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GUIDING PRINCIPLES

2

Transparency



TRANSPARENCY 

• Staff being informed of updates of recruitment policy 
and all vacancies

• Public being informed of all vacancies via advertisement 
and school website
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GUIDING PRINCIPLES
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GUIDING PRINCIPLES

Fully qualified teachers / staff
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GUIDING PRINCIPLES

Confidentiality
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RECRUITMENT FLOWCHART
Vacancy

Job description and selection criteria defined

Job advertised

Shortlist candidates: Who? How?

Sufficient information?Yes No

Contact applicants for clarificationInterview

Prioritize suitable candidates 
for appointment

Clarified?Yes No

Unsuccessful 
applications

Inform successful applicants 
of our offer

Appointment of new teachers for IMC endorsement

1st Interview: Getting to know the candidate

2nd Interview – Competency-based interview + Demo / Presentation
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INTERVIEW PANEL – TEACHING STAFF
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Rank / Interview
Subject 

Coordinator

Head of 

Department

VP / AP / 

ST 
VP / AP VP Principal Supervisor

IMC 

Member

Teacher

1st 

Interview
 

2nd 

Interview
  

Senior 

Teacher

1st 

Interview
 

2nd 

Interview
  

Assistant 

Principal / 

Vice 

Principal

1st 

Interview
 

2nd 

Interview
  



INTERVIEW PANEL – NON-TEACHING STAFF
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Rank / Interview
Senior 

Teacher
Head of 

Administration
HOA / ST VP / AP Principal

Administrative Staff

1st 
Interview 

2nd 
Interview  

Head of Administration

1st 
Interview  

2nd 
Interview  



INTERVIEW PANEL

• A second interview can be dispensed with if the composition of 
the panel for the first interview complies with the requirement 
for the second interview when time constraints are of concern

• Under no circumstances should an interview panel consist of any 
staff member who is lower than or of the same rank as the 
applicant.
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DECLARATION: CONFLICT OF INTEREST

I have read the resume and information of the candidate and declare that

 there is no conflict of interests that would influence my judgment as an interviewer in this 

Interview Panel.

 the candidate is my family member / relative / friend / others (____________) and there may be 

potential conflict of interest situation arising from the discharge of my duties in this Interview 

Panel.

11

Resolution of the Interview Panel

With respect to the above declaration, 

 _____________ should refrain from involving in the assessment of the candidate mentioned.

 _____________ may continue to take part in the assessment of the candidate mentioned.

 Others: __________________________________________________________________

Signature:__________________________        Date:_____________________________

(Chairman of the Interview Panel)



INTERVIEW ASSESSMENT
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Professional 
Quality

Personal Ability

Attitude

Others



INTERVIEW PANEL DECISION
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Discussion on

candidate’s 

performance

 Highly recommend 

 Recommend

 Reservation

 Reject

 Comments

 Contract period

 Probation period

 Incremental date

 Salary, MPS Point

 Discretionary point (if any)



CHECKLIST FOR NEW APPOINTMENT

 Reference check

 Sexual conviction record

 X-ray check 

 Teacher Registration 

 Qualifications assessment 
(if applicable)

 Working visa (if applicable)

 LPAT for Language teachers
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POLICIES & GUIDELINES

• All terms and conditions of appointment are in
compliance with relevant Education Ordinances and
Employment Ordinances

• All policies are endorsed by the IMC

• HR policies and relevant guidelines are in place for
inspection

• Retention period of unsuccessful applications will be for
one year
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SELF-EVALUATION

ANALYSIS
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IMPROVEMENT

RE-ENGINEERING

PROCESS



INTERNAL CONTROL MECHANISM 

Human Resources Sub-committee (HRSC)
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ADVISE
REVIEW

MONITOR

HRSC



INTERNAL CONTROL MECHANISM 

Governance Review Sub-committee (GRSC)
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GRSC

ADVISE

CONTROL INSPECT



HIRING SUCCESS RATE

75%
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INDUCTION MENTORSHIP
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