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Sectionl
Calculation of Staff Establishment

1. This Section provides details about the criteria and basis for calculating the
staff establishment of aided secondarged primary anaidedspecial schools
as follows

Section 1A’ Staff Establishment of Aided Secondary Sckool
Attachment A Teaching Staff Establishment
Attachment B Language Improvement Measures
Attachment C  Manning Scale of Laboratory Technicians

Section 1B Staff Establishment of Aided Primary Scheol

Attachment A Teaching Staff Establishment in Schools Operating
Bi-sessional Classes

AttachmentB Teaching Staff Establishment in Whalay Schools

Section 1Q Staff Establishment of Aided SpatSchoos
Attachment A Ranking of Principal of Special Schesol

Attachment B Teaching Staff Establishment for Primary Classes
Special Schools

Attachment C  Teaching Staff Establishment for Secondary Classes
SpecialSchools

2. Schools operating cdmmed levels of classes i.e. both secondary and primary
classes such d@throughtraino school, or combined session i.e. both whuadey
and bisessional classes such @mixedmode school, should refer to the
relevant Sections and Attachments in calcofatihe staffentittement of the
school.

3. fThroughtraind primary and secondary schools, though are considered as
separate entities with respect to staffing establishment, can flexibly deploy
teachers among the linked schools provided that the teachererced are
kept within the approved establishment of their respective schools.

4. For a school that operates combined levels or sessions of classes where each of
the level or session is entitled to a separate headship pastandancevith
the calculationof teaching staff establishment, only one of the headship posts
should erveasiiPrincipab as defined in the Education Ordinance, if the school
is under one school registration.
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Section A

Staff Establishment of Aided Secondary Schools
() Teaching Staff Establishment
1. Basic Provision

With effect from the2012/13 school yeathe teacheto-class ratio’s for
secondary schools are as follows:

U 1.7 teachers per junior secondary class
U 2.0teachers per senior secondary class
Additional Provision

Starting from the 2017/18 school year, the above tedokhdass ratios are
increased by 0.1 teacher per class, Aaditional Provision. The
additional teaching post(s) so created is/atbetank of Graduate Master

| Mistress (GM)and not included in calculating promotion posts and

graduate teacher ratio.

Each school is provided with a Principal and its teaching staff entitlement

Is calculated according to its classganizationand the corresponding
teachetto-class ratios. The &ehing staff entitlement calculatedosid
be retained at 1 decimal place.

The overall teaching staff entittement of a school inciutie additional
teachers of appropriate grades as provided and specified-pasagpaph
3 below.

(updated on 1 Septemhb2017)
2. Graded Post within the Establishment

The ratié of graduate teacher posts in aided secondary sci®85%
with effect from the2009/10 school year.

The number of posts in each grasleould bedetermined by making
reference to Attachment A.

! The teacheto-class ratios have embedded the provisioadufitionalteachers to all schools including the

teachers forgplit-class teading, <hool librariars, additional Chineselanguageteachers,additional
teachers forremedialteaching,counsdling and extra-curricular activities and alditional non-graduate
teaches under ElucationCommissionReportNo. 5

Upon the implementation ofié¢ New Senior Secondary (NSS) academic structure from the 2009/10 school

year, the teachdp-classratios for secondary schools, as stipulated in the refibite New Academic

Structure for Senior Secondary Education and Higher Educgtidnlished in May2005, are as follows:

0 From the 2009/10 school yetr the 2011/12 school year (i.e. up to the double cohort ,yter)
teachetto-classratios arel.7 teachers per junior secondary cldsS teachers pesenior secondary

classin the new system and S5 tife preNSS systemand 2.3 teachers per S6 and S7 class of the

pre-NSS system
U In and aftetthe 2A.2/13 school yearthe teacheto-classratio for senior secondarglassis revised to
2.0teachers per senior secondalyss(S4 to S6).

2 With effect fran 1 September 2008, the previous upgrading provisions for Expansion of Graduate Posts
in Secondary Schools and Graduate Posts for Practical, Technical or Cultural Subjects has been

subsumed under the enhanced graduate teacher ratio.
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(updated on 1 Septemb2017)
3. Additional Teaches

(@

(b)

(©)

(d)

(€)

Additional teachers of English are provided to individual schools
which adopt Chinese as the medium of instruction for subjects other
than language subjects, practical and technical subjects, Chinese
History, Chinese Literature and English Literature. The purpose of
the additionalteacherss to help schools that adopt Chinese as the
medium of instruction to strengthen the teaching of English. The
eligibility for additional teachers of English is detened in
accordance with the amount of Chinese language instruction offered.
Details concerning the calculation of additional teachers of English
are in Attachment B.

Enhanced Nativwspeaking English Teacher (NET) Scheme
NETs will be provided as adthnal English teachers regardless of the
choice of medium of instruction (MOI), in the following scale
Total no. of Operating Classes No. of additional NET

Below 40 1

40 or above 2
One more NETmay be employetb fill one of the additional Englis
teacher posts at GM rank allocated to them in accordance with
Attachment B.

(updated orl April 2013

With effect from 1 September 1996ew schools are provided with
one additional Graduate Master/Mistress in thatial two years of
operation.

With effect from 1 September 2006]ditional graduate teachers are
provided to individualschools with academic low achievers in
Secondary I 3. An additional 0.7 Graduate Master/Mistrexss
class of territory bottom 10% students enrolled an@duftional 0.3
Graduate Master/Mistress per class of territory Band 3 students
enrolled not within the Bottom 10% are providedrrom 2009/10
school year onwards, the calculated number of additional teacher
should be retained at 1 decimal place.

(updated on Beptember 2009)

Special Educational Needs Coordinator (SENCO)

Startingfrom the 2017/18 school year, an additional teaching post at
the GM rank is provided bphasesn 3 yearsto eachpublic sector
ordinary secondary school to facilitate the assigmnnoé a designated
teacher to take up the role of SENCO to coordinate matters refating
special educational needs.The post will not be included in
calculatingpromotion posts and graduate teacher ratio in the teaching
staff establishmentupdated on Beptember 217)
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4. Fractional Graduate Master/Mistress (GM) Post

The fractional GM post is worked out by adding up the fractional
entittements, if any, in(l)1, i.e. overall establishment deduced from
teachetto-class ratios, andl)3, i.e. additional teachers. Any whole
number of the sum is added to the GM establishment. Both the fractional
and whole number GM posts do not count towards the calculation of
promotion posts and the graduate teacher ratschook may keep the
fractional GM post in theeaching staff establishment or opt for encashing
the fractional GM post, which is calculated on the basis of thepwiiut of

GM teachers.

(updated on 1 Septemb2017)

5. Flexibility in Staff Structure

In view of the variety of curricula and of classganisations within the
aided sector, the Incorporated Management Committee and the Principal
of a school may propose for the approval of the Permanent Secretary a
staff-structure for the school with a higher number of -goaduate posts

than the standanthanning scale subject to the following conditidns

(@) (i) Among the graduate teaching posts, the proportion of Senior
Graduate Master/Mistress (SGM) and Principal Graduate
Master/Mistress (PGM) posts should not exceed-tiwefths.
This proportion exeldes one Graduate Master/Mistress (GM)
post upgraded to SGM in a secondary school with 15 or more
classes with effect from 1 September 1994.

(i) Among the norgraduate teaching posts, the proportion of Senior
Assistant Master/Mistress (SAM) posts osld not exceed
onequarter; and the combined proportion of SAM and Assistant
Master/Mistress (AM) posts should not exceed-bak. The
upgrading arrangement of an SAM post to a PAM postafor
secondary school with 24 or more clas$es ceased since 1
Septembr 2008 uporthe enhancement of the gradudeacher
ratio.

Note With effect from 1 September 2008, weg PAMs with a
recognseddegree plus teacher training (or equivalent) may apply
for re-gradingto SGMs to fill up new SGMiostscreated under
the enlanced graduate teacher ratio. Upon successful
re-grading or natural wastage of a serving PAM, the pradice
upgrading an SAM post to a PAM post will cease with immediate
effect. The respective proportions of SAM, AM and
CertificatedMaster/Mistress ¢M) posts will not be affected by
the cessation of this practicelf a serving PAM teacher does not
apply for regrading to SGM, he/she can continue to be
accommodated in his/her existing rank of PAM holding against
an SGM post created under the enhanceduate teacher ratio
accordingly.(updated on 1 September 2008)

(i) The proportion of graduate teaching pastshe Basic Provision
should not exceed85% of the teaching staff entitlement,
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calculated according to the approvedcheito-classratios.
(updated on 1 Septemb2017)

(iv) In calculating the proportions of promotion posts, posts provided
for the Principal andhoseout of the Basic Provisioshould be
excludedexceptadditional teacheris paragraph8(a).

