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I Topics I

» [ntroduction
= “One Executive Officer for Each School” Policy

= Operation of Incorporated Management
Committee

= Financial Resources Management
= Accounting Arrangement and Procurement
= Human Resources Management

= More References on EDB Website
(www.edb.gov.hk)

= Questions and Answers
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Types of Schools in Hong Kong

By Finance Type
= Aided Schools (F &+ & &)

= Government Schools (f = &)

= Caput Schools (# =iz pk & %)

=

—

Public sector
schools

A Jg“ ol

= Direct Subsidy Scheme Schools (2 4& 3 g4 - 3]

1)
= Private Schools (# = & {2)
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Some Major Tasks in a School Year (s.y.)

s.y. starts 1st term 2" term| |s.y. ends
exam exam

Sep Oct Nov Dec Jan Feb Mar Apr May Jun Jul Aug

1 1 A f A r
Primary One POA DP POA
Admission (POA) || results Central SSPA
discretionary Allocation | | Fesults
place (DP) Secondary School| | Diploma of (CA) DSE
admission stage Places Allocation | | Secondary results exam
(SSPA) DP Education
admission stage | | (DSE) exam CEEIEE

SSPA DP
results (NEW)
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Stakeholders and Personnel in Schools

School Community

School Management Committee (SMC, {2 & ¢ )/
Incorporated Management Committee (IMC, i

BicHE )

— Supervisor (1 & ) and Managers (12 & )

Principal

Teachers Students Specialists

Supporting
Staff
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School Sponsoring

Body (#%#5 &4} >
SSB)

Parents

Alumni

Other Community
Members




Rules and Regulations that Govern
the Operation of Public Sector Schools

= Education Ordinance (EO, # ¥ i% #]), Education
Regulations (ER, # = #.5{) and other legislations,
such as Employment Ordinance (EmO, & # i% ),
etc.

» Codes of Aid (CoA, T &% B &)
= School Administration Guide (SAG, £ {75+ #)
= Circulars and Circular Memorandum (if £ % if &)

= Instructions given by Permanent Secretary for
Education (PS(Ed), &~ & ¥ =43 &) from time to
time
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Common Administration Issues in Schools

= School Management
= Learning and Teaching
= Student Matters

= Home-school Matters
= Finance Matters

= Personnel Matters

= School Premises Matters
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“One Executive Officer for
Each School” Policy

[— - i E ) KK

. ]



I “One Executive Officer for Each Sch” Policy I

= Recommended by the Task Force on School-
based Management Policy

= Aim:

e Enable schools to review their school-based
administrative arrangements and requirements,
streamline administrative procedures, strengthen
school administrative support;

e Reduce the administrative work of teachers and
principals
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I “One Executive Officer for Each Sch” Policy (2) I

» From 1.9.2019, each aided school will be
provided with a school executive officer (Sch
ExO) and may choose either one of the modes
below:

i. Creating a regular Sch ExO post in the
establishment of the school for employing a full-
time Sch ExO

i. Receiving the School Executive Officer Grant
(SEOG) to recruit at least one full-time Sch ExO or
procure school administration-related service with
at least one full-time school-stationed Sch ExO

EDB ScExO Ind Prog 2019_Overview 10



I Proposed Scope of Responsibilities of Sch Ex0 I

= EDBCM No. 37/2019 (Appendix |)

= To assist in supervising and coordinating school

administrative matters, for example:

e to assist the SMC/IMC to put in place a proper internal
control mechanism for personnel and financial
management;

« to support the operation of the SMC/IMC (such as
communicating with school managers and relevant parties,
preparing documents for meetings, drafting minutes of
meetings, assisting in election and registration of school
managers, coordinating school-based, joint-school or school
sponsoring body-based training for school managers, and
seeking legal advice based on school operational needs);
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I Proposed Scope of Responsibilities of Sch Ex0 (2) I

e to assist in the executive functions of financial resource
management (such as procurement of goods and services,
handling school trading operations, acceptance of donations,
budgeting and financial control, accounting and maintenance of
records) and human resource management (such as staff
appointment, regrading, promotion and acting appointment,
termination of employment, leave arrangement and salary
assessment);

e to supervise and manage duties of nhon-teaching staff;

e to assist in reviewing school-based mechanisms, internal
administrative arrangements and requirements (such as handling
of school complaints, crisis management, parent education,
maintenance of school premises and safety issues);

e to assist in handling of routine school administrative matters;

o to liaise with stakeholders of the school.
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Information about Sch Ex0

School Administration and Management > Administration > About School Staff

%

GOVHK HBBfF—si \ SRR MR | Mobiile / Accessible Version My Colour AA A  Enter search keyword(s) 0 | Site Map| [

Education Bureau
The Government of the Hong Kong Special Administrative Region

— M m‘m
Latest News ‘ g

Home > School Administration and Management

About EDB

Press Release Regulations

Education System and Policy I Administration I

Curriculum Development

Students and Parents Related +_About Teaching

« About School Staff
Teachers Related . @ O

+ About School

School Administration and
Management + About Activities

Public and Administration + IT:Systems for Schools

Related
s « Newly-Arrived and Non-Chinese Speaking Children

Access to Information «+ Project on Enhancement of Complaint Management in

Contact Us Schools

+ Strengthening School Administration Management

Insider s

gc:spcﬁl've

/‘ Financial Management

g Ma:;':g:gg:} School-based Management
i— =  Committee
‘ School Management Committee/ Incorporated
,ﬁ" TSA ftems ST HISISE Management Committee Service Agreement
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School Registration

Quality Assurance for Schools
School Premises Related Information
Policy Documents

Year Planner
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Information about Sch Ex0 (2)

.... About School Staff > Staff Entitlement Matters of Aided Schools >

“One Executive Officer for Each School” Policy

GoVHK HBBUF— 3438 \ R &R

Home

Latest News

About EDB

Press Release

Education System and Policy
Curriculum Development
Students and Parents Related
Teachers Related

School Administration and
Management

Public and Administration
Related

Access to Information

Contact Us

sider S

Q(Z;SA;:ccbl-ve. A G

Education Bureau
The Government of the Hong Kong Special Administrative Region

Q Mobile / Accessible Version

HONG
S 9 KONG
~ =

My Colour AAA Enter search keyword(s) 0 | Site Map| 2

n AWM TAN. B ﬂ'&',‘

Home > School Administration and Management > Administration > About School Staff > Staff Entitlement Matters of Aided
Schools

