V20230801
Guidelines for Completing eForms on
Language Proficiency Requirement (LPR) Attainment of English/Putonghua Teachers
via Common Log-On System (CLO)
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Introduction fi§i4t
Two eForms have been designed to collect the LPR attainment information of teachers (one for English
Language and one for Putonghua).

Each survey form consists of two parts with Part (1) relating to teachers holding a reqular post and Part (11)
relating to teachers NOT holding a regular post and English teachers employed under the NET Scheme. The
information of teachers submitted by your school in the previous school year (if applicable) has been pre-
filled in the survey forms. Please verify and supplement the information of the respective serving subject
teachers and fill in the information of the respective new / newly deployed subject teachers based on the staff
establishment in the 2023/24 school year.
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Reminder:  The eForm is best viewed with Google Chrome
HR: S%F Google Chrome /% 112 25 L HEE: -

A. Steps to access the LPR eForms #I{alfFEYEE N BE TR BFHK

1. School users can access the LPR eForms through the CLO Homepage (clo.edb.gov.hk).
EAE T B A RS, T H (cloedb.gov.hk) fFHEECRE JEORE T-RAL -
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2. Log on the CLO with one of the following accounts:

e e-Services user account of the Master System Administrator (MSA) or School Head
*  Any user account as delegated by the school in CLO
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Common Log-On System
m—u &g (CLO)

EDB  application systems contain  sensitive personal
information which should be handled with care. Suggested
Username/mBFR &R preventive measures are as follows:

« Avoid logging on system using public/shared computers or
through unsecured networks.

After logging on, do not leave the computer unattended
without proper security measures.

Log out after used and close all browsers immediately

Password/=1%

Logon / B FAQs/ % ERER so that others cannot gain unauthorized access.
ot Username/Password
— wta 5 HEREARGTE @ENEAEE , SANMEE, BRIEHEDHE

e -
_ o BPEBLS / SARERBATTROBEGN,

R o GG, BTEEE SRELIEN TRENFRORE,
PPE—————— o ERETRELOMEATEHE  BILHBALRLEA,

Click here to register a new e-Services Portal School Account/ @ JAT ervirpnmen
PR R T IR A PSR S O Schools may click here for details of using CLO, including logging

on, delegating scheool user to be school representative and
registering a CLO User account, ete.

SEASIANAR [F—RARE ORERE . ERORN, B8
ERE s an 8rR0E.

“ou are reminded to comply with the Personal Data (Privacy) Ordinance in handling personal data. For details, please wisit the website of the Office of the Privacy Commissioner for Personal Data at httpsy/Avwwwaocpd.orghk,
BES . EEEAREHEET (EARS (FE) 60) MRE, ARITRTRREA FEHAEE R AEEN: https/ww.popd.orghk/indechtm]

Staternent of Privacy Policies and Practices | Personal Information Cellection Statement | Security Guidelines | EDE Home

NETERREES | BARSGENER | 2l | SEEEL

3. Click the tab “Survey & eForm”.
f T RERETRE ) B -

'? i Common Log-On System (CLO) i’i’fig m B

Home Survey & eForm J) School-based System

Education Bureau e-Services Portal

HERRFEREAPIRE

Business = School
Pararship Programime e-Appointment System for Aided Schools
sl L LN {ed EAPN
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4. Click the shortcut to open the respective eForm for the LPR attainment of English/Putonghua teachers.

(Please allow pop-ups in the browser.)
T HRERERR B R S s S R AT 2R SCRE JTEOR B AT B T-RAK -
(55 R ee BB =0T - )

'3..5 St Bovs Common Log-On System (CLO) e gg

FAQs

Home  Survey & eForm  School-based System or

LPR Attainment of English Teachers LPR Attainment of Putonghua e-Application for Permission to
Teachers Employ an Unregistered Teacher
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5. Anew webpage will be opened in a new tab. Select the appropriate account and click “Access / # A"

to access the form.

FE R R o HBHRL - SRREEERIA P ke dg " Access/ A, SEFTRAERME -

("% Education Bureau

Confirm/Select school to represent :

Ft

LR
School Number/ 34558 School Name/ 34 4475 Level/sf 5] Session/#Z 5]
e | G123456000123 TTSITIITG FEREEL PRIMARY// .52 WHOLE DAY/ H il
AR EENES T

Important Note
If more than one accounts appear on the page, please complete the eForms one by one for ALL
levels/sessions.