(updated on 1 Septemb2017)

(b) No serving teacher's service may be terminated for the purpose of

()

taking advantage of this provision.

When a staff structure of a school has been approved and
implemented which involves a greater proportion of -goaduate
teachers and additional Algkr SAM posts beyond those provided on

the above basis, the proportion of graduates should be raised as and
when AM and SAM posts fall vacant. The Permanent Secretary may,
however, approve the school to replace a departing Certificated
Master/Mistress witra Graduate Master/Mistress to meet a demand
for graduate teachers on justifiable grounds, subject to no overall
increase in the number of promotion posts.

(I) Non-teaching Staff Establishment

A. Educational Psychologists

1. The Education Bureacreaesadditional elucationalpsychologist (EP)

posts in aidedrdinary schoolsand invites shool sponsoring bodies
(SSBs)to apply for these postsnder the Schodbased Educational
Psychology Service (SBEPS)arting from the 2008/09 school year.
Each EP pasawarded to the SSB is employed as a-tsaching
specialist staffof a base school undets sponsoship to provide
SBEPS for schools assigned by tReucation Bureau and such
schools are not limited to those belonging to the same SSB operating
the baseschool.

The EP posts created in aided ordinary schools are combined
establishmentyith the ranks of EP | and Il. Candidates having fully
met the entry requirements for EP |, with at least 3 years of
satisfactory service as an EP IlI, can be considdoed direct
appointment to EP I. Candidates not fully meeting the above criteria
may be appointed as EP II, should they meet thiey @aquirements

for this rank. Guides to appointment of EP | and Il are stipulated in
Sections 422 and 423 respectivelyand conditions for promotion of

EP are stipulated in Sectior23.

(Updated on 24 Mag013

B. Laboratory Technician

The manning scale of Laboratory Technician is shown in Attachment C.
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C. Staff for Boarding Section (applicable to schools with an apyped

boarding section)

An aided secondarychool with an approved boarding section subvented
by the EducationBureau may berovided withthe following staff

1.

Warden
One warden at the rank of:

(a) Social Work Officer for a boarding section with a capacity of
more than 120 boarders; or

(b) Chief Social Work Assistant or Assistant Social Work Officer for
a boarding section with a capacity of 120 or fewer boarders.

Assistant Warden

An assistant warden at the rank of:

(a) Assistant Social Work Officer for a boarding sex with a
capacity of more than 120 boarders; or

(b) Senior Social Work Assistant for a boarding section withi 60
120 boarders; or

(c) Social Work Assistant for a boarding section with less than 60
boarders.

Boarding Service Master/Mistres$ |

Boarding Serwe Maste#/Mistresse | to be appointed on the
following scale
Weekend & Sunday ratio
Weekday ratio (in addition to the weeklay provision)
1 for 60 boarders 0.5 for 60 or fewer boarders
1 for 617 120 boarders
1.5 for 121 or more boarders

Boardng Service Master/Mistress#|

Boarding Service MastgMistres®s Il to be appointed on the
following scale
Weekend & Sunday ratio

Weekday ratio (in addition to the weeklay provision)
2 for 60 boarders 1 for 60 boarders
Clerical Staff

Oneclericd assistanto be appointedior each boarding sectidor the
calculation of the amount of Administration Grant or the Revised
Administration Grant as appropriate payable o it

Schools that opt fothe Administration Grant for their boarding section will pay the salaries of their

clerical and janitor staff through the Administration Grant, and those that opt for the Revised
Administration Grant will pay the salaries of their janitor staff throughRéeised Administration Grant
and the actual salaries of the other staff through the Salaries Grant.
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6. Cook
Cooksto beappointed on the following scale:
Number of boarders Numberof cooks

39 or less 2
407 79 3
80 or more 4

7. Watchman
Two watchmen for each boarding section.
8. Janitor Staff

Janitor staffto be appointed on the following scdt® the calculation
of the amount of Administration Grant or the Revised Administration
Grant as appropriate payable tb it
Weekend & Sunday ratio
Weekday ratio (in addition to the weeklay provision)
1 for 100 boarders 0.6 for 100 or fewer boarders

* Guidelines n calculating the number of stafhf Boarding Service
Masters/Mistresses Boarding Service Masters/Mistressesatid Janitor
Staffi
(a) Individual fractions of thee three grades will be added together and
the fraction resulting, if any, will be rounded up to the next whole
number;

(b) When fraction arises in either rank of boaglservice master/mistress
| and boarding service master/mistress I, it will be rounded up to the
next whole number of boarding service master/mistress [; when
fractions arise in both ranks of boarding service master/mistress | and
boarding service masteristress Il, the fractionn boarding service
master/mistress | will be rounded up and the fraction in boarding
service master/mistress Il will be rounded down

(c) The difference between the total number of the three grades calculated
as per paragraph (a) ae and the total number of boarding service
master/mistress | and boarding service master/mistress Il calculated as
per paragraph (b) above is to be appointed as janitor staff.

4 Schools that opt for the Administration Grant for their boarding section will pay the salaries of their
clerical and janitor staff through the Admineion Grant, and those that opt for the Revised
Administration Grant will pay the salaries of their janitor staff through the Revised Administration Grant
and the actual salaries of the other staff through the Salaries Grant.
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Section 1A/ Attachmen
(updatel on 1 September 2017)

Teaching Staff Establishment
in Aided Secondary Schools

(The number of posts in the table belmeludes teachers provided accordinghe
teacheito-class ratios under nevsenior secondary academic structuiee. Basic

Provision)
No. of posts in each rank
Total Staff Graduates Non-graduates
Entitlement | Principal| SGM GM | Total SAM AM CM Total
7 1 2 3 5 0 0 1 1
8 1 2 4 6 0 0 1 1
9 1 3 4 7 0 0 1 1
10 1 3 5 8 0 0 1 1
11 1 3 5 8 0 1 1 2
12 1 4 5 9 0 1 1 2
13 1 4 6 10 0 1 1 2
14 1 5 6 11 0 1 1 2
15 1 5 7 12 0 1 1 2
16 1 5 8 13 0 1 1 2
17 1 6 8 14 0 1 1 2
18 1 6 8 14 0 1 2 3
19 1 6 9 15 0 1 2 3
20 1 7 9 16 0 1 2 3
21 1 7 10 17 0 1 2 3
22 1 7 11 18 0 1 2 3
23 1 8 11 19 0 1 2 3
24 1 8 12 20 0 1 2 3
25 1 8 12 20 1 1 2 4
26 1 9 12 21 1 1 2 4
27 1 9 13 22 1 1 2 4
28 1 10 13 23 1 1 2 4
29 1 10 14 24 1 1 2 4
30 1 10 15 25 1 1 2 4
31 1 10 15 25 1 1 3 5
32 1 11 15 26 1 1 3 5
33 1 11 16 27 1 1 3 5
34 1 12 16 28 1 1 3 5
35 1 12 17 29 1 1 3 5
36 1 12 18 30 1 1 3 5
37 1 13 18 31 1 1 3 5
38 1 13 18 31 1 2 3 6
39 1 13 19 32 1 2 3 6
40 1 14 19 33 1 2 3 6
41 1 14 20 34 1 2 3 6
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No. of posts in each rank
Total Staff Graduates Non-graduates
Entitlement | Principal| SGM GM | Total | SAM AM CM Total
42 1 15 20 35 1 2 3 6
43 1 15 21 36 1 2 3 6
44 1 15 22 37 1 2 3 6
45 1 15 22 37 1 2 4 7
46 1 16 22 38 1 2 4 7
47 1 16 23 39 1 2 4 7
48 1 17 23 40 1 2 4 7
49 1 17 24 41 1 2 4 7
50 1 17 25 42 1 2 4 7
51 1 17 25 42 2 2 4 8
52 1 18 25 43 2 2 4 8
53 1 18 26 44 2 2 4 8
54 1 19 26 45 2 2 4 8
55 1 19 27 46 2 2 4 8
56 1 20 27 47 2 2 4 8
57 1 20 28 48 2 2 4 8
58 1 20 28 48 2 2 5 9
59 1 20 29 49 2 2 5 9
60 1 21 29 50 2 2 5 9
61 1 21 30 51 2 2 5 9
62 1 22 30 52 2 2 5 9
63 1 22 31 53 2 2 5 9
64 1 22 32 54 2 2 5 9
65 1 22 32 54 2 3 5 10
66 1 23 32 55 2 3 5 10
67 1 23 33 56 2 3 5 10
68 1 24 33 57 2 3 5 10
69 1 24 34 58 2 3 5 10
70 1 25 34 59 2 3 5 10
71 1 25 34 59 2 3 6 11
72 1 25 35 60 2 3 6 11
73 1 25 36 61 2 3 6 11
74 1 26 36 62 2 3 6 11
75 1 26 37 63 2 3 6 11
76 1 27 37 64 2 3 6 11
77 1 27 38 65 2 3 6 11
78 1 27 38 65 3 3 6 12
79 1 27 39 66 3 3 6 12
80 1 28 39 67 3 3 6 12
81 1 28 40 68 3 3 6 12
82 1 29 40 69 3 3 6 12
83 1 29 41 70 3 3 6 12
84 1 30 41 71 3 3 6 12
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No. of posts in each rank
Total Staff Graduates Non-graduates
Entitlement | Principal| SGM GM | Total SAM AM CM Total
85 1 30 41 71 3 3 7 13
86 1 30 42 72 3 3 7 13
87 1 30 43 73 3 3 7 13
88 1 31 43 74 3 3 7 13
89 1 31 44 75 3 3 7 13
90 1 32 44 76 3 3 7 13
91 1 32 44 76 3 4 7 14
92 1 32 45 77 3 4 7 14
93 1 32 46 78 3 4 7 14
94 1 33 46 79 3 4 7 14
95 1 33 47 80 3 4 7 14
96 1 34 47 81 3 4 7 14
97 1 34 48 82 3 4 7 14
98 1 34 48 82 3 4 8 15
99 1 35 48 83 3 4 8 15
100 1 35 49 84 3 4 8 15
101 1 35 50 85 3 4 8 15