L4 Pnn

Staff Entitlement Matters of Aided Schools

A

icable to Aided Secondary and Primary Schools

‘One Executive Officer for Each School” Policy (Updated in March 2019) I

ointment matters of School Executive Officer in the

» Use of the "School Executive Officer Grant”

» Frequently Asked Questions (FAQs)

» Arrangements for School Executive Officer in the 2019/20 school year

« Powerpoint presented at the briefing sessions on 28 February and 1 March 2019: (1) Summary of Policy (2) Analysis of
FAQs (Chinese version only)

Applicable to Aided Secondary Schools

Staff Entitlement Matters of Aided Secondary Schools

roved Non-teaching Staff Establishment in Aided Schools

» Frequently Asked Questions and Answers (Updated in April 2019)

+ Fractional Post Cash Grant
+ Appointment Matters Relating to Fractional Post in Aided Secondary Schools

Frequently Asked Questions (FAQs) on the Enhancement Measures for Turning Senior Secondary Curriculum Su
rant and Career and Life Planning Grant into Regular Teaching Posts (Updated in February 2019)

EDB ScExO Ind Prog 2019_Overview
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Operation of Incorporated
Management Committee
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School-based Management (SBM, {& # ¢ 12)

] Transparency and
‘ Student-oriented ‘ P y
Accountability

Participation in Self-improvement

decision-making
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School-based Management (2)

2004 Education (Amendment) Ordinance
Effective date: 1 January 2005

All aided schools shall set up Incorporated
Management Committees (IMCs)

This forms a legislative basis for participatory
governance framework with major stakeholders’
participation in school policy decision making and
school management
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Incorporated Management
Committee (IMC)

School
Sponsoring
Body (SSB)

Education
Bureau (EDB)




Part 111B of the o
Education Ordinance IMC Constitution of

(Section 40AA—40cB) ~ the school

https://www.elegislation.gov.hk/hk/c
ap279'en-zh-Hant-HK?INDEX_CS=N
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Governance Framework —
Composition of IMC in HAided Schools

(Section 40AL of Education Ordinance)

Sponsoring Body (SSB) Maximum 60% of the maximum

Manager number of all managers
I(E;(ricl:fz;gg)manager One

Teacher Manager Not less than one
Parent Manager Not less than one
Alumni Manager One or more

Independent Manager Not less than one
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Composition of IMC

(Section 40AL of Education Ordinance)
By Virtue
Bv
- G —

Parent Manager

(Alternate Parent
Manager) I I

6 Categories of Managers

“ By Nomination |
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Election/Nomination of School Managers

All teachers of
the school

T ’ Recognized
il parent-teacher:> Parent Manager

. association (Alternate
(RPTA) Parent Manager)
Recognized
alumni
association

(RAA)
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Election and/or Nomination of School Managers
Points to note

Candidature

l

Number and Tenure

Election and Nomination Procedures

L g R
l

Registration of School Managers




Elections of School Managers

School Administration and Management > School-based Management (SBM) >
References for School-based Management and Forms

Press Release

References for School-based Management and Forms

Education System and Policy

Curriculum Development © School-based Management Documents

What is SBM? & (4,424 KB)
Incorporated Manaqementg?‘mmittee - Establishment and Operation -« (1,786 KB)

Guide for Manager Election
® carmpios and Forms * Guide for Teacher Manager Election
“ Sample Constitution for IMCs (as at 22/04/2014) B (96 il Guide for Parent Manager Election
@ Sample Form for Declaration of Interests (22KB) Ps Guide for Alumni Manager Election

Contact Us “Sample Recognition Letter to Parent-Teacher Associg

Students and Parents Related

Teachers Related -

C‘I’ips for School Managers -« (3,033 KB)

Tips for School Managers (Web Version)
L= B

School Administration and I

Management “School Managers' Handbook . (874 KB)

Public and Administration
Related

Access to Information

oForm IMC-1:

: = : ; @ For Operating Schools (Form [M§
'/ ¢ For Planned Schools (Form IMZ 1b

s 'dﬂ'"'-‘é @Form IMC-2: Submission of Draft Constitution £f Incorporated Management Committee
BErspectnee o For Operating Schools (Forf IMC-2a)
@ For Planned Schools (Forrf/IMC-2b)

(] School @Form IMC-3: List of Proposed Managers
E"‘—‘:—i\‘\;‘nfo rmation @Form IMC-4: Notice of Assumption of of First Supervisor/Supervisor/Acting Supervisor
. oForm IMC-5: Notice of Resignation etcﬁf Manager

of Manager
s a Manager
| Conviction Records for Application for Renewal of Tenure of Office of a Manager

oForm IMC-6: Notice of Vacation of
alsten o Rests Form 6A: Application of Reqistratio
B DesioBRE I page @CCR Proforma: Proforma on Crimi

N'_!ﬁm W [ndargacten k1 & Manager of Incorporated Managgfent Committee
R o o
.._‘.ga:n"EH. 54 Arrangements Statutory Requirements for Pgrent Manager Election (190 KB) __'j.'_j
ek W e = 2
oGuide for Manager Election
Preventionof om-
@ REENet  StyyntSuiciaes o Guide for Teacher Manager Election (as at 31/10/2014) “a (156 KB)
Smart Parent Net «g =.-
- @ Guide for Parent Manager Election (as at 31/10/2014) - (291 KB)
= B
2019 2018 Policy Address o Guide for Alumni Manager Election (as at 4/11/2015) - (497 KB)
LTy, Dl bnibiativms af e
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IMC Forms

GOVHK H 8 — o5 \ BHE MaEiR g Mobile / Accessible Version My Colour AA A  Enter search keyword(s) 0 | Site Map| 7

Home

Latest News

Home > School Administration and Management > School-based Management (SBM) > Incorporated Management
About EDB Committee (IMC)

Press Release

IMC Forms

Education System and Policy

Curriculum Development

Download Format

form imc-1a.doc

Students and Parents Related Form IMC-1a & 1b (Notice of Intention to Establish IMC) Lo ine b doc
form imc-2a.d
Teachers Related Form IMC-2a & 2b (Submission of Draft Constitution of IMC) par TTLaa. U0
form imc-2b.doc
=== : Form IMC-3 (List of Proposed Managers) form imc-3.doc
Sg:%cg;ﬁgx? Ehalon and Form IMC-4 (Notice of Assumption of Office of First Supervisor/ Supervisor/ Acting N i
Supervisor) form imc-4.doc.
Publi d Administrati Form IMC-5 (Notice of Resignation, etc of Manager) ‘orm imc-5.doc
Rohtod RS Atiof Form IMC-6 (Notice of Vacation of Office of Manager) orm imc-6.doc

