
Preparation for
Salary Assessment

Collection and Checking of Supporting Documents



For appointments of staff paid under the Salaries Grant,
aided schools are required to....

Check the eligibility of 
persons for appointment 
as teaching / non-
teaching staff  on the 
approved establishment

1

Submit appropriate and 
completed form(s) and 
necessary supporting 
documents of 
qualifications and 
teaching / work 
experience of the 
appointee to facilitate 
CSVT's salary verification

3

Based on the available 
information of the staff, 
assess the salaries of staff 
accurately in accordance 
with the CoA, GSA & 
relevant rules as 
promulgated in the 
circulars / documents 
issued by the EDB**

2

**Rectify any overpayment / underpayment of salaries in case the salary assessment is inaccurate
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Checklist of supporting documents

Teacher registration status (for teaching staff only)
• Certificate of registration as a teacher
• Permit to employ an unregistered teacher

Academic Qualifications and Professional Trainings 
• For examples:
• Degree
• Initial teacher training qualification (e.g. PGDE), examples of documents: 

Transcript / Certificate / Statement of results / Testimonials / Letter which stated the level of 
teacher training AND the level of teaching practicum

• Other training qualifications required for respective rank of non-teaching staff, examples of 
documents: 

Certificate of Registration, Practicing certificate

Teaching / Working experience 
• Certificate of Service

Collection and checking of the supporting documents

3



For Registered Teachers

4

Teacher registration status (for teaching staff only)
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Teacher registration status (for teaching staff only)

For Permitted Teachers
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(GSA Appendix 2A-C)

Local qualifications Non-local qualifications

• E.g. Bachelor degree, 
Teacher Certificate (TC), 
In-service Course of Training 
for Teachers in Primary / 
Secondary School (ICTT(P/S), 
Postgraduate Diploma in 
Education (PGDE)…

• Approach the Hong Kong Council 
for Accreditation of Academic 
and Vocational Qualifications 
(HKCAAVQ) for qualification 
assessment if necessary (EDB 
Circular No. 1/2005) 

• Exception: EDB Circular No. 
41/1998 (GSA Appendix 2B)

*A higher degree (e.g. a Master’s degree) should NOT be accepted automatically in its own 
right for meeting the qualification requirement for appointment as GM / APSM / CM in aided 
schools (GSA Appendix 2C)

Identify the entry qualification(s)  - (For teaching staff)

Academic Qualifications and Professional Trainings



Identify the entry qualification(s) – (For non-teaching staff)

Local qualifications Non-local qualifications

• E.g. HKCEE / HKDSE, 
Bachelor degree, 
Diploma, Certificate of 
Registration, Practising 
Certificate…

• Approach the Hong Kong 
Council for Accreditation of 
Academic and Vocational 
Qualifications (HKCAAVQ)
for qualification assessment 
if necessary 
(EDB Circular No. 1/2005) 

Academic Qualifications and Professional Trainings
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Examples of Initial Teacher Training

Certificate / Award

Teacher Certificate TC 教師證書

In-service Certificate of 

Teacher Training (Primary / 

Secondary)

ICTT (Pri / Sec) 在職小學 / 中學教師訓練課程證書

Certificate in Primary / 

Secondary Education

Cert. in Pri / Sec Ed. 小學 /中學教育證書

Postgraduate Certificate / 

Diploma in Education

PGCE / PGDE 

(Pri / Sec)

學位教師教育證書 / 文憑
(小學 / 中學)

Attention!
Please check the level of teacher training AND the level of teaching practicum
carefully and confirm if the teacher possesses appropriate teacher training.

Academic Qualifications and Professional Trainings
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Certificate of Bachelor of Education

Date of completion

Certificate/ Diploma/ Degree obtained

Academic Qualifications and Professional Trainings
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Statement of Results of PGDE

Level of teacher training “Primary School Level”

Date of award

“31 August 2021”

Level of teaching practicum “Primary School(s)”

Academic Qualifications and Professional Trainings

Certificate/ Diploma/ Degree obtained
“Postgraduate Diploma in Education (Primary)”
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Testimonial of B.A. and PGDE

Certificate/ Diploma/ Degree obtained

“Postgraduate Diploma in Education”

Completion Date

“June 26, 2013”

Academic Qualifications and Professional Trainings
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Date of completion 

“June 2021”

Level of teaching practicum 

“primary school”

Level of teacher training 

“primary level”

Academic Qualifications and Professional Trainings

Letter of PGDE

Certificate/ Diploma/ Degree obtained
“Postgraduate Diploma in Education (PGDE)”



Date of Award

“17 August 2021”

Academic Qualifications and Professional Trainings

Letter of PGDE
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Certificate/ Diploma/ Degree obtained
“Postgraduate Diploma in Education (Primary) (PGDEP)”

Level of teacher training 

and teaching practicum

“primary school level”
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Letter of PGDE

Level of teaching practicum 

“secondary schools”

Level of teacher training 

“secondary education”

Academic Qualifications and Professional Trainings

Certificate/ Diploma/ Degree obtained
“Postgraduate Diploma in Education”
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Academic Qualifications and Professional Trainings

Letter of PGDE

Certificate/ Diploma/ Degree obtained
“Bachelor of Arts in Chinese Language Studies”

and

“Bachelor of Education in Chinese Language Education”

Level of teacher training 

and teaching practicum

“primary and secondary 

school levels”
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Transcript of PGDE

Academic Qualifications and Professional Trainings

Certificate/ Diploma/ Degree obtained
“Postgraduate Diploma in Education (Primary)”

Date of completion 

“June 2012”

Level of teacher training 

and teaching practicum

“primary level”
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Approval Letter for Graduation of PGDE

Academic Qualifications and Professional Trainings

Date of Award

“26 June 2017”

Certificate/ Diploma/ Degree obtained

“Postgraduate Diploma in Education”
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Report for
Qualifications Assessment

…the totality of Mr XX’s educational 
qualifications meets the standard of a 
local Postgraduate Diploma at Level 6 of 
the Hong Kong Qualifications 
Framework…Mr XX’s Bachelor (Honours) 
Degree meets the standard of a local 
Bachelor (Honours) Degree and is 
considered to have been attained as 
from 2008.  Mr XX’s teacher training 
qualification meets the standard of a
local Postgraduate Diploma in 
Education.

Academic Qualifications and Professional Trainings

For Non-local Qualifications
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Academic Qualifications and Professional Trainings

EDB Circular No. 41/1998 (Extracted)



EDB Circular No. 41/1998 (Extracted)

Academic Qualifications and Professional Trainings
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Academic Qualifications and Professional Trainings

EDB Circular No. 41/1998 (Extracted)

For details, please refer to

EDB Circular No. 41/1998

and contact the respective

School Development Sections,

if necessary.



• Rank(s)
• Full-time / Part-time (in fraction)
• Length of employment with exact dates (dd/mm/yyyy)
• Source(s) of funding
• Number of days of no-pay leave (if any)

Note 
Ensure consistency!

Certificate of Service (CoS) 

Teaching / Working Experience(s)
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Substantive Rank(s) for 

each period of service

Source(s) of funding for 

each period of service

Each Period of Service

Sample CoS

X Last position / rank

Teaching / Working Experience(s)
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 Teacher Registration Status

 Rank

 Qualifications

 Experience

 Salary Assessment Arrangements

Salary particulars

a) MPS Point

b) Salary bar

c) Incremental Date

d) Next increment

e) Maximum Point

Five Components on Salary Assessment

Salary Assessment
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