(updakd on 1 Septemb@009

Note

(@)

(b)

()

(d)

Ranking of Principal
The ranking of Principal of an aided secondary school is determined by the number of
classes of the school in accordance with the following scale

Number of Classes Ranking of Principal

24 or more Prinapal |

15to 23 Principal Il

14 or fewer classes Principal Graduate Master/Mistress

Starting from 2009/10 school yedhe ratio of graduate teacher post85%. The

85% graduate post entitlement of a scheaVorked out based on the total numbér
teaching posts provided under the revised teathelass ratios under the new senior
secondary (NSS) academic structure as announced in the repdithenNew
Academic Structure for Senior Secondary Education and Higher Edukation

(updated on 1 Seginber2009

Two posts in the rank of Principal Graduate Master/Mistress (PGM) are provided in
an aided secondary school willb or more operating classés be offset by an
equivalent number of Senior Graduate Master/Mistress (SGM) posts.

The upgradingarangementor a Senior Assistant Master/MistresSSAM) post to a
Principal Assistant Master/MistresBAM) post for a secondary school with 24 or
more classedias ceased since 1 September 2008 upon the enhancement of the
graduate teacher ratioWith effed from 1 September 2008erving PAMs with a
recognsed degree plus teacher training (or equivalent) may applyegradingto

SGMs to fill up new SGM posts created under the graduate teacher ratio. Upon
successful rgrading or natural wastage of avaag PAM, the practice of upgrading

an SAM post to a PAM post will cease with immediate effect. The respective
proportions of SAM, Assistant Master/Mistress (AM) an@ertificated
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()

Master/Mistress (CM) posts will not be affected by the cessation of tlaqgara If

a serving PAM teacher does not apply fograding to SGM, he/she can continue to
be accommodated in his/her existing rank of PAM holding against an SGM post
created under the graduate teacher ratio accordiaghated on 1 September 2008)

One postin the rank of Graduate Master/Mistress (GM) is upgraded to SGM for an
aided secondary school with 15 or more operating classes.
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Section 1A/ AttachmerB
Language Improvement Measures

Major items of tle improvement measures, which are designed to discriminate
positively in favour of the use of Chinese as the medium of instruction, and at the
same time strengthen the teaching of English and Chinese, are as:fbllows

1. Additional Teacher of English
(@) Secondary 1to3

() Additional teachers of Englisare provided to exondary schools in
which full use is made of Chinese as the medium of instruction (MOI)
in Secondary 1 to 3 taetrengthen the teaching of EnglishThe
allocation of additional teacheo$ English to individual schools will
be based on the following scdle

Total no. of Secondar{/i 3 classes No. of additional teachers of Enqglis

14 or below 1 (1 graduate)

157 23 2 (1 nongraduate, 1 graduate)*
2471 29 3 (1 nongraduate, 2 graduades
3071 35 4 (2 nongraduates, 2 graduates

* See Attachment B1 for principles of calculation

(i) With respect to schools using both English and Chinese as the
medium of instruction for different subjects and in different classes,
the following rules arepplied to determine the number of additional
teachers of English to be givén

Let T = Total number of teaching periods in subjects other than
language subjects (i.&nglish, Chinese, Putonghua, etc.),
practical and technical subjects (i.e. Visual Afsrmerly
known as Art and DesignHome Economics, Design and
Technology, Computer and Information Technology,
Physical Education, Music, etc.) and Chinese History in
Secondaryl to 3.

C = Total number of teaching periods in subjects other than
languagesubjects (i.eEnglish, Chinese, Putonghua, etc.),
practical and technical subjects (i.e. Visual Aifsrmerly
known as Art and DesignHome Economics, Design and
Technology, Computer and Information Technology,
Physical Education, Music, etc.) and Gése History in
Secondaryl to 3in which Chinese is used as the MOI

1 Secondary schoolsith a total of 37 14 Secondary 1 to 3 classes

- If Cis less than 50% of Tho additional teacher of English
will be given.
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If C is 50% or more of Toneadditional gradate teacher of
English will be given.

1 Secondary schoolsith a total of 15 23 Secondary 1 to 3 classes

If C is less than 25% of Tho additional teacher of English
will be given.

If C is between 25% and 74% of Tgne additional
nongraduate teacher ofniglish will be given.

If C is 75% or more of Ttwo additional teachers of English
(a graduate and a ngraduate) will be given.

1 Secondary schoolsith a total of 241 29 Secondary 1 to 3 classes

If C is less than 25% of Tho additional teacher of Enghs
will be given.

If C is between 25% and 74% of fo additional teachers
of English (a graduate and a rgraduate) will be given.

If C is 75% or more of Tthree additional teachers of
English (2 graduates and a rgraduate) will be given.

1 Secondary swolswith a total of 30 35 Secondary 1 to 3 classes

If C is less than 25% of Tho additional teacher of English
will be given.

If C is between 25% and 74% of threeadditional teachers
of English (2 graduates and a rgraduate) will be given.

If C is 75% or more of Tfour additional teachers of English
(2 graduates and 2 ngmaduates) will be given.

(b) Secondary4to5

(i) To strengthen the teaching of English in senior forms, schools under
the following categories are provided with an additiogedduate
teacher of Englisi

1 Schools with a total of four or more Secondary 4 to 5 classes and
their C to T ratio is equal to or larger than 0.25; or

1 Schools with less than four Secondary 4 and 5 classes and their C to
T ratio is equal to or larger th&@n5,

where T = Total number of teaching periods in subjects other than

language subjects (i.e. Chinese, English, French, Chinese
Literature, English Literature, Putonghua, etc.), practical and
technical subjects (i.e. Visual Arfformerly known as Art

ard Desigy, Home Economics, Design and Technology,
Computer and Information Technology, Physical Education,
Music, etc.) and Chinese History in Secondary 4 and 5.

C = Total number of teaching periods in subjects other than
language subjects (i.e. Chinedenglish, French, Chinese
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3.

(©)

Literature, English Literature, Putonghua, etc.), practical and
technical subjects (i.e. Visual Arts (formerly known as Art
and Design), Home Economics, Design and Technology,
Computerand Information Technologyhysical Educatio,
Music, etc.) and Chinese History in Secondary 4 and 5 in
which Chinese is used as the MOI

(i) A subject or class will be considered as being taught in Chinese only
if all related textbooks, school examinations and tests materials in that
subject are lao conducted in Chinese.