Form 6A (Application for Registration as A Manager)
Access to Information
[Updated version of Form 6A [EDB 77 (7/2012)] shall

be used effective from 12 July 2012. Previous
version of the Form is not accepted. |

Contact Us form 6A pdf eForm 6A

insider 'SI /
gc rspec Ltrve .
[Managers applying for renewal of tenure of office the effective CCR Proforma.pdf

2 . in Schools date of which falls on 1 August 2013 or after are required to
provide the duly completed CCR Proforma. ]

ICCR Proforma (Proforma on Criminal Conviction Records for Application for Renewal
of Tenure of Office of a Manager)

PSSl  -niouunce
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Procedures of IMC Meetings

Contact of
IMC
Managers

Agenda
and
Attendance



More Information ahout IMC Operation
on EDB Website

School Administration and Management > School-based Management

GOVHK 8B — 4l \ ERE MR [ Mobile / Accessible Version My Colour AA A  Enter search keyword(s) = © | Site Map| &

Home "‘ ' -
E— LS - =7 School-based Management

Home > School Administration and Managemen

About EDB

Press Release Regulations

e Corner for IMC Schools
Administration Corner for School Managers
Financial Management Mana ger Training

Education System and Policy

Curriculum Development

Students and Parents Related

Teachers Relaied I School-based Management I

School Administration and Year Planner ¥
Management * School-based Management and School-based Management

Public and Administration Soveriiiee Braeun

Related

+  Workflow of IMC Establishment and Related Matters

Access to Information + Corner for Incorporated Management Committee Schools

Contact Us + Corner for School Managers

+ Manager Training

—vﬁ./ ; + References for School-based Management and Forms

Insider % « Register of IMC
gc:s‘:ecl.ve

R— + Enquiries
< FSchool) d
L S=l Management
h % Committee
School Management Committee/ Incorporated v
m 2&5%325 Management Committee Service Agreement
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Financial Resources Management
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Subvention to Aided Schools

* In general, the operating expenses of aided schools are
met from government grants

Subvention to Aided Schools

Recurrent Grants (&% 2 Bb) Non-recurrent Grants
h (L2 ¥ 2B

Operating Expanded Rent, Rates and
Expenses Block Operating Government
grants (Applicable to SMC Grant (EOEBG)
cengols (Applicable to IMC
Schools)

Grant for Repairs, Maintenance, ~ Yarious
Minor Improvement One-off

& Emergency Repairs ElENE
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Expanded Operating Expenses Block Grant
(EOEBG, 3% ~ cr¥f 74/ & g4 2 pL)
— Provided to schools in the school year following the
establishment of the IMCs
— Include virtually all non-salary recurrent grants
— Provide schools with greater flexibility in using resources

— The computation and adjustment of provision are simplified
— Surplus can be retained up to 12 months’ provision

Surplus can be used to top up :
1) non-recurrent expenses for projects approved/funded by EDB
2) 50% of recurrent cost arising from government-funded projects

3) 25% of recurrent cost arising from furniture and equipment and other
facilities or educational service acquired through private donations or
other fund-raising schemes

EDB ScExO Ind Prog 2019_Overview
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Expanded Operating Expenses Block Grant (2)

—_— Other
. Governrr_lent
Subventions

School
Specific
(e.g. AC G,
Admin G)

Baseline
Reference

Constituent grants

ar= =3
.. A

\‘-—_ ——’

SR

\‘—__ __—’
\J

50% of recurrent cost
of government-
funded projects

\_
7 rd

Surplus

25% of recurrent cost
of F&E acquired
through donations or
fund-raising schemes

Surplus (up to 12

-

months’ provision)
may be kept for
specific and
meaningful purpose

(Annual Adjustment -- June-on-June movement of
the Composite Consumer Price Index (CCPI))
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Rent, Rates and Government Rent

* Provided to eligible schools to refund
the rent, rates and government rent of
premises for school purposes

( For details, please refer to EDBC014/2007 Refund of Rates and Government Rent )




Non-recurrent Grants

Capital Cost for Building, Furniture and Equipment

Grant for Repairs, Maintenance, Minor Improvement &
Emergency Repairs

Furniture & Equipment Grant
Replacement of Furniture and Equipment cost due to fire,
natural disasters or theft

Other One-off Grants

For special programmes/projects, e.g. Grant for Establishment
of Incorporated Management Committee (IMC), Provision of
One-off Grant to Schools for the Promotion of STEM Education,
etc.
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Other Sources of School Income

 Tong Fal (Senior Secondary)

* Collection of fines, charges and fees for
specific purposes

* Fund raising/Donations
% Schools must observe the Education

Regulations, Circulars/Circular

Memorandum and Guidelines issued by
EDB from time to time

EDB ScExO Ind Prog 2019_Overview
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Some Guiding Principles of Using Subvention
>

Be good employer and set reasonable remuneration for
staff while complying with the requirements of related
Ordinances

Set aside part of the grants for payment of Severance
Payment/Long Service Payment as outstanding
commitment for staff employed under constituent grants
of OEBG/EOEBG

» Should not use the provision on fringe benefits for staff

Observe related guidelines in procurement

Observe COA, SAG, Circulars/CM and guidelines issued
from time to time

EDB ScExO Ind Prog 2019_Overview
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References on Financial Management

School Administration and Management > Financial Management

GoVHK HBBUF— 3418 \ Bl MR

Home

Latest News

About EDB

Press Release

Education System and Policy
Curriculum Development
Students and Parents Related
Teachers Related

School Administration and
Management

Public and Administration
Related

Access to Information

Contact Us

g Mobile / Accessible Version

My Colour AA/A Enter search keyword(s) | © | Site Map| 2

Home > School Administration and Management

Regulations
Administration

Financial Management

« About Financial Management

* About Financial Management

+ Information on Subsidy

+ Notes to School Finance

School-based Management

School Management Committee/ Incorporated
Management Committee Service Agreement

EDB ScExO Ind Prog 2019_Overview

Financial Management:

Information on Subsidy
Notes to School Finance

School Premises Related Information
Policy Documents

Year Planner

I Print
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References on Financial Management (2)

School Administration and Management > Financial Management >
About Financial Management

About Financial Management

GOVHK H Bl — 4l \ ERER 4R l§ Mobile / Accessible Version My Golour o

Home - M Rates and Government Rent
Z .

