SAMPLE
CONDITIONS OF SERVICE - TEACHERS IN AIDED SCHOOLS

	Probationary Period
	:
	Two years with effect from
	

	Rank
	:
	

	Salary Scale
	:
	

	
	
	The salary scale of a teacher is determined in accordance with the Code of Aid for Primary/Secondary/Special/Aided* Schools including without limitation relevant government circulars as may be issued from time to time by the Government.  The salary scale stated herein represents the assessment made by the school, and the decision of the Education Bureau shall be final.  If at any time after a teacher is appointed, the Education Bureau shall determine that the salary scale was assessed incorrectly, a teacher shall, upon request, refund all sums which have been overpaid arising out of the final assessment of the Education Bureau.

	Payment of Salary
	:
	A teacher shall receive each month the salary due to him/her without any deduction save, where appropriate, his/her own contribution to the Provident Fund. [Section 32(2)(g) of the Employment Ordinance states that wage deductions could be made at the request in writing of the employee in respect of contributions to be paid by him/her through the employer for the purpose of any retirement scheme, etc. lawfully established for the benefit of the employee.  Under section 32(3) of the Employment Ordinance, except with the approval in writing of the Commissioner for Labour, the total of all deductions, except those for absence from work and outstanding maintenance payment, made in any one wage period shall not exceed one half of the wages payable in that period.]  Salary shall be credited to his/her bank account or paid in the form of a cheque drawn against the official school account and issued on or before the last day of the month in which the salary has been earned.  Salary shall continue to be paid during school holidays, subject to the conditions specified below for payment of salary on termination of service.

	Incremental Date
	:
	A teacher’s incremental date shall be the first day of the first month of commencement of service if appointed on or before 15th, or 1st of the following month if appointed after 15th.  However, if the teacher takes no-pay leave, the incremental date shall be adjusted in accordance with the instructions the Permanent Secretary for Education from time to time issue.  Besides, when it appears to the School Management Committee (SMC) / Incorporated Management Committee (IMC)* that the service of a teacher has been unsatisfactory, it may withhold the teacher’s annual increment by following the procedures laid down in the relevant Code of Aid.

	Provident Fund
	:
	Subject to the provisions of the Grant/Subsidized* Schools Provident Fund Rules, 5% of the basic salary, including any allowances approved for that purpose by the Education Bureau, shall be contributed monthly by the teacher, where appropriate, to one or the other of these funds and an appropriate amount of donation to that contribution shall be made by Government to the teacher’s Provident Fund account.

	Mandatory Provident Fund
	:
	For employees who should enroll in a registered Mandatory Provident Fund (MPF) Scheme according to the MPF Scheme Ordinance, schools, as an employer, should for each contribution period – 

	
	
	(a)
	make the employer’s mandatory contribution to the trustee of the Mandatory Provident Fund Scheme; and

	
	
	(b)
	deduct the employee’s mandatory contribution from the employee’s relevant income (and NOT to include the employer’s contribution in the employee’s relevant income).

	Leave
	:
	Subject to the provisions of the Employment Ordinance and the relevant Code of Aid, teachers are entitled to sick leave (paid or no-pay), maternity leave (paid or no-pay), paternity leave (paid or no-pay), special tuberculosis leave (paid or no-pay), special leave for a maximum of 2 days per school year (paid), study leave endorsed by the Permanent Secretary for Education in advance (paid), leave for juror or witness service (paid), and leave for a maximum of 14 days per school year for special events (paid).

	Annual Leave
	
	For the sake of smooth operation and operational needs of a school, the annual leave of teachers is subsumed under the major school holidays, which are 90 days a year including public holidays.  

	Termination of Appointment and Period of Notice
	:
	(a)
	By Teacher

If a teacher wishes to terminate his/her appointment, he/she may do so -

	
	
	
	(i)
	at any time during the first month of the probationary period without notice or payment in lieu;

	
	
	
	(ii)
	after the first month of the probationary period by giving the School Management Committee (SMC) / Incorporated Management Committee (IMC)* one month’s notice or payment of one month’s salary in lieu of notice;

	
	
	
	(iii)
	after the probationary period by giving the SMC / IMC* three months’ notice or payment of one month’s salary in lieu of notice.