(iii) Principals are reminded that additional teachers of English are
provided in order to improve students' language ability. This
provision must not be exploited to reduce the number of periods
taught by any teacher in any sadi.

Schools may opt for encashment of the additional English teaching posts
entitled since the 2006/07 school year to enhance the flexibility in the
deployment of resources to strengthen the teaching of English.

(updated orl April 2013

Additional Teaching Spaces

(@

(b)

To enable splitlass English Language teaching to be carried out in junior
secondary forms, extra accommodation is provided. As the split classes
are smaller in size, they can be accommodated insimdfl classrooms.
Hence schoolsligible for one or more additional teachers of English will

be allowed to partition some of their existing classrooms to create the
additional rooms required. Individual schools will be informed of the
maximum number of classrooms to be partitioned andvexted into
smaller rooms for split classes in English in accordance with the maximum
number of additional teachers of English provided for such classes.

The partitioning can either be of a fixed or movable type, depending on the
preference of school$éndividual eligible schools will be invited to make
application to the Permanent Secretary to carry out the work as a major
repairs project.

Additional Teaching Aids

To further support the teaching of English, schools which are eligible for one or
more additional teachers of English will be provided with a -offelibrary

grant for the purchase of additional reading materials in English as well as
other teaching/learning aids.
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Section 1A AttachmentB1
Principles of Calculation of Additional Teachersof English

A standaresized secondary school (6664422) in whigh use ismade ofChinese

as the medium of instruction in Secondary 1 to 3 will be provided with two
additional teachers of English to enable English classes in at least Secondary 1
to be split for more effective teaching. The requirement for two additional
English teachers is calculated as follows:

(@) No. of Secondary 1 2 classes: 6 x 2 = 12.

(b) No. of English periods per class per week (Curriculum Development
Committee recommeradion): 7

(c) No. of additional English periods necessary for split classes in Secondary 1
2:12 x 7 = 84.

(d) Normal 5day weekly teaching load per English teacher: 30
(e) Total no. of additional English teachers required=80D = 3 (rounded up).

(f) No. of additional English teachers already approved in September 1982 for
remedial teaching in English: 1

(g) Therefore no. of additional English teachers to be providéd: 3 2.

With a total of three additional teachers of English, a school steuéble to split
all the English classes in Secondary 1 and 2 for sgnallp teaching and have six
periods of remedial teaching in Secondary 3.
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Section 1A/ Attachmer®
Manning Scaleof Laboratory Technicians

1. The manning scale of Laboratory Technicians is based on the number of
practical periods in the whole school in accordance with the number of
operating classes and therriculaadopted and calculated as follows:

No. of practical periods per

o weekfor the whole school *
No. of Laboratory Technicians = -

* The number of practical periods per week for the whole school is the sum of
the total number of practical periods of the approved classes at the junior
secondary levels per week, the totalminer of practical periods of the
science subject groups at the senior secondary levels per week, and the total
number of additional practical periods (i.e. 1.3 practical periods multiplied
by the number of SiI S3 approved classes) per weelSchools are
advised to refer to the relevant circular currently in force for calculation.

2. The following rules will also apply in the above manning scale

(a) any fraction of a post of Laboratory Technician of half or above will be
considered as one post;

(b) for adeveloping school where less than two Laboratory Technician posts
are justified, any fraction derived will be considered as one aodt;

(c) the maximum number of Laboratory Technicians should not, in any case,
be greater than the number of laboratonethe school.

3. In the calculation of the number of practical periods per week, the following
standard numbers of practical periods for differentriculain eachof the
junior secondaryclas®s/ senior secondary sciensebjectgroupsare to be

used
Level| S1 S2 S3 S4 S5 S6
Subject
Science (SB) 4 4 4
Biology ($4-6)

Chemistry (4-6)

Physics (8-6)

Integrated SciencE4-6)

I L L R
I I I
I I I

Combined SciencE4-6)

The calculation of practicalgpiods is based on 5 teaching days per week and

40 minutes duration per practical period-or schools assigning practical
periods |l ess than the Astandard numt
junior secondary classes / senior secondary science sgbgeps, the actual
number of practical periods should be used in working out the manning scale.
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I f the assigned practical periods ar
tabl e above, the Aistandard number so v

4. (a) One of the Laboratory Technician posts provided will be ranked at
Laboratory Technician | in a school where there are four or more
laboratories and three or more Laboratory Technicians; and

(b) One Laboratory Technician | post will be provided at the ingiage for a
developing school planned to have four or more laboratories and three or
more Laboratory Technicians by the third year of its operation.

(updated orl Septerher 2017)
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Section B

Staff Establishment of Aided Primary Schools

A. Teaching Staff Establishment

1. Staffing Ratio

(@) (i) Basic Provision

The teaching establishment of an aidedsdssional or
whole-day primary schoals calculated respectively on the basis
of 14 or 15 teachers per classncluding the addtional
provision calculated on the basis of 0.1 teacher per class for the
full implementation oSpecialsedteaching in English Language,
Chinese Language and Mathematsisce the 2007/08 school
year In order to avoid the use of fractions of a teachiee,
number of teachers resulting from the application of tdel lor

1.5:1 formulashouldbe rounded up to the nearest whole number
The only exception to the general rule is that schools operating
only one class will be staffed with 1.5 teacher$he teaching
posts provided under the teacheiclass ratios above are
referred to as basic provision.

(i) Additional Provision

With effect from the 2017/18 school year, the teatbealass
ratio of public sector primary schools is increadey 0.1
teacher per class, i.e. additional provision The additional
teaching pog$) socreateds/are at the rank of Assistant Primary
School Master/Mistresandnot included in calculatinghe ratio

of graduate teacher posts in the teaching staff establishment.

(updaed on 1 September 2017)
(b) In schools with 6 or more classes, the calculation is exclusive of the

post of the Principal of the school.

(c) Aided primary schools are staffed with teachers at the grades of

(d)

Certificated Master/Mistress (for nggraduate tezhers) and Primary
School Master/Mistress (for graduate teachers).

Each primary schoas entitled tohave65% of its teaching staff in the
graduate grad&gom the 2017/18 school year onwardad should put
in place a reasonabtgadestructure.

(upcated onl Septembe2017)
2. Recommended Grade Structure

The recommended grade structure is as follows

(a) Theheadship anthe deputy headship posstiould be at the graduate

level;

(b) 65%o0f the senior teacher posisouldbe graduate teacher pgsasd
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3.

(c) The renaining graduateieachermposts should ballocated to the basic
rank teacher level.

(updated orl Septembe2017)
Alternative Grade Structure

Notwithstanding (2) above, a school has the flexibility to determine an
alternative grade structure, and the folilogvshould apply

Grade structure with the number of Primary School Master/Mistress posts
exceedinghe prescribed percentagkthe senior teacher posts:

(a) The sponsor/Incorporated Management Committee should consult all
the teaching staff and obtain themnsensus before determining the
grade structure.

(b) The headslp and the deputy headship posts should remain at the
graduate level.

(c) Flexibility may be allowed in determining the percentage of graduate
teachemosts in the senior teacher rank and the basik subject to
the total number of senior teacher posts, graduate teacher posts and
the staff entitlement in each school beingexceeded.

(d) The sponsor/incorporated Management Committee should forward
the proposed grade structure with justificationstite Education
Bureau for endorsement. It should also consult all the teaching staff
and obtain their consensus before proposing any subsequent changes
to the grade structure adopted six months in advance. Prior consent
from the Education Bureau should bbtained before implementation.

(updated on 1 Septemb2016
Ranking of Teaching Staff

(a) Principal of School

(i) The ranking of Principal for a {sessional/wholglay <hool is
shown in Attachment AttachmentB respectively.

(i) In bi-sessional schoolsvith 25 classes or more wherach
sessionis considered as a separate school in the calculation of
teaching staff establishment, two headship pegtde provided,
one of whichwill serveasfPrincipab as defined in the Education
Ordinance if the bsessional school is under one school
registration.