Latest News a: | Reference Materials on

S Home = School Administration and Management = Financial Management = A Ca paCIty En ha ncement G ra nt’

Reference Materials on
E/OEBG and CFEG

Press Release

I About Financial Managementl

Education Systemn and Policy i
2 Reference Materials on Acceptance of Advantages and Donations by Schd

Curriculum Development 2 Points to Note on Handling Improper Sales by Schools oot

© Rates and Government Rent
Students and Parents Related ) Reference Materials on Capacity Enhancement Grant

& Reference Materials on Expanded / Operating Expenses Block Grant (E/OEBG) and Composite Furniture and Equipment Grant (CFEG)
Teachers Related 2 Reference Materials on Trading Operations

& Teacher Relief Grant (TRG) for Schools with an Incorporated Management Committee
2 Reference Materials on Handling Government Subventions for Aided Schools
0 Reference Maternials on Procurement Procedures in Aided Schools

0 Reference Materials on Financial Management Seminars for Aided Schools

E';git‘ég"d Administration ) Reference Materials on Seminar on "Essential Knowledge on Financial Management for Aided Secondary School Principals”

School Administration and
Management

Access to Information

Contact Us
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References on Financial Management (3)

School Administration and Management > Financial Management >
Information on Subsidy > Reference Materials on E/OEBG and CFEG

Press Release

Education System and Policy
Cummculum Development
Students and Parenis Related
Teachers Related

School Admimistration and

Management

Public and Administration
REEIE

Access to Information

Contact Us

v_;,gyde'f-'s /
gﬂ rspective

FSchool)
Management

S
- '%ib Committee

2019 HKDSE
" Exam,Results
REIEEEE,
Designaled Webpage

N'_w_Mm of  Kindergarten K1
Kindergarien Educaion  Admission

A P 4 Arrangements
Prevention of
@ REENee YT
Smart Parent Net v

2018 Polcy Address

2019 oy A
- EET

Rates

Reference Materials on E/OEBG and CFEG

User Guides

User Guides C OEBG
0BG * EOEBG
e * CFEG

Reminder Lists

+ OEBG and CFEG
+ EOEBG

+ OEBG

General Domain

(i) Aided Secondary Schools
(i) Aided Primary Schools
Special Domain

(iii) Aided Secondary Schools
(iv) Aided Primary Schools

+ CFEG

+ EOEBG

(i) Basic Provision (A) and Average per Class Rate (B)
(i} School Specific Grants for Aided Secondary Schools

(iii) School Specific Grants for Aided Primary Schools

(iv) School Specific Grants for Aided Special Schools

Air-conditioning Grant for Aided Schools

EDB ScExO Ind Prog 2019_Overview

* OEBG and CFEG
N =0]3:1C

Air-conditioning Grant

for Aided Schools
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Accounting Arrangement
and Procurement
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I Accounting Arrangement y g I

- Statutory requirements
 R64 of the ER and S40BB of the EO

IMC must keep proper books of accounts and
other financial and accounting records

- Separate bank accounts should be maintained
for govt and school funds

- IMC should open and maintain, in its name, at
least 2 accounts (one for govt funds and the
other for non-govt funds), all bank accounts
should be operated by jointly authorized
signatories, same arrangement for internet
banking
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I Accounting Arrangement (2) p I

- A set of proper books of accounts
should comprise items such as payment
vouchers, fixed assets register, etc. (para.l in
Ch. 6.5.2 of SAG)

- All entries should be validated by vouchers
with supporting documents

- An annual income and expenditure account
and balance sheet should be prepared for
external auditing

- The accounting system should be transparent
to facilitate internal and external control
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I Accounting Arrangement (3) y g I

- IMC is required to prepare its annual
financial statements

- IMC is required to appoint an accountant as
the auditor (S.40BB of the EO)

- The audited financial statements
together with the auditor report shall be
submitted to the PS(Ed) within 6 months after
the year end date of the school (S.40BB of the
EO, EDBCM No. 160/2019)
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I Procurement of Stores and Services I

Guiding principles

- As the stores and services are procured out of
public funds, IMC is publicly accountable for
the conduct of its affairs and related
expenditures

- IMC should ensure their schools have put in
place

- a fair, open and transparent system of
procurement procedures and

» there are adequate checks and balances
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I Procurement of Stores and Services (2) I

Guiding principles (cont’)

- The designated purpose(s) of each
government grant must be met

- The “Guidelines on Procurement Procedures
in Aided Schools” (EDBC 4/2013) must be
observed and strictly followed

EDB ScExO Ind Prog 2019_Overview L4



Procurement of Stores and Services (3)

Financial limits | Procurement arrangements Approving authorities
$5,000 or Compe’ccjt]ive bidding not . Principal/Deputy Head
required for procurement o . :
below any stores or services provided [Note: For schools without
that a member of school staff DeP“ty_Headf the .
at an appropriate level certifies | approving authority rests
that such procurement is with the principal.]
essential and the prices are fair
and reasonable
Above $5,000 | By oral quotations (at least two)
to $50,000
Above $50,000 | By written quotations (at least | Principal
to $200,000 five)
Above By tenders (at least five) TAC comprisingthe
$200.000 SV/Manager, the Principal,
’ a teacher and a rep of the
PTA or a parent manager

EDB ScExO Ind Prog 2019_Overview
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I Procurement of Stores and Services (4) I

Some DOs

v’ Inform suppliers/contractors in writing that
the offer of advantages to school staff is illegal

v'Declaration of conflict of interest

v'Items of stores and services of the same
category should be grouped in the same
quotation/tender schedule before inviting
suppliers to bid

v'Selection of the lowest offer/highest overall
score offer if marking scheme is adopted
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I Procurement of Stores and Services (9) I

Some DON’Ts

X Evasion of the financial limits by dividing
procurement requirements into instalments or
by reducing the usual duration of contracts

XBased on the monthly instead of the overall
amount in determining the financial limit
when carrying out procurement

X Rejecting the lowest offer of written
quotation/tender without reason(s)
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Procurement of Stores and Services (6)
Reference materials

- EDBC No. 4/2013
- School Administration Guide (S6.4)

- Guide to Financial Management for Aided Schools Operated by IMC
EDB Homepage > Sch Admin and Mgt > School-based Mgt >

Corner for IMC Schools > Financial Mgt

- Relevant reference on financial issues (3 documents)
EDB Homepage > Sch Admin and Mgt > Regulations >

Checklist on Common Admin Issues in Aided Schools

- Checklist on Procurement Procedures in Aided Schools
EDB Homepage > Sch Admin and Mgt > Financial Mgt >

About Financial Mgt > Ref Materials on Procurement

Procedures in Aided Schools
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Human Resources Management
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I Personnel Matters I

(1) General Principles

» The SMC (F¢&E=)/IMC ((EE|RFE =) is responsible
for the management of a professional team of
teaching and non-teaching staff in school.