EERT

GIEHHIRZN — BETE®A RIS e R TR

(2%’ Education Bureau

Confrm!SeIect sc.hoo\ to represent :
HERDFEIEAT T osi it

Complete the School Number/&: 475 School Name/S4E; £75 Level/zs Session/fFEmEf
eForms for

different levels o | G123456000123 TESTING SCHOOL PRIMARY//| WHOLE DAY/ B
or sessions. ISR

TESTING SCHCOOL

Y=L GIUE O | G123456000133 SECONDARY /5 WHOLE DAY/ F

PR R

BT

i) e
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Filling the eForm EBEBEFRIE

Please read the instructions carefully before completing the eForm. Input the LPR attainment status
and Employment Terms for the English/Putonghua teachers who are still serving in school. Remarks
for teachers (e.g. the teacher is employed as a 0.5 regular teacher) should be entered into Column (G)
under Part (1) or Part (I1).  Specify other remarks (e.g. Putonghua subject is not offered in school) in the
Remarks field at the top of the eForm.  (Input is mandatory for the fields marked with “*”.)

R TRAGHT B ARRTE T © S AE SR LRSI B sE RN 2 F 5 CRE 0K
HITE LSS BRI AERR R - B2RmT s (1) 238 (1) Byt (G) A HRIZENHY
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6.1 To add a new record for a teacher not on the list, click “Add” under Part (I) or Part (11).
WIFSHTIGZANECS: - 3505 (1) 288 (1) Eiords T, § -

LPR Attainment of English Teachers in the 2023/24 School Year

“mandatory fields

Ref. Mumber:
School Mumber:
Mame of School:
School Lewel:
School Session:
Finance Type:
Tel. Mo.7:

Remarks (f any):

9999

123456
TESTING SCHOOL
Primary

o

AIDED
Ze9z0000 Contact Person®:

e.g. the post of the contact person

Last Submission an:
Enquiry Hotlines: 28025723 / 2002-5403

& FPrint preview

bt = | KK Chan

The following instructions will be applicable to both Parts () and (Il

» Please verify the information provided

« Remoave the record(s) if they are no longer English teacher(s) in your school

= Amend the information in columns (&) to (5) when necessary.

= Add a new record for each English teacher not on the list

« For HKIC number, please omit the bracket. For example, HKIC Number A123456

(7) should be input as A1234567

Part {l) English teacher(s) holding_a regular post (including serving and new § newly deployed teachers; excluding teacher(s) employed under the NET Scheme)

0 (2
rsiTnZimneE;;ﬂ? MName |E|BE:h|nese o DocuEr?e)m Type™ D:‘frl;r:::t
1 TEACHER & REIE HEIC H7 127777
2 TEACHER B HEIC LETT
2 TEACHER C EE® HEIC Paag
4 TEACHER D EERE HEIC T
|| & TEACHER E T HEIC Bl
L] MEW TEACHER E B HEIC -

Fermowe

]

Part (1) English teacher(s) HOT holding_a regular post / English teacher(s) employed under the NET Scheme

LP
]
Mame in (B3 oy o
English Mame in 10 Document |0 Diocurmeent
CSumame Chinese Type® Mumber® Ful
first T attai

1 NEWW TEACHE HEIC -

emol.le

Save

T

This survey form is

Retrieve last saved

el (G
. - Employmernt
LFR Atainment Tamns™ Femarks (if
any]
et in 4 Het 3;&; e.9. 0.5 Regular
ained in attained but Teacher, Co-
Fully core halding Mot yet :;Eulljaerf::‘oesdt teach with other
attained Ia_pgggg quallf.lcatlons Fttained Contract Feriod LPR-met
skills_anly required far teachars
exemption
- Yes | ®/Mo
- Yas | ® /Mo
D ez \®'Ho
D ez | ®/Ho
- *)Yes Mo
- Yes %Mo
(E} Fa 5]
R Attainment™ Employment Terms™ Remarks (jf
Teacher m—— Others anyl)
employed ermplaved Temporary Supply [Fleaze e.g. ‘_each""s
Iy Mot wet | by special ﬁfgk teacher teacher specify assistant
red attained qrants T HNET [marthly- (daily- the details perforrnlng
zchool o e paid) paid) in column | teaching duties
funds Zuheme G independeritly

best viewed with Google Chrome

Copyright 2023. Education Bursau. All rights reserved
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6.2 To remove the record of a teacher from the list, check the checkbox of the relevant teacher and click

“Remove” under Part (1) or Part (II).