(b) Senior Teacher
The provision ofsenior teachers is included in the manning scale in
Attachment A for primary schools operatingdassional classes at the
ratio of one senior teacher for every fourssias and AttachmeBtfor
whole-day primary schools at the ratio of one senior teacher for every
three classes. The rank ofsanior teacher will beéSenior Primary
School Master/MistressSPSM), Primary School Master/Mistress
(PSM) or Assistant Master/Miess (AM) as appropriate. Senior
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(€)

teachersarerequired to undertake specific duties in addition to class
teaching. The Incorporated Management Committee or Principal of a
school may exercise discretion in the allocation of duiiesenior
teachers as Wlileas the redistribution of their duties in the light of the
school 6s e senidr tedclemrme mta promfary school with
127 23 classes, onBSM poswill be reranked to the SPSM rank for
the deputyhead and in a primary school with 24 classesnore,two

PSM posts will be reanked to the SPSM rank faleputy heacs.
Teachers in the PSM or AM rank may be appointed by promotion or
direct appointment to take up thlieputy head posts(updated on 1
September 2008)

Class Teacher

The rank of class eachers is Assistant Primary School
Master/Mistress (APSM) or Certificated Master/Mistress (Ch4)
appropriate. The provision ofclass teachers is included in the
manning scale in Attachment A for primary schools operating
bi-sessional classes and AttagdmhB for primary schools operating
whole-day classes.

5. Additional Teacher

(a) Student Guidance Teacher

For schools without the student guidance service grant or not being
served by Student Guidance Officer, an additional poshe PSM
(under sponsebasel entitlement)or AM rank for Student Guidance
Teacher (S®) is provided to a school with8 or more classes or
shared by 2 schools each withi 17 classes under the same
sponsoring body. In connection with teehancemenof graduate
teacher ratio undelr(d), 2 and 3abovei
(i) for a sponsoring body entitling to one SGT only for the schools
under it, the SGT post is included in the teaching staff entitliement
of the base school for working out the graduate post entitlement
of that schoolhndthe SGTwill be considered together with other
teachesin the school for rggrading and
(i) for a sponsoring body entitling to two or more SGTs, the
following options are given
1 The SGT post be included in the teaching staff entittement of
each individual basschool for working out the graduate post
entitlement of the school and the SGT be considered together
with other teachers in the schaaincernedor re-grading; or
! A graduate post entitlement equivalent@8% of the SGT
posts entitled be provided to tlponsoring bodyand the
appointment of SGTsat the PSM rank be considered
separately under the same sponsoring bodly.
For (ii) above, the option, once made, is irrevocable under normal
circumstances.
(updated on 1 Septemb2017)
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(b) Teachedlibrarian

A schaol meeting one of the following conditions entitled to the

provision of one additional CM post for undertaking the duties of a

teachedlibrariant

(i) each wholeday primary school with three or more ordinary
classes

(i) each bisessional primary schbowith 12 or more ordinary
classes

(i) two bi-sessional primary schoolsousedin the same premises
with a total of 12 or more ordinary classes (i.e. the number of a.m.
ordinary classes plus the number of p.m. ordinary classes)

This teachetibrarian pos is a regular post in addition to the normal

teaching establishment of a schaalculated under paragraph 1 (a)

and (b) above. The service of a teachébrarian is counted as

teaching experience for promotion purposes in aided primary schools.

A schod, upon the provision of this additional post, may deploy a

teacher at the AM/PSM rank to fill the teactibrarian post. For

appointment as a teacHdsrarian, a teacher should have a minimum

of two year$ teaching experience and preferably the relevan

professional qualification in librarianship. Upon appointment

teacheilibrarian is required, where appropriate, to complete a

parttime dayrelease training course or other professional training

course organised by the Education Bureau.

(c) Additional Snior Teacher Post of English
An additionalsenior teacher post, to be offset by a post in the rank of
CM or APSM as appropriate, is provided to each school that operates
six or more classes to provide curriculum leadership in the teaching of
Englishto improve ceordination, planning and methodologyln an
aided bisessional primary school with a total of 25 classes or more
for both sessions, each session is considered as a separate school.
The conditions fopromotionappointment to the additional pase at
Section5.

(d) Primary School Curriculum Leader
With effect from the 2007/08 school year, aadditional post for
Primary School Curriculum Leadat thePSMrank isprovidedto a
primary school with 12 or more approved classes, and for a primary
schoolwith 6 to 11 approved classdabe postis atthe APSM rank
(updated on 1 September 2008)

(e) Special Educational Needs Coordinator (SENCO)
Starting from the 2017/18 school year, an additional teaching post at
the APSM rank is provided by phases3 yearso each public sector
ordinary primary school to facilitatihe assignment of a designated
teacher to take up the role of SENCO to coordinate matters relating to
special educational needs. The post will not be included in
calculating the graduate teacheratio in the teaching staff
establishmenfupdated on 1 September 2017)
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B. Non-teachingStaff Entitlement
1. Educational Psychologists

(a) The Education Bureacreaes additional @ucationalpsychologist (EP)
posts in aidedrdinary schoolsand invites shool sponsoring bodie
(SSBs)to apply for these postsnder the Schodbased Educational
Psychology Service (SBEPSjarting from the 2008/09 school year
Each EP post awarded to the SSB is employed as geaching
specialist staffof a base school undets sponsoship to provide
SBEPS for schools assigned by tReucation Bureau and such
schools are not limited to those belonging to the same SSB operating
the base school.

(b) The EP posts created in aided ordinary schools are combined
establishment, with theanks of EP | and Il. Candidates having fully
met the entry requirements for EP |, with at least 3 years of
satisfactory service as an EP IlI, can be considered for direct
appointment to EP I. Candidates not fully meeting the above criteria
may be appoited as EP II, should they meet the entry requirements
for this rank. Guides to appointment of EP | and Il are stipulated in
Sections £2 and 423 respectively and conditions for promotion of
EP are stipulated in Sectior23.

(Updated on 24 Mag013
2. Primary SchooAssistant Social Work Officers

The Education Bureau creates additional Assistant Social Work Officer
posts in aided ordinary schools and invites aided primary schools to apply
for creating these posts starting from the 2018/19 school yearde Gui
appointment oPrimary SchooAssistant Social Work Officas stipulated

in Section 4.2.

(Updated orl Septembe013)

The following scaleshouldapply in determining the clerical and janitor staff
entittements of a school for the purpose of ghldting the amount of
Administration Grant or the Revised Administration Grant as appropriate
payable to ft

1. Clerical staff
(a) Bi-sessional schools

No. of classes Rank and no. of clerical staff entitled
171 3 Nil
47 11 1 Clerical Assistant

5 Schools that opt for the Adinistration Grant will pay the salaries of their clerical and janitor staff
through the Administration Grant, and those that opt for the Revised Administration Grant will pay the
salaries of their janitor staff through the Revised Administration Granttlenéctual salaries of the
clerical staff through the Salaries Grant.
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No. of classes Rank and no. of clerical staff entitled
127 23 1 Assistant Clerical Officer
24 or more 1 Assistant Clerical Officet 1 Clerical Assistant

In bi-sessional schools with 25 classes or more, each session will be
considered as a separate school in the calculation of the clerical staff
establishment

(b) Whole-dayschools
No. of classes Rank and no. of clerical staff entitled

17 3 Nil

47 11 1 Clerical Assistant

127 23 1 Assistant Clerical Officet 1 Clerical Assistant
24 or more 1 Assistant Clerical Officer 2 Clerical Assistarg

2. Janitor stdf

One janitor staff may be allowed for every four or fraction of four classes
and special purpose rooms in use for the AM or widalg session and one
janitor staff may be allowed for every eight or fraction of eight classes and
special purpose rooms inaugor the PM session. If the total includes a
fraction of 0.5 or above, it will be rounded up to next whole number.
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Section 1B/ Attachmer&
Teaching Staff Establishmentin Aided Primary Schools

Operating Bi-sessional Classes

under the 14:1 Teacherto-ClassRatio
(including Additional Posts for Specialised Teaching)
and the Ratio of One Senior Teacher forEvery Four Classes
i.e. Basic Provision

No. of Rank of No. of No. of Senior| No. of Class| Total No. of
Classes Principal Deputy Head | Teachers # | Teacherst Staff
(SPSM @ (excluding (includin
Deputy Head Principag
if entitled)