= The SMC/IMC should exercise Employer’s autonomy &
responsibilities

= There should be explicit policies & procedures
= Policies & procedures must be fair and open

= Avoid any actual/perceived conflict of interest
= Avoid allegations of favoritism

= In accordance with relevant Ordinance, regulations,
Codes of Aid, standing circulars and guidelines

EDB ScExO Ind Prog 2019_Overview 5O



Retirement
Benefits
EDBC No.

048/2000

Appointment Promotion,

Regrading

EDBC No.
005/2005

EDBC No.
030/2000

Personnel

Matters, including
but not limited to

Acting All-Graduate

Appointment Teaching
Force

EDBC No. EDBC No.

008/2004 011/2019

Performance Leave
Management EDBC No.
& Staff 001/2006,
Conduct 018/2018

SAG
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Types of Staff in Aided Schools

C N

e

: N
Grant | Revised Cash
/ A(;me Grants/
- ran :

{ Regular J Ulanie- " Monthly- | \ /| funding

limited Paid Cash e
Regular Temp or Grant/
\_Posts Daily- Other
rated funding

kSuppIy/ o
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I Staff Recruitment I

(11) General Proper Procedures

v Formulate pre-determined and objective assessment
criteria and specific procedures endorsed by SMC/IMC

v Conduct open recruitment

AN

Form an independent selection panel comprises a good
representation of stakeholders (in odd number)

Consider all eligible applications
Assess the suitability of applicants
Keep a proper record of the assessment results

D N N NN

Form Review Panel to handle appeals

Please refer to Appendix 4 of Chapter 7 of SAG (E K 7pc+ P )
- Checklist for recruitment procedures
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Staff Recruitment - Approval of PS(Ed)

_ SMC Schools IMC Schools

Appointment and X x
promotion of staff,
regrading of teachers

School Head v v
Direct Appointment of v X
Staff to Promotion

Ranks

Staff above the age of 4 v
sixty

Temporary Native v v

English Teachers

EDB ScExO Ind Prog 2019_Overview
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Staff Recruitment

Related Legislation and Regulations governing
appointment
- Education Regulations (ER, # % #.%]) (R76 & R77)

. Codes of Aid (CoA, F &4 B &)

- Instructions issued by PS(Ed) from time to time
(circulars, guidelines, SAG, letters, etc.)

- Employment Ordinance

- Other ordinances such as anti-discrimination
ordinances, Personal Data (Privacy) Ordinance

- Sexual Conviction Record Check
- Policy for preventing sexual harassment
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Appointment Matters

School Administration and Management > Administration >
About School Staff > Appointment Matters

GOVHK H B F— ki \ BRI MER [ Mobile / Accessible Version My Colour AA A  Enter search keyword(s) ' O | Site Map | &2

Home .
=
Latest News [ -
S Home > School Administration and Management > Administration > About School Staff > Appointment Matters - pnm
ou

Press Release

| Appointment Matters |

Education System and Policy

Curriculum Development Circular

Students and Parents Related + EDBC No. 5/2005

Sexual Conviction
.Record Check (SCRC)
Scheme

Teachers Related

Measures for Strengthening the Protection of Students: Appointment
School Administration and

Mandoeront + EDBC No. 16/2017

Public and Administration
Related I

Sexual Conviction Record Check (SCRC) Scheme I

Access to Information

+ EDBCM No. 179/2011 (for Schools other than Private Schools Offering Non-formal Currj
Contact Us + EDBCM No. 180/2011 (for Private Schools Offering Non-formal Curriculum)

+ Questions & Answers compiled by EDB (.2.YP2ATE {in May 2012)
« Frequently Asked Questions compiled by Hong Kong Police Force .

Points to Note/
Codes of Practice on
Employment

Note: For details of the scheme (such as protocol, application procedures and a
related to children or mentally incapacitated persons from employers), please y

Points to Note / Codes of Practice on Employment

(X oh Primary + Code of Practice on Employment under the Sex Discrimination Ordinance (Link to the Equal Opportunities Commission website)
forreference O

» Code of Practice on Employment under the Disability Discrimination Ordinance (Link to the Equal Opportunities Commission website)
+ Family Status Discrimination Ordinance Code of Practice on Employment (Link to the Equal Opportunities Commission website)
= » Race Discrimination Ordinance Code of Practice on Employment (Link to the Equal Opportunities Commission website)

New Miestone of Kindergarten K1 + Code of Practice against Discrimination in Employment on the Ground of Sexual Orientation (Link to the Constitutional and Mainland
Kodergaren Edicaton  Admission Affairs Bureau website)
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https://www.edb.gov.hk/en/sch-admin/admin/about-sch-staff/appointment/index.html

School Administration and Management > Administration > About School Staff >

Appointment Matters

Smart Parent Net
T Aided Schools
Samples
= Letter offering Appoinime in May 2016)
= Conditions of Service ( in December 2017)
. = Letier of Acceptance May 2016)

= Certificate of Service November 2015)

= Letter for Resignation/Retirement of Non-teaching Staff
You = Promotion of Laboratory Technician

[ ebe | EDB YouTube Channel

: in April 2017)

Samples: Letter
offering Appointment,
Letter of Acceptance,

Appointment Forms

Cert. of Service, etc.

