within 12 working days.
However, all membership fees paid would not be refunded.

Services Necessitating Interviewing the Participant Prior to the
Commencement of the Service

Individual service of this unit requires that an interview be held with the
interested person before the service so as to enable both parties to get a full
understanding of the content of the related service; expectations and rights &
responsibilities of each other. Responsible staff of the service will follow-up or
arrange an interview in not more than 12 working days upon receiving the
application form submitted by the interested person, and will notify the related
person whether to accept his application not less than 6 working days or in
reasonable time before the service being held (or on the 2nd working day after
the applicant’s enrollment). The related person can make a complaint to this
unit through established channels if he does not accept such decision.

Date of Review and Revision: 4 January 2024
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Remove Membership / Deletion of Personal Data Application Form
(Form_sqgs10.2_0Ole)

FOF
Form_SQS10.2_0
1e.pdf

**|f you cannot use the hyperlink to get the form directly, please copy the link to your
browser and open it**

** |f downloading the form, please use the PDF format for the convenience of saving
the format**

Date of Review and Revision: 4 January 2024
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Caritas Youth and Community Service
Service Quality Standard 10

10.2 ‘Joining Programmes and Membership’ Execution Flowchart

Enroll in Programmes, DSSDP, Groups, Special Service Projects:

1. Unless there is special arrangement, application through telephone or reservation of places
is not accepted,;

2. Complete the specified application form, submit documentary proof/ photo (as indicated by
the related service);

3.  Check whether the applicant satisfies with the eligibility requirements of the related service,
such as age, academic qualifications;

4. Determine whether it is necessary for the applicant to be interviewed by Centre Staff, the
latter to decide whether to admit the applicant;

5. Collect fees and issue official receipt.

v v

Withdrawal Procedure (Application to be made at least 6 working Centre Staff to interview
days ahead) applicant, notify the
applicant whether being
l l admitted at least 6

With Waiting List No Waiting List working days prior to the
l ¢ ¢ Service.
Waiting person Withdrawing person Withdrawing
as replacement recommend a person person not Y Y
satisfying the recommend- Admit Reject
l requirements of the ing others ‘l
Service as replacement,
Collect fees
Withdrawing Centre accents and issue
person pay l ¢ official receipt.
handling fee of Withdrawing person pay Withdrawal If withdraw,
$30, paid handling fee of $30, paid || not follow
enrolment fees enrolment fees to be accepted; procedures on
to be refunded. refunded. no refund the left
v v ! } v

Not satisfied with enrolment procedure, firstly discuss with responsible staff of the service.
issue not resolved, to be handled in accordance with Complaint Procedures.

If

Date of Review and Revision: 4 January 2024