1 SPSM T 0 0.5 1.5
2 SPSM T 0 2 3

3 SPSM T 0 4 5

4 SPSM T 1 4 6

5 SPSM T 1 5 7

6 SPSM T 1 8 10
7 SPSM T 1 9 11
8 SPSM T 2 10 13
9 SPSM T 2 11 14
10 SPSM T 2 12 15
11 SPSM T 2 14 17
12 HMI I 1 2 14 18
13 HMI | 1 2 16 20
14 HMI I 1 2 17 21
15 HMI | 1 2 18 22
16 HMI I 1 3 19 24
17 HMI | 1 3 20 25
18 HMI I 1 3 22 27
19 HMI | 1 3 23 28
20 HMI I 1 4 23 29
21 HMI | 1 4 25 31
22 HMI I 1 4 26 32
23 HMI | 1 4 28 34
24 HMI 2 4 28 35
25 HMI 2 4 29 36
26 HMI 2 4 31 38
27 HMI 2 4 32 39
28 HMI 2 5 33 41
29 HMI 2 5 34 42
30 HMI 2 5 35 43
31 HMI 2 5 37 45
32 HMI 2 6 37 46
33 HMI 2 6 39 48
34 HMI 2 6 40 49
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No. of Rank of No. of No. of Senior| No. of Class| Total No. of
Classes | Principal | Deputy Head | Teachers # | Teacherst |  Staff
(SPSM @ (excluding (includin
Deputy Head Prmupaﬁ
if entitled)
35 HMI 2 6 41 50
36 HMI 2 7 42 52

(updated on 1 $ember2017)

*  In a bisessional school with 25 classes or maitgere each sessiagiconsidered as a
separate school in the calculationteaching staff establishment, two headship posts
will be provided, one of whiclwill serve asiiPrincipab as defhed in the Education
Ordinance if the bsessional school is under one school registration.

@ In an ordinaryprimary schoolvith 1271 23 classes, onBSM poswill be reranked to
the SPSM rank fodeputy headand in an ordinary primary school with 2&stesr
more,two PSM posts will be reanked to the SPSM rank fdeputyhead.

The respective numbers of senior teachers (excludingié¢ipeity head and class
teachers by rank (i.e. by PSM, AM, APSM and CM) entitled by a school should be
determinedn accordance with the grade structure it has adopted or as endorsed by the
Education Bureau as appropriate, subject to the total number of graduate teacher posts
entitled bythe school nobeing exceeded

(updated on 1 Septemhb2®17)
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under the 15:1 Teacherto-ClassRatio

Section 1B/ AttabmentB
Teaching Staff Establishmentin Whole-day Aided Primary Schools

(including Additional Posts for Specialised Teaching)
and the Ratio of One Senior Teacher forEvery Three Classes
l.e. Basic Provision

No. of | Rank of No. of No. of Senior |No. of Clasg Total No. of
Classes| Principal | Deputy Head Teachers # Teacher# Staff
(SPSM)@ (excluding Deputy, (including
Head, if entitled) Principal)
1 SPSM T 0 0.5 1.5
2 SPSM T 0 2 3
3 SPSM T 1 3 5
4 SPSM T 1 4 6
5 SPSM T 1 6 8
6 SPSM T 2 7 10
7 SPSM T 2 9 12
8 SPSM T 2 10 13
9 SPSM T 3 11 15
10 SPSM T 3 12 16
11 SPSM T 3 14 18
12 HMI | 1 3 14 19
13 HMI | 1 3 16 21
14 HMI | 1 3 17 22
15 HMI | 1 4 18 24
16 HMI | 1 4 19 25
17 HMI | 1 4 21 27
18 HMI | 1 5 21 28
19 HMI | 1 5 23 30
20 HMI | 1 5 24 31
21 HMI | 1 6 25 33
22 HMI | 1 6 26 34
23 HMII 1 6 28 36
24 HMI 2 6 28 37
25 HMI 2 6 30 39
26 HMI 2 6 31 40
27 HMI 2 7 32 42
28 HMI 2 7 33 43
29 HMI 2 7 35 45
30 HMI 2 8 35 46
31 HMI 2 8 37 48
32 HMI 2 8 38 49
33 HMI 2 9 39 51
34 HMI 2 9 40 52
35 HMI 2 9 42 54
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No. of | Rank of No. of No. of Senior |No. of Clasg Total No. of
Classes| Principal | Deputy Head Teachers # Teacher# Staff
(SPSM)@ (excluding Deputy (including
Head, if entitled) Principal)
36 HMI 2 10 42 55

(updated on 1 SeptemberlZ)

@

In an ordinaryprimary schoolwith 1271 23 classes onePSM postwill be reranked

to the SPSM rank foldeputy headind in an ordinary primargchool with 24 classes

or more,two PSM posts will be reanked to the SPSM rank fdeputyheads.

#  The respective numbeof senior teachers (excluding tlieputy heafl and class
teachers by rank (i.e. by PSM, AM, APSM and CM) entitled by a school csHeul

determined in accordance with the grade structure it has adopted or as endorsed by the
Education Bureau as appropriate, subject to the total number of graduate teacher posts

entitled bythe school nobeing exceeded
(updatedon 1 Septembet017)
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Section T

Staff Establishmentof Aided Special Schools

SCHOOL SECTION
A. Teaching Staff Establishment

1.

Staffing Ratio

Basic Provision

Upon the implementation of the New Senior SecondBIgS) academic
structure from the 2009/10 school year, the staffing ratios for primary
classes and junior secondary classes are 1.7 teachers per class, and the
staffing ratio for senior secondary classes is 1.9 teachers per class. These
staffing ratios have ebedded the Additional Teachers for All Special
School§. With effectfrom the 2012/13 school yedhe staffing ratio for

senior secondary classes of special schools offering the ordinary
curriculum will be 2.0 teachers per class he teaching posts pruled

under the teachdo-class ratios above are referred to as the Basic
Provision.

Additional Provision

Starting from the 2017/18 school year, the above tedokdass ratios are
increased by 0.1 teacher per class, i.e. Additional Provision. The
addtional teaching post(s) so created in the secondary section is/are at
Graduate Master/Mistres€GM) rank and not included in calculating
promotion posts and graduate teacher ratio. For the primary section, the
additional teaching post(s) so created &s/at the rank of Assigta
Primary School Master/MistregPSM) and not included in calculating

the promotion posts andtio of graduag teacher posts in the teachstgff
establishment.

The number of teachers will lmmlculatedseparatelyfor the primay and
secondary sections. Any decimal teacher entitlement arising from the
calculation of the foregoing staffing rasiovill be provided as GM and
APSM in the secondary and primary sections respectively. Schools may
keep the fractional teacher posts,iethwill not be counted towardbe
calculation of promotion posts or graduate teachép, in the teaching
staff establishment. Alternatively, schools may opt for encashing the
fractional teacher posts calculated at the -potht salary of GM and
APSM respectively.

(updated on 1 Septemhb2017)

Ranking of Teaching Staff

() Principalof School
In schools with more than 3 classes, the calculation is exclusive of the

6  Additional Teachers for All Special Schools includesBurce Teacher for Supportive Educational
Programmes, Teacher Librarian and teacher for-saifts teaching.
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(b)

(©)

(d)

post of thePrincipal of the school. The rankingof Principal is
shown inAttachmentA.

Senior Teacher

Seniorteachers for the primary section are included in the teaching
establishment. The rank of senior teachershould be Senor
Primary School MasterMistress (SPSM), Primary School Master/
Mistress(PSM) orAssistant Mastedlistres§AM). Senior teachers
are equired to undertake specific duties in addition to class teaching.
In a primary special schoar special school with primary section
with 127 23 equivalent ordinaryrimary classes, on®SM post will

be reranked tothe SPSM rank for the&eputyhead, andn a primary
special school or special school with primary section with 24
equivalent ordinary primary classes or more, two PSMspatt be
re-ranked to the SPSM rank faeputy heads. For special schools
with bothprimary and secondary sections, they are allowed to opt for
the provision ofdeputy heads either at the secondary level or the
primary level, but not both. The option once made is irrevocable
All teachers in th€SM or AM rank may be appointed by promot

or direct appointment to take up tbeputyhead posts(updated on 1
September 2008)

Teacher Assisting in Speech Therapy (TAST)

A special school for children with hearing impairmerfdl) may
appoint TASTs at the ratio of 1 for 3 classes of wiode post must

be offset by a speech therapist.

The number of TASTSs calculated for the school as a whole.
Where fractional staff results, this will be rounded up when it reaches
0.5, otherwise it will be rounded down. The resulting number will
then beapportioned between the primary and secondary sections of
the specialschool in accordance with the number of classes in each
section, in such a way that no fractional staff for either section will
result. TASTs form part of the nagraduate teaching esleshment

of the school.