	
	
	(b)
	By School Management Committee (SMC) / Incorporated Management Committee (IMC)*
Where a SMC / IMC* considers that the service of a teacher is unsatisfactory even after due warnings, both oral and written, have been given, it may terminate the teacher’s service, following the procedures laid down in the relevant Appendices in the respective Code of Aid.  For any causes other than unsatisfactory performance (including by reason of redundancy due to reduction in the number of operating classes/school closure), a SMC / IMC* may terminate a teacher’s service -
(i)
by giving one month’s notice if the teacher is serving a period of probation;

(ii)
by giving three months’ notice if the teacher has satisfactorily completed a probationary period.

	
	
	
	The teacher has the right to claim against the SMC / IMC*  for payment in lieu of notice should the SMC / IMC* fail to give sufficient notice for the termination of contract.

	Conditions for Payment of Salary on Commencement or Termination of Appointment
	:
	Salary shall be paid from the date of assumption of full duties and shall cease immediately after the last day of performance of full duties except as provided below.

A teacher with service of one academic year or more without break whose appointment terminates, with due notice given, no earlier than the beginning of

(i)
the major school holidays (i.e. Christmas, Chinese New Year and Easter Holidays) will be paid to the end of the school holidays;

(ii)
the summer vacation will be paid to the end of August.

A teacher with service of less than one academic year but more than 59 days whose appointment terminates, with due notice given, no earlier than the beginning of

(i)
the major school holidays will be paid to the end of the school holidays;

(ii)
the summer vacation will be paid to the end of July.

A teacher with service of 59 days or less shall be paid up to and including the last day of duty.

	Retirement
	:
	(a)
	A teacher shall retire at the end of the school year in which he/she reaches the age of sixty.

	
	
	(b)
	Notwithstanding (a), the Permanent Secretary for Education shall determine, on the recommendation of the SMC / IMC*, whether or not to permit a teacher to continue in service for a period of not more than one school year in accordance with Section 58B of the Education Ordinance.

	Promotion Prospects
	:
	Serving teachers who have satisfied the requirements laid down by the Permanent Secretary for Education may be promoted to a higher rank.

	Outside Duties
	:
	No full-time teacher shall engage in outside duties except with the prior approval of the School Management Committee (SMC) / Incorporated Management Committee (IMC)*.  Approval may be withdrawn at any time if the work is found to be interfering with the teacher’s duties and, in any case, shall be subject to half-yearly review.

	Limit of Duties
	:
	Apart from his/her normal teaching duties, the teacher may be required to assist with normal extra-curricular and other school activities, at the discretion of the Principal/Head of School; but he/she shall not be required to perform any other duties not directly connected with the school to which he/she is appointed.

	Absence from Duties
	:
	If a teacher is absent from his/her duties for reasons of ill health, he/she shall report immediately to the Principal/Head of School and shall, if the period of absence exceeds two days, forward to him/her an acceptable medical certificate.  Absence for any other reason should be approved by the SMC/IMC* or the authorized person of the SMC/IMC* (e.g. the Principal/Head of School).

	Disclosure of  Information
	:
	A teacher must report to the school immediately if he/she is involved in any ongoing criminal proceedings or investigations, including but not limited to arrest or apprehension by the police, or if he/she has become the subject of professional misconduct investigation undertaken by another school or the EDB.  When criminal proceedings or investigations are instituted against a teacher, his/her duties will be reshuffled by the school taking into account the nature of the case as appropriate.  If the case is of a serious nature, a teacher will be suspended from his/her normal duties subject to the provisions of the Employment Ordinance and the relevant Code of Aid.  A teacher will be liable to disciplinary action if he/she is found to have intentionally provided false information to/ withheld any material information from the school.

	Other Conditions

(Other conditions, such as teacher registration status, teacher language requirement and certificate for principalship, may be added here provided that they are in conformity with the provisions of the Education Ordinance, the Employment Ordinance and their subsidiary legislations, the relevant Code of Aid and the instructions as the Secretary for Education /Permanent Secretary for Education may from time to time issue.)
	:
	__________________________________________________

__________________________________________________

__________________________________________________

__________________________________________________

__________________________________________________

__________________________________________________

__________________________________________________

__________________________________________________




*delete as appropriate
(revised in June 2020)

******************
To be completed by the teacher :


I confirm that I have read and understood all the above conditions and hereby agree to abide by them.

	
	
	Signature of Teacher :
	

	
	
	Name in Block Letters :
	

	
	
	Date :
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