
 

Using EdUHK Online Classes Platform for FE Supervision and Assessment 

 

IMPORTANT NOTES 
 

 

Registration at the EOCP 

 

(1) Before registration, consult the FE supervisor(s) on the topic, teaching content, instructional 

design and the proposed schedule of your proposed online class(es) at EOCP. 

 

(2) On registration: 

⚫ fill in all the required information in the online registration form (full-time programmes/ 

part-time programmes);  

⚫ use EdUHK Zoom Portal (https://eduhk.zoom.us) to set up a Zoom link for the proposed 

online classes; and 

⚫ double check all the information in the registration form before submission. 

 

(3) After registration: 

⚫ receive an acknowledgement email within 1 working day upon receipt of the registration; 

⚫ contact the SPFEO if you do not receive the acknowledgement email within the time 

frame; 

⚫ receive notification of your online classes once they are confirmed by the participating 

school(s) /education institutions;  

⚫ modify the proposed topic, teaching plans and schedule of your online classes if it is 

deemed appropriate by the participating school(s) /education institutions; and 

⚫ well plan and prepare for your online teaching. 

 

Support for Online Classes  

 

(1) Make good use of the technical support (e.g. video production rooms, video editing and audio 

recording facilities, etc.) provided by Library, OCIO and LTTC. (Please refer to the Summary 

of Technical Support for BP: 

https://drive.google.com/file/d/1jQeBkNorKdvzdHbA3qRBeBilrj7fB8KY/view) 

 

(2) Observe the copyrights of teaching materials.  Please refer to Copyrights and Education by 

the Intellectual Property Department for details:  

English version: https://www.ipd.gov.hk/eng/intellectual_property/copyright/copy_edu.htm 

Chinese version: https://www.ipd.gov.hk/chi/intellectual_property/copyright/copy_edu.htm 

 

Preparation of Online Classes 

 

(1) Comprise “introduction, development, reinforcement and conclusion” in your lesson 

structure. 

 

(2) Submit your lesson plan to your FE supervisor in advance. 

 

(3) Get the teaching/ learning materials ready in digital format. 

 

https://machg2.eduhk.hk/machform/view.php?id=371194
https://machg2.eduhk.hk/machform/view.php?id=372578
https://eduhk.zoom.us/
https://drive.google.com/file/d/1jQeBkNorKdvzdHbA3qRBeBilrj7fB8KY/view
https://www.ipd.gov.hk/eng/intellectual_property/copyright/copy_edu.htm
https://www.ipd.gov.hk/chi/intellectual_property/copyright/copy_edu.htm


(4) Provide the zoom link of your online class to your FE supervisor prior to the teaching of the 

online classes in EOCP. 

 

(5) Familiarise the operation of the Zoom meeting. Read through the guidelines from OCIO 

https://www.eduhk.hk/ocio/online-meeting-tool-zoom#advice for creating a Zoom link for 

online classes in safe/secure conditions. The following are some important points: 

• As the participants of the online classes are NOT EdUHK members, please do NOT 

set the user under EdUHK Domain in creating the Zoom link;  

• Set a password for the ZOOM meeting room;  

• Enable waiting room so you can control whether to allow and when a participant joins 

the meeting; and 

• Enable lock meeting to prevent other participants from joining the meeting in progress. 

 

(6) Choose a quiet, tidy and stable teaching environment. You are highly recommended to make 

use of the University’s facilities and classroom at Tai Po campus or TKO learning centre for 

teaching your online class.  Classrooms can be reserved through iBooking in the Portal.  

 

Conducting of the Online Classes 

 

(1) Turn on your video mode and encourage your pupils/participants to turn on the video mode 

during the online real time class but not on a mandatary basis except for safety reason of 

some specific programme. 

 

(2) DON’T videotape your online class(es) at EOCP. Videotaping the supervised online real 

time class is prohibited.  

 

(3) Fulfil the following four basic conditions for the assessment of an online class: 

 

• Choosing a teaching topic agreed by the FE supervisor; 

 

• Using Zoom which allows face-to-face interaction with pupil participants’ learning in 

real time with the class size, duration and/or any other instructions specified by the 

subject discipline, if any; 

 

• Teaching independently in the online class; and 

 

• Enabling teaching supervision of the online class in real time. 

 

Should you have any questions on the EOCP, please contact us at 2948 8324 / 2948 7149 / 2948 

8064 or via email at spfeo@eduhk.hk.   
 

 
 

https://www.eduhk.hk/ocio/online-meeting-tool-zoom#advice
https://pappl01.eduhk.hk/iBooking/
mailto:spfeo@eduhk.hk