Mobility Instructor

A specialschool forchildren with visual impairmengVl) or special
school for children with visual impairmentimintellectual disability

(VI cum ID) may appoint 0.5 mobility instructor per class. Miil
instructors will be apportioned between the primary and secondary
sections of the schools in accordance with the number of classes in
each section and be included in the calculation of the teaschsrfig
establishment for the relevant section befoeertsunding up or down

of fractional staff. Mobility instructors aneeckoned as members of
the nongraduate teaching establishment of the schpdated o2
February2015)
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(e) Resource TeachéRT)

(i)

(ii)

Resource Teacher for Children with Visual Impant

A specialschool forchildren withVI may appointRTs to teach
studentswith VI (those with total blindness, severe low vision or
moderate low vision) whare registered und&esource Support
Programme (RSPand attenshg ordinary schoolsor special
schools other than those fohildren withVI, at the ratio of 0.5
RT to 3 students(braille users) and 0.5 RT to 5 students
(non-braille users).

RTs for students of ordinargecondary schools and for students
pursuing ordinary curriculum in the secondasgction of special
schools will be reckoned as members of the graduate teaching
establishment of the secondary section while those for students of
ordinary primary schools anébr students of thepecial schools
other than those pursuing the ordinary awium will be
reckoned as members of the rgnaduate teaching establishment
of the primary section.

The number of RTs under the RSP included in the staff
entitlement is capped. Any additional RTs incurred orofdape
capped entitlement would be provitlen form of cash grant, i.e.

the Staff Encashment Grant. The Education Bureau may review
the cap as and when required. School should refer to relevant
circular letter currently in force for the entitlement of the RTs and
the amount of the Staff Encashm&rant incurred.

(updated on 1 September 2018)

Resource Teacher f@&hildren with Autism Spectrum Disorders
(ASD)

A special school for children withmild intellectual disability
(MilD) and/or moderatmtellectual disabilityMolD) andspecial
school for children withMolD and severe intellectual disability
(SID) may appoint 1 additional negraduateRT in its primary
section for children witiSD, at the following provision ratio:

No. of childrenwith ASD #No. of
RTsprovided
Every6 requiringremedial 0.5
teachingorogramme

# The additional teaching post is approved on the understanding that

the operation of remedial teaching programme for autistic children is
justified by the actual enrolment of studewith ASD in the school.
The post willbe clawed back when it is no longer justifigdhy
fractional RT posts arising from the calculation will be provided as
Certificated Master/Mistress (CM) in its primary section

(updated on 1 SeptemberlZ0
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(iii) Resource Teacher foEnhanced SupporSevice (ESS) for

Students with Hearing Impairment

A specialschool for children wititHl may appoint

T

additional nongraduateRT in its primary section to provide
support to students witdl who are attending ordinary
primary schools andn need of addibnal support at the
ratio of 1 teacher for 1 unit. The size of a unit i 25
students.

additional graduate RTn its secondary section to provide
support to students witdl who are attending ordinary
secondaryschoolsand in need of additional suppoat the
ratio of 1 teacher for 1 unit. The size of a unit i 20
students

additional nongraduate RT in its primary section and
additional graduate RT in its secondary section to provide
support to students with HI who are attending aided special
schoolsandin need of additional support, at the ratio of 1
teacher for 1 unit. The size of a unit i5Q students.

one senior teacher at SenBraduateMaster/Mistress (SGM)
rank to undertake the duties of planning, development and
monitoring of ESSfor ordinary and special schools, which
mainly includei

- planning, developing and implementing the support
services foESSstudents;

- overseeing the professional advice, counselling and
guidance, and training for teachers and parents in
centrebased and/aschootbased support services;

- enhancing the support of ESS students in need of sign
language to assist communication and learnizgd
providing support for teaching staff in ordinary schools
the ESS studentmnrolled; and

- planningand coordinatinghe professional development
for RTs.

The number of RTs under the ESS included in the staff
entittement is capped. Any additional RTs incurred on top of
the capped entitlement would be provided in form of cash grant,
i.e. the Staff Encashment Grant. The &ation Bureau may
review the cap as and when required. School should refer to
relevant circular letter currently in force for the entitlement of
the RTs and the amount of the Staff Encashment Grant incurred.
(updated on 1 September 2018)

(f) Teacherfor Senior Secondary Support Programme

Hospital School may appoint 1.5 teachers at GM rank for a Senior
Secomlary Support Programme. The additional teacher posts will
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(9)

(h)

(i)

()

(k)

not be counted towards the calculation of promotion posts or graduate
teacher ratio. Th8&chool may keep the fractional teacher post in the
teaching establishment or opt for a cash provision calculated on the
basis of the migoint salary of GM.

(updated on 1 September 2009)

Low-vision Training Teacher

A specialschool forchildren withVI or special school for children
with VI cumID may, subject to the needs identified, appoint not more
than 1 additional nograduate teacher in its primary section for
delivering lowvision training programme. The schaslentitled to

0.5 or 1 additioal nongraduate teacheif the workload of the
low-vision training servicés below or over 50% of the workload of a
full-time teacher respectiveljupdated or2 February2015)

Additional Senior Teacher Post of English

An additionalseniorteacher pds to be offset by a post in the rank of
CM or APSM as appropriate, is provided to each primary special
school/special school with primary section that operates six or more
primary classes and adopts the ordinary school curriculum to provide
curriculum leaership in the teaching of English to improve
co-ordination, planning and methodology. The conditions for
appointment to the additional post are at Sediion

Primary School Curriculum Leader

With effect from the 2007/08 school year, an additionatirRary
School Curriculum Leader post at the PSM rank is provifdecda
special school with 12 or more approved primary classes; and for a
special school withess than 12pproved primary classes, the post is
at the APSM rank(updated on 1 Septemki2017)

Expansion of Graduate Post in Special Schools with a Secondary
Section

For higher teaching standards, a special school with a secondary
section may upgrade a maximum of four fgyaduate teaching posts

to graduate teaching postswith effect from 1 &ptember 200&his
provision of graduate posts upgraded from rgpaduate posts is
subsumed under the enhanced graduate teacher (tgittated on 1
September 2008)

Graded Post within the Establishment

The number of posts in each grase@etermined § making reference
to the following attachments

Attachment B Teaching Staff Establishment for Primary Classe
Special Schools

Attachment C Teaching Staff Establishment for Secondary Cla:
in Special School@ipdated on 1 September 2008)
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()

Flexibility in Teaching Staff Structure

In view of the varying needs of different categories of special schools,
Principalsand the Incorporated Management Committee may propose,
for the approval of the Permanent Secretary, teaching staff structures
for the secodary sections of their schools with a higher proportion of
nongraduate posts than in the standard manning scalescttibjthe
following conditions

) No serving teacher ds service me
of taking advantage of this provisipand

(i) When a teaching staff structure of a school has been approved
and implemented which involves additional AM or Senior
Assistant Master/Mistress (SAM) posts, it will only be possible to
raise the proportion of graduate posts when AM and SAMspost
fall vacant. It will not then be possible to replace a departing
CM with aGM.

B. Non-teaching Staff Establishment

1. Laboratory TechniciaflLT)

(@)

(b)

()
(d)

(€)

LT 1I/lIl for science laboratories may be appointed on the following
scale

Number of Laboratories Number @ LTs
1 1
2 2
3 3

In special schools forchildren with HI with up to 17 classes, an
additional LT I/l may be appointed for the maintenance of
audiological equipment and hearing aids. A second additiohal

may be appointed in schools fonildren wth HI with 18 classes or

more.

In special schools with five or more laboratories in the secondary
section, one of theTs may be appointed at thé& | level.

In aspecialschool forchildren withHI with more than 17 classes, one
of the LTs appointed forthe maintenance of audiological equipment
and hearing aids mde appointed at theT | level.

In a specialschool forchildren withVI (special school fochildren
with VI cum ID excluded), aLT Il/lll may be appinted for the
maintenance of special eqment/technical aids, and for providing
technical assistance in setting up and operating the equipment.

(updated or2 February2015)
2. Special School Social Worker

(a) Special shoolswith 60 or fewer approved capacity will be provided

with 1 school social wiker, and subsequently 0.5 school social
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(b)

(€)

worker for every 30 students. However, where a sponsor operates
two or more special schools, the ratio of provision may be applied to

the combined capacity of the schools as if they were a single school.
(updated o 1 Septembe2018)

Special school social workers should, in general, be ranked at the
Senior Social Work Assista®BSWA) level.