WFEM A E _ ERVRETRCEH: > 5558 (1) =& (1) 8o - QBRI RIS T kR 6 -

LPR Attainment of English Teachers in the 2023/24 School Year

Ref. Mumber: 9999

School Number:

Mame of Schaol: TESTING SCHOOL

School Lewel: Primary
School Session: win
Finance Type: AIDED
Tel. Mo™: 28020000

“handatory fizlds
Last Submission on:
Enquiny Hotlines: REOZ-67ED S 2802-5403

& Print preview

TESTING SCHOOL

Contact Person™ i = | KK Chan

Remarks (jf any):

&.q. the post of the contact person

The following instructions will be applicable to both Parts (1) and (Il
« Please verify the information provided.
« Remove the record(s) if they are no longer English teacher(s) in your school.
« Amend the information in columns (A) to (5) when necessary.
« Add a new record for each English teacher not on the list
« For HKIC number, please omit the bracket. For example, HKIC Mumber A123456(7) should be input as A1234567.

Part {I) English teacher(s) holding a regular post (including serving and new / newly deployed teachers; excluding teacher(s) employed under the NET Scheme)

i3]
(B (G)
N Employment
LPF Atainment™ Terms® Remarks (f
] any)
Hame F:JEn lish L () Mw o LT3 e .g. 0.5 Regular
4 Mame in Chineze | 1D Document Type™ | Document Atained in ¢ | attained but Teacher, Co-
(Sumame first " Fegular Post i
Humber® Fully cone holding Hat et with Defined teach with ether
attained Ia_l.'ngggg quallflcatlons attained Contract Pariod LPR-met
zhills_only required for teachers
axemption
1 TEACHER A REE HEIC H7127==% - Yez | ®/No
TEACHER B HEIC LEF7===" L ‘fas | ®/No
TEACHER C EE® HEIC [k . Yfes \®/No
TEACHER D EE HEIC L1 s - ‘fas | ®/No
TEACHER E L Fa ] HEIC SESE™R - * oz Mo
NEW TEACHER Eir: ) HEIC - - Yes \®'Ho
Part {ll) English teacher(s) NOT holding a regular post { English teacher(s) employed under the NET Scheme
(E) F) (G
. LPR Atainment™ Employment Terms" Remarks (f
Hame in (B) 03] o jleachey Teacher Dihers ?W)h'
English MName in ID Documert | 1D Document employed | oo oy | TEmperany | Supply (Please &9, 1aaching
(Sumame Chinese Type™ Mumbar® Fully Mot yet | by spesial | =i teacher teacher specify EEESENR
first attained | attained grants / THET (manthly- (daily- the details Pe"f""'“'“!?
zchool = paid) paid) in column | teaching duties
funds Scheme o independertly
1 NEUWW TEACHE | | 4l HEIC -
Add Remowe
Save

Retrieve last saved

This survey form is hest viewed with Google Chrome

Copyright 2023 Education Bureau All rights reserved
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V20230801
6.3 The idle session timeout of the CLO system is 30 minutes. Please save the eForm regularly by clicking

“Save” to prevent data loss while completing the eForm.
H—EARGHE 30 g HESH - FElsi T @FE ) BEEREAS  BREEEEEH
HR RN 5 [ BE Rl Ak -

This survey form is bestviewed with Google Chrome.
Submit

Retrieve last saved Copyright 2023 Education Bureau_ All rights reserved

The system will check the data when it is saved. If there is data error, error message(s) will be displayed
at the top of the eForm. Please read the error message(s) carefully, then correct the error(s) and save the
eForm again.

P E T RISERE » 2MEFEFRE I ANER - MAGEHEAR  GNRE LT8R
FETERREE. - SEAHRI SRR - fEHHE IER AR -7 -

Education Bureau

HER

E3 Tel. No. is required.
Missing English Name for teacher(s):
Part (1), 7

LPR Attainment of English Teachers in the 2023/24 School Year

Ref. Number: 9999

School Number: 123456

Mame of School: TESTING SCHOOL
School Level: Primary

7. Click “Submit” to proceed upon completion of Part (1) and Part (I1).
FEREE (1) KB (1) Btz - a5t TR JMss -

Save This survey form is best viewed with Google Chrome.

Retrieve last saved Copyright 2023, Education Bureau. All rights reserved.
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the process.
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Ref. Mumber:

V20230801

Check again the information of all teachers in PREVIEW mode and click “Confirm to submit” to finish
Once the eForm is submitted, it will become non-editable.