Related Websites

= Appointment Forms of Teaching Staff i
Sded Pr 2
= Aided Primary School A

2017)

= Notes for Completing the Form with Worked E

/a (O ueoATE Bn 5

2017)

= Aided Secondary Schools /i (O UPDATE :jn

2017)

= Notes for Completing the Form with Worked E
= Aided Special Schools Sl .6
= Notes for Completing the Form with Worked E

/il (6 UPDATE|

= ' in September 2017)

Appointment Form

= Notification of Ch. in Teacher's P

- Appointment Forms of Non-teaching Staff in Aided Schools (.9
= Aided Primary Schools ‘:
= Aided Secondary Schools q-;
= Aided Special Schools *_:
= Notification of Changes in Non-teaching Staff Record q\;. (5:

in July 2015)

Promotion Form,
Acting Appointment

“in July 2015)

A nt R
App F

Forms (.©.YPPATE Jin July 2015)
= For Teaching Stafi/Specialists in Aided Schools

. Staff Promotion B "2 ¢ 6 UPBATE

SR A ring AprORiITEnt (ior SHDETInIT

2017)

) B %) & uroate 1y

Form, Regrading
Form, etc.

P 2017)

A A
App -

i B
= Acting Appointment (for Administrative Convenience) e~

By =
= Acting Appointment (Notification of Change in Acting-up Rate from 90% to i 00%) Ja

= Regrading to Graduate Teachers in Secondary Schools _E 6 UPDRTE in 2017)
= Regrading to Graduate Teachers in Primary Schools ‘2 2 in September 2017)
_
= Handlin intment Matters in Aided Schools (.9 YPPATE in December 2011)
Job-sharing

= Quidalinac an #ha Uandlina nf lah charine in Aidad Qrhnnle £ 0 UPDATE fin Aunoct 20400
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Notes for completing and submitting the Appointment Forms

« Appointment Forms of Teaching Staff inAided Schoals

o Aded Primary Schools B 3 ¢6 UPBATE |y September 201 Teaching Staff in

MNates far Completing the Forrm with Worked Example - ¢ O UPDATE fjp s Alded Prima ry SChOOIS
o Aided Secondary Schools il /i (O UPDATE i cantarnber 2017) .
B ° A|ded Secondary Schools

* Aided Special Schools

Non-teaching Staff in
e Aided Primary Schools
* Aided Secondary Schools
* Aided Special Schools

« Appointment Forms of Ron-teaching Staff inAided Schools 5'
=
o Ajded Primary Schools “iazd

il
o Ajded Secondary Schools “iuad
e N

o Aided Special Schools il =

= Complete and send the appointment form(s) for teaching
and non-teaching staff to the Funds Section

= Forward a copy of relevant form(s) to respective Senior
School Development Officers of school

= Keep school’s own record(s)
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Personal Data (Privacy) Ordinance — Points to Note

School Administration and Management > Administration > About School

GovHK EMBAF—5 \ ERR &R

Home

Latest News
About EDB
Press Release

Education System and Policy

Curriculum Development

Students and Parents Related
Teachers Related

School Administration and
Management

Public and Administration
Related

Home > School Administration and Management > Administration > About School

[ Mobile / Accessible Version My Colour AA A  Enter search keyword(s) ' 0 | Site Map | &2

. AN TN W ;a‘a

i—-l Pnnt

Personal Data (Privacy)
Ordinance — Points to
Note

About School

Effective Use of Resources in Schools
Prevention of Communicable Diseases in Schools
Meal Arrangements in School

School _Safeg( & Insurance

Personal Data (Privacy) Ordinance, Cap. 486- Points to Note

Enhanced Measures of the Voluntary Optimisation of Class Structure Scheme

Development Options for Secondary Schools (Applicable to Aided, Caput and Government Secondary Schools)

Reducing Lead Exposure
Sister School Scheme

Green Roofs
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Prevention of Sexual Harassment

School Administration and Management > Administration > About School >

Prevention of Sexual Harassment in Schools
GOVHK H B I — i SRR MEAR

n G AOM TN B

Home

Latest News

About EDB

Press Release

Education System and Policy
Curriculum Development
Students and Parents Related
Teachers Related

School Administration and
Management

Public and Administration
Related

Access to Information

Contact Us

gc:s;:cc's"“‘

PRSI 7~ briman:

[§ Mobile / Accessible Version My Colour AA A  Enter search keyword(s) 0 | Site Map| &7

Home > School Administration and Management > Administration > About School > Prevention of Sexual Harassment in ,34 pnm
Schools

Prevention of Sexual Harassment in Schools |

Background

Consequent to the amendment to the Sex Discrimination Ordinance (SDO) that came into effect on 3 October 2008, a
sexual harassment act committed by any person that creates a hostile or intimidating environment also applies to
educational settings. It is the responsibility of schools to ensure_ih embers,

ol e il raleplid e Equal Opportunities

to be b by individuals f lawful acty . .

e e Commission(EOC)’s framework
for Sexual Harassment Policies

to ensure that the school is free from any sexua I

liability on the employers, including developing a schoorp n School S

understanding and awareness of both staff and students abo andling
mechanism to resolve sexual harassment complaints.

As advised by the Equal Opportunities Co

Schools may refer to the relevant amended sections of 0OC's website (http://www eoc org.hk).

Questions & Answers on Preventing / 4l Harassment in Schools and Brief

Outline of a School Policy
-,

. ORAs on Preventing Sexual Harassment in Seffog = ([pdared in November 2013)

.
The EOC's Framework for Sexual Harassment Policies in Schools & fUpdated in November 2013)

EDB ScExO Ind Prog 2019_Overview
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Education Ordinance (E0, % ¥ %
Education Requlations (ER, %t“’ 3 51)

Home > About EDB > Press Release > LegCo Business > Education
Ordinance > Education Ordinance and Subsidiary Legislation

GovHK EBBUF—35i \ HRE fER

Home

Latest News

About EDB

Press Release

Education System and Policy
Curriculum Development
Students and Parents Related
Teachers Related

School Administration and
Management

Public and Administration
Related

Access to Information

Contact Us

5)) &

[ Mobile / Accessible Version My Colour AA A  Enter search keyword(s) 0 | Site Map| &9

a: ‘ V. +, Education Ordinance
Home > About EDB > Press Release > LegCo Business > Ed Su bsid ia ry Legislation
* Education Regulations