A R SUTHE H I _E R ARVEREE IR - 0% T

Tote X | SERAER? o RIBTEIR i

o

PREVIEW
LPR Attainment of English Teachers in the 2023/24 School Year
Mandatary fizlds
9999 Last Submizsion on:
123456 Enguiry Haotlines: 2892-5783 1 2892-5493

School Mumber:
Mame of Schoal:
School Level:
School Session:
Finance Type:
Tel. Mo.*

Remarks (if any:

TESTING SCHOOL
Primary

wh

AlDED

28920000

Cortact Person®

My KK Chan

Part (I} English teacheris) holding_a regular postincluding serving and new ! newly deployed teachers; excluding teacher(s) employed under the MET Scheme)

(L]
(E) Employmernt
LPR Attainment* ——
Terms*
O
b9 ey {5 s ot et
Mame in English | Mamein | IDDacument | o0 Atsined in | sttained but Regular Post
(Surname first) Chingse Tipe e Fully 4 core bl Bl et with Defined
attained langusge gualificationz attained Contract
skills only: reguired far Period
exemption
1 TEACHER & EI= HKIC HFq 22 4 Mo
2 TE&CHER B HKIC LEFTAess W Mo
3 TEACHER C IE HKIC Paggsss 4 Mo
4 TE&CHER D =EhE HKIC 9T gAass o [i{ls]
5 MEWW TEACHER & HEB HKIC SO0 Y Mo
Part (I} English teacher(s) HOT holding_a reqular post / English teacheris) employed under the NET Scheme
(E) (F)
LPR Attainment* Employment Terms*
Al () (o) Teacher Cthers
Mame: in oy 0 o empioyed | Teacher | S (Fleaze
SIS HED Documert | Documert | Fy hct by smployed Gt a5l specify
SUrnEmE Chinesze Lilly ) teacher teacher
( Typet TLmber* p wet shecial under the . the
first)* attainecd ) [morthily- [ dzily - .
attained | grants f MET sicl) aich) detailz in
zchool Scheme B P column
funds LX)
NEIN EEE3
1 TEACHER B az HHIC w2 4 4

Confirm to
submit

& Print

Cancel

This survey form is best viewed with Google Chrome.

Copyright 2023 Education Bureau. All rights reserved
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any)
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9. The submission is successful when the message “SUBMISSION COMPLETED” is shown.

B RISERIER » ETEEUR TRk, BRE -

SUBMISSION COMPLETED
ERERR

LPR Attainment of English Teachers in the 2023/24 School Year
“Mandatory fields

Ref. Murnber: 9999 Last Submission o 2022-08-24 0934

School Number: 123456 Enguiry Hotlines 2892-5703 / 2892-5493

Mame of School: TESTING SCHOOL & Print preview
School Level: Primary

School Session: Wo

Finance Type: AIDED

Tel. Ko 285920000 Contact Person® [ Kk Chan

Remarks (if amy)

The fellowing instructions will be applicable to both Parts (1) and (I}

« Please verify the infarmation provided.

« Remove the record(s) if they are no longer English teacher(s) in your school

« Amend the information in columns (A) to (G) when necessary.

= Add a new record for each English teacher nat on the list.

« For HKIC number, please omit the bracket. For example, HKIC Number A123456(7) should be input as A1234567

Part (Iy English teacher(s) holding_a reqular postrincluding serving and new f newly deploved teachers, excluding teacher(z) employed under the NET Scheme)

E
LFR At(tai)nment* Empia V (G)
) Term Remarks (if arny)
! B (%3] D Mot yet e.g. 0.5 Regular
Mame in English - Affainedind | aftained hut Teacher, Co-
. Mame in Chinese | 1D Document Type Diocument

{Surname firsty A NumBer | Fum atained e Aoiding Not yet iﬁﬁuéaerﬁig;t teach with other

¥ languane qualifications attained Contract Period LPR-met

skills anly required for teachers

exemptian

10. Repeat steps (4) to (10) to submit the eForm of the other subject (English Language / Putonghua).
AEETER (4) 2 (10) DRSS —RE (FCh}EimsaRt) BRI -

C. _Enquiries 3

11. For enquiries on the CLO, please contact CLO Helpdesk at 3464 0592 or email to clo@edb.gov.hk. For
enquiries on the completion of eForm, please contact the Language Teacher Qualifications Team at
2892 5783.
HiE "B A L% VEH - v 2EE 3464 0592 5@ H 2 clo@edb.gov.hk Bl T 45 —& A £4
KEEHE - ARIEEE RIGHE - a2 2892 5783 BIEE SCHHNEFE/NHTSE -

End

ot
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