Education Ordinance
Subsidiary Legislation
© Education Regulations

2 Education (Exemption) (Private Schools Offering Non-formal Curriculum) Order
© Grant Schools Provident Fund Rules

=
” Subsidized Schools Provident Fund Rules

EDB ScExO Ind Prog 2019_Overview
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https://www.edb.gov.hk/en/about-edb/press/legco/edu-ordinance/edu-ordinance-and-subsidary-legislation.html

School Administration and Management

R Y

GoVHK EBBF—kil \ WA &R

Home

Latest News

About EDB

Press Release

Education System and Policy
Cumiculum Development

Students and Parents Related

Teachers Related

School Administration and
Management

Public and Administration
Related

Access to Information

Contact Us

I . :
_‘--;; Education Bureau

") The Government of the Hong Kong Special Administrative Region

HONG
KONG

Regulations:
* Codes of Aid
N | 2~ ¥ < School Administration Guide
= * Checklist on Common

g Mobile / Accessible Version My (

Home > School Administration and Management _' . : .
/ Administrative Issues in Aided
Regulations v

Schools
Administration ) 4 Quality Assurance for Schools v
Financial Management v School Premises Related Information v
School-based Management v Policy Documents v
School Management Committee/ Incorporated v Year Planner v

Management Committee Service Agreement
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GCovHK EBBAF— 158 \ R FER

Home

Latest News

About EDB

Press Release

Education System and Policy
Curriculum Development
Students and Parents Related
Teachers Related

School Administration and
Management

Public and Administration
Related

Access to Information

Contact Us

EDB ScExO Ind Prog 2019_Overview

H Mobile / Accessible Version

My Colour AAA  Enter search keyword(s) ' © | Site Map| =9

Codes of Hid (CoR, 3 &4 B i>])

School Administration and Management > Reqgulations > Codes of Aid

Code of Aid for Special Schools (November 1998) [html] [pdf] =
Code of Aid for Special Schools, Volume Il (Practical Schools and SEECEE @eYAN=1ale M2tz Eln=ls H Dle et aa =l )6

for Aided IMC Schools

Guidelines and Forms related to Codes of Aid for Aj

W

Code of Aid and Related Documents for Aided IMC Schools

Replaced Appendix 2 for Reference
« Appendix 2 of Code of Aid for Secondary Schools (as at 31 August 2009) [pdf] /=
Appendix 2 of Code of Aid for Secondary Schools (as at 31 August 2017) [pdf] “&
Appendix 2 of Code of Aid for Primary Schools (as at 31 August 2017) [pdf] ‘:
Appendix 2 of Code of Aid for Special Schools (as at 31 August 2009) [pdf] ‘:

-,

Appendix 2 of Code of Aid for Special Schools (as at 31 August 2017) [pdf] &

@,

&



https://www.edb.gov.hk/en/sch-admin/regulations/codes-of-aid/index.html

School Administration Guide (SAG, 5 & 75+ #)

School Administration and Management > Reqgulations >

School Administration Guide

GOVHK HBif— it \ KRE M [ Mobile / Accessible Version My Colour AA A  Enter search keyword(s) = 0 | Site Map| &7

- g”l m|n|sra|on Ule

Home

Latest News

About EDB

Press Release

Education System and Policy
Curmiculum Development
Students and Parents Related
Teachers Related

School Administration and
Management

Public and Administration
Related

Access to Information

| » Updated items of SAG

| * Supplement to SAG
(applicable to aided IMC
schools only)

School Administration Guide (2019/20) (applicable to aided schools)
Updated items of School Administration Guide (2019/20 school year)

Supplement to School Administration Guide (applicable to aided IMC schools only) O‘”’°"E
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https://www.edb.gov.hk/en/sch-admin/regulations/sch-admin-guide/index.html

School Administration Guide
[ Points to Note )

This Guide 1s applicable to aided schools.

The term “School Management Committee” (SMC) in this Guide covers
the Incorporated Management Committee (IMC).

Schools should also make reference to the Education Ordinance, Education
Regulations, Codes of Aid and the relevant legislations in Hong Kong.

Aided IMC schools should read this Guide in conjunction with the
“Supplement to the School Administration Guide”.

The Education Bureau circulars/ circular memoranda mentioned in the
various chapters of this Guide are highlighted in RED. The relevant
circulars/ circular memoranda can be searched and retrieved via the
“Circular” section 1n “About EDB” at EDB homepage.

Hyperlinks provided in this Guide are highlighted in BLUE.
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I School Administration Guide (3) I

School-based Management

Learning and Instructional Matters
Student Matters
Home-School-Community Partnership

L A A

Planning, School Self-evaluation and
Budgeting

School Finance Matters

o

7. Personnel Matters
8. School Premises and Safety
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Circular Search
About EDB > Circulars

GOVHK H8 A — o4 \ ERME MER [§ Mobile / Accessible Version My Colour AA A  Enter search keyword(s) = O | Site Map | &7

Latest News [
Home > About EDB

About EDB =t P”"‘
Press Release Bureau's Information v Publications and Statistics v
Education Syst d Poli ; ST :

e Policy Highlights v I Circulars I v
Curriculum Development

Press Release / LegCo Business / Others v Annual Open Data Plans v

Students and Parents Related
Teachers Related

School Administration and
Management

Public and Administration
Related

Access to Information

Contact Us
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GOVHK &8 BUF — 3438

Home

Latest News

About EDB

Education System & Policy
Curriculum Development
Students & Parents Related
Teachers Related

School Administraion &
Management

Public & Administraion Related

Access fo Information

Contact Us

'.nsudef_'S_‘ “ =

Circular Search (2)
About EDB > Circulars > About Circular

ERE MR AA A Entersearch keyword(s) | 0 | Site Map| =

o —

Home > About EDB > Circular

Circular

For enquiry about the circulars, please conta pective subject officer.
Newly Issued Circulars in the Last Seven Days

Please select your school type in distribution list and click the Bge
circulars, just click the Browse button directly.

By School Type:

EDB ScExO Ind Prog 2019_Overview

Newly Issued Circulars
in the Last Seven Days

All circulars are in Acrobat Portable Document File (PDF) fopafat. Please download and install Acrobat Reader to view these files.

Select relevant school
type, or use the
default “All”


https://applications.edb.gov.hk/circular/circular.aspx?langno=1

2019 HKDSE
Exam.Results

Releaze,
Designated Webpage

New Miestone of  Kindergarten K1
Educaion  Admission
:-”Qn‘.q’ Arrangements
Preventionof
@ FRWNet e Suides
Smart Parent Net T
2018 Policy Address
Policy Initiatives of
Education Bureau

EDB YouTube Channel

Related Websites

Circular Search (3)

Circular Search

Please input one or more item(s) and click the Search buttop/to retrieve there

Search button directly.

Keyword Search:

By School Type:

Type of Circular:

Circular Number:

Period of Issuing Circulars:

@, Search

EDB ScExO Ind Prog 2019_Overview

Input one or more items to search

e all circulars, just click the

Type of Circular:
* EDB Circular
e e EDB Circular Memorandum
j<—- Al --> v

Circular Number
e.g. 001/2019

(e.g.: 'EDBC001/2007", '001/2007' or'001'. Please i . o
Period of Issuing

Erofm: Circulars

To:

(e.g. From 1/ to 31/12/2007)
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Checklist on Common Administrative Issues

School Administration and Management > Requlations >

in Aided Schools

Checklist on Common Administrative Issues in Aided Schools

GOVHK HBBUF— 348 \ MRIR &R [ Mobile / Accessible Version My Colour AA A  Enter search keyword(s) © | Site Map|

Home

Latest News
About EDB
Press Release

Education System and Policy

Curriculum Development

Students and Parents Related

Teachers Related

School Administration and
Management

Public and Administration
Related

n T AMTAN. W

Home > School Administration and Management > Regulations > Checklist on Common Administrative Issues in Aided
Schools -

Checklist on Common Administrative Issues in Aided Schools

Checklist on Common Administrative Issues in Aided Schools (updated 29.3.2019) m

Relevant Reference Files on Financial Issues:

1. Report on Financial and Personnel Matters Approved by SMC/IMC for Aided Schools (updated 26.7.2017)

2. Points to Note on Financial Management of Aided Schools (updated 10.3.2016)
3. Exception Report on Procurement Activities for Aided Schools (updated 30.4.2013)

EDB ScExO Ind Prog 2019_Overview

71


https://www.edb.gov.hk/en/sch-admin/regulations/checklist/index.html

Checklist on Common Administrative Issues
in Aided Schools (2)

. Staffing Issues

(appointment, acting appointment, regrading, promotion,
leaves, remuneration, resignation, retirement, ...)

Il. School Administration Issues
(school premises and facilities, other general items)

I1l. Financial Issues

(procurement, trading operation, school income,
government subvention)

IV. Student Issues
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Checklist on Common Administrative Issues
in Aided Schools (3)

Approval

Authority

Items

Schools under
SMC

Schools under
IMC

Major Reference Materials

(I) Staffing Issues

(A) Appointment

1.  Appointment of teaching staff (excluding school head
and certain types of staff as specified in Codes of Aid)

Links to relat
rules/section
the EO, ER, Cl
SAG, Circular,

School

~_—
ed

s of
OA,
etc.

School

/

EO

ER
COA

WSite

S42. 544, S45, S46. S47. S48. 549, S50, S51, 852

R68.R69. R70. R76(1). R77.R78
S49-S56. App 2A. App 2/Att A1-A2. App 3. App

5/Att C-I. App 6 para 4. App 9 [P]:

$48-S56. App 2. App 2/Att A. App 2/Att B, App

2/Att C. App 3. App 4. App 4/Att C-I, App 5.
App 8. App 9 para 4-6 [S]:

S54-S61. App 2 S2. App 4B. App 6 [Sp]:

S13.1(c) & S13.2(a) [A]:

S1 & S4 [Comp]
$7.2.1,87.3-874. App2.3 & 4ofChap 7

Relevant sections as applicable (Pri) (Sec)
EDBC No. 5/2005. 12/2016. 16/2017

EDBCM No. 179/2011. 133/2018

http://www.edb.gov.hk/en/sch-admin/admin/about-

sch-staff/appointment/index.html
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Contact Us

Contact Us > Hotline and Important Contact Points /
Regional Education Offices

GOVHK EBBUF— 5 \ KRR M4&R [@ Mobile / Accessible Version My Colour AA A  Enter search keyword(s) 0O | Site Map| &

Home > Contact Us

About EDB = P”m

Home

Latest News

Press Release I EDB Hotline and Important Contact Points v I I Regional Education Offices v I

Education System and Poli : -
¥ L EDB Telephone Directory v General Enquiry

Curmriculum Development

Students and Parents Related

Teachers Related

School Administration and
Management

Public and Administration
Related

Access to Information

I Contact Us
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https://www.edb.gov.hk/en/contact-us/list-page.html

Regional Education Offices (REO)

Hong Kong Regional Education Office

AHF, 14 Taikoo Wan Road, Taikoo Shing, Hong Kong

Ceniral & Western District 2863 4678 2543 3051

Southern District 2863 4664 2865 0491

Wan Chai District 2863 4626 2572 0600

Islands Disfrict 2863 4634 2865 1458

Kln REO:
*KC
*SSP
*SK

Hong Kong East District 2863 4649 2865 1432

*|slands
*HKE

Kowloon Regional Education Office

Podium-1/F, East Block, Education Bureau Kowloon Tong Education Services Centre, 19 3695 4108
Suffolk Road, Kowloon Tong,

Kowloon City District 3698 4141 2715 6249

Sham Shui Po District 3693 4196 2720 9699 L KT
Sai Kung District 3698 4206 2783 0354

Kwun Tong District 3695 4173 2783 7521 ° WTS
Wong Tai Sin District 3698 4219 2782 6043

*YTM

Wau Tsim & Mong Kok District 3698 4163 2781 0208

NTE REO:
*TP
*North

NT East Regional Education Office

22nd Floor, Landmark North, 2639 4576 2872 0357
39 Lung Sum Avenue, Sheung Shui, NT

Tai Po District 2639 4856 2672 3747
OST Morth District 2539 4858 2576 0011 N I W REO.
Sha Tin District 2639 4857 2602 2214 °

*KwC&TY
*TW

NT West Regional Education Office

18th Floor, Chinachem Tsuen Wan Plaza, 457 Castle Peak Road, 2437 7272 2416 2750
Tsuen Wan, NT
District School Development Sections  Enauy P *TM
Fwai Chung & Tsing Yi District 2437 5433 2480 3614
*YL

Tsuen Wan District 2437 5457 2498 1923
Tuen Mun District 2437 5483 2416 5710
Yuen Long District 2437 TNT 2416 3240
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