Social workers in the following categories of special schools should
be ranked at the Assistant Social Work Offig&SWO) level, if
graduate social workers are employed; or at SI88VA level if the
posts are filled by negraduate social workers;

() schools for social developmef8SD)
(i) schools with senior secondary classes; or

(iii) schools where there are three or more professioisalptines
(e.g. speech therapists, physiotherapists, occupational therapists
and nurses) in addition to teachers and social workers, and where
the social workers are given the additional responsibilities of a
rehabilitation coordinator

3. Speech TherapigST)

(a) Special £hools forchildren withVI, specialschools for childrenvith

HI, specialschools for childremwith VI cum ID, specialschools for
childrenwith physicaldisability (PD), andspecialschools for children
with ID as well asSSDmay appoih STs on the following scale:

Type of School No. of Classes No. of ST
() VI cum ID, PD, MilD, MolD, 115 1
Combined MilD and MolD, and 67 10 2
Combined MolD and SID 117 15 3
167 20 4
217 25 5
2671 30 6
(i) SID 115 1
61 10 2
117 15 25
167 20 3
(i) HI 1 ST by offsetting 1 of the TAST po
(iv) VI andSSD 1ST

(updated on 1 Septemb2017)

(b)

School for children with Hmay appoint additional ST under t&&S
for students with HI attending ordinary schooisthe following scale:

No. of unis in ESS No. of ST
1-4 1
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No. of unis in ESS No. of ST
5 and above 2

*  The number of approved units in the ESS for students with HI attending
ordinary primary schools and ordinary secondary schools. The size of a
unit is 125 students for ESS for primary schools ar@l01studentdor
ESS for secondary schools.

(updated on 1 September 2018)
4. PhysiotherapistPT) and Artisan

(a) Special €hools for children witHPD andspecial schools for children
with SID may appoint 0.%°T for every 15 students and one artisan to
support every tw PTs (updated or2 February2015)

(b) The Staff Structure for BEhould be as follows

Ranking of staff
No. of PTs entitled SPT PTI PTII
1 T 1 T
1.5 T 1 0.5
2 T 1 1
2.5 T 1 1.5
3 T 1 2
3.5 T 1 2.5
4 T 2 2
4.5 T 2 2.5
5 T 2 3
5.5 T 2 3.5
6 1 2 3
6.5 1 2 3.5
7 1 2 4
7.5 1 2 4.5
8 1 3 4
8.5 1 3 4.5
9 1 3 5
9.5 1 3 5.5
10 1 4 5

(updated on 1 September 2009)

5. Occupational Therapis©T) and Occupational Therapy Assistéd®TA)

(a) Special ghools for children withPD, specialschools for cHdren with
SID and #pecial schools for children withMolD and SID may
appoint 0.50T and 0.50TA for every 15 students.

# Only children withSID will be counted for the provision of OT
and OTA.
(updated orl September 20}7
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(b) The Staff Structure for Glshould be as follows:

(€)

Ranking of staff
No. of OTs entitled SOT OTI oTIl
1 T 1 T
1.5 T 1 0.5
2 T 1 1
2.5 T 1 1.5
3 T 1 2
3.5 T 1 2.5
4 T 2 2
4.5 T 2 2.5
5 T 2 3
5.5 T 2 3.5
6 1 2 3
6.5 1 2 3.5
7 1 2 4
7.5 1 2 4.5
8 1 3 4
8.5 1 3 4.5
9 1 3 5
9.5 1 3 5.5
10 1 4 5

(updated on 1 September 2009)

Starting from the 2017/18 s.gpecialschools for children witiMilD,
specialschoolsfor children with MolD, special scho®for children
with MilD and MolD, special schools for children with MolBnd

SID, specialschoos for children withVI, special schools for children

with VI cumID andspecial schools for children witdl may appoint

OTsand OTA on the following scale
No. of No. of | No. of
Type of School Classes | OTIl | OTA
(i) MilD, MolD, VI, VI cum | 6 or more 1 1
ID, and HI
(i) Combined MilD and 6 or more 1 1
MolD (MiID classes
and MolD
claseswill be
couned
separately)
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No. of No. of | No. of

Type of School Classes | OTIl | OTA

(i) CombinedMolD and 6 or more 1 1
SID (only for
MolID classe;s
will be
counied)

(updatedon 1 Septemhe2017)

6. Educational PsychologisEP)

(@)

(b)

(©)

Sponsoring bodies operating a minimum of 30 special school classes
(except hospital schools) may appoint scHoméedEPs While each
EPmay serve more than one special school under a particular sponsor,
he will be employed by and stationed at one of the schools and
considered as a member of the #ieaching specialist staff of that
school. Provision ratios fdeP to be employed by special schools
are as follows:

No. of Classes

Operated by the Same Sponsol Provisions ofEP(s)
3071 59 1
607 99 2
1007 139 3
14071 179 4

Special schools under different sponsoring bodies that could not
benefit from the above EP provision may be allowed to group together
and employ schodbasedEP by a school in the groum accordance
with the provision ratios stipulated in the above paragG{ph Each
appointed schodbasedEPwill serve all the schools in the group.

(updated on 1 September 2017

The EP posts created in aided special schools are combined
estabishment, with the ranks of EP | and Il. Candidates having fully
met the entry requirements for EP I, with at least 3 years of
satisfactory service as an EP Il, can be considered faactdi
appointment to EP. 1 Candidates not fully meeting the above craer
may be appointed as EP Il, should they meet tliey @aquirements

for this rank. Guides to appointment of EP | and Il are stipulated in
Sections £2 and 4.3 respectively and conditions for promotion of
EP are stipulated in Sectior23.

(Updated or24 May 2013
7. School Nurs€RN)

Special shools for children withPD, special schools for children will
and special schools fochildren withVlI cum ID may appoint fultime
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RNson the following scate

No. of No. of School
Type of School Students Nurses
PD, SID or CombinedViolD andSID 407 129 2
130 or more 3
MilD, MolD, CombinedVilD andMolD, | 40 or more 2
orVI cumID
VI or HI 40 or more 1

(updated orl Septembe2018)

8. Clerical Staff

Special shools may appoint clericaltaff on the following sale for the
calculation of the amount of Administration Grant or the Revised
Administration Grant as appropriate payable to it

StudentCapacity afFull Development No. of Clerical Staff

up to 49 1 Clerical Assistant
5071 99 1 Assistant Clerical Offier
10071 149 1 Assistant Clerical Officer an
1 Clerical Assistant
150 or more 2 Assistant Clerical Officers

9. Brailling Staff

Special shools forchildren withVI operatingRSPfor students withvI
may appoint brailling staff at thatio of.

No. of Sudents withvI (Braille Users) Provision of
reqgisteredunderthe RSP Brailling Staff
9 2

The number of Brailling Staff under the RSP included in the staff
entitlement is capped. Any additional Brailling Staff incurred on top of
the capped entitlementanld be provided in form of cash grant, i.e. the
Staff Encashment Grant.  The Education Bureau may review the cap as
and when required. School should refer to relevant circular letter
currently in force for the entitlement of the Brailling Staff and ah@unt

of the Staff Encashment Grant incurred.

(updated on 1 September 2018)

10. Workshop Attendant

Special shools may appoint one workshop attendant for each approved
workshop.
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11.

12.

13.

Janitor Staff

Special €hools may appoint janitestaff on the followng scalefor the
calculation of the amount of Administration Grant or the Revised
Administration Grant as appropriate payable to it

Onethird janitor staff may be allowed for evemgperatingclass and
approved special room. In schools for children vidih and schools for
children withSID, 0.75 janitor staff may be allowed for evewgerating
class and 0.5 for every approved special room. schoolsfor children
with MolD and SID, one third janitor staff may be allowed for every
operating MolD class, 0.75 janitor staff may be allowed for every
operatingSID classand 0.5 for every approvedspecialroom. Fractional
staff will be rounded up after summatigapdated orll Septembez017)

Motor Driver

(a) Special shools for children with/I, special sclools for children with
PD, special schools for children wittMolD, special schools for
children withSID, special schools for children witHI and SSD may
appoint motor drivers for registered special school byspdated or2
February2015)

(b) Drivers who are required to drive a registered school bus with 30 or
more seats will be appointed as Special Drivers. Those who are
assigned to drive registered school buses with fewer than 30 seats will
be appointed as Motor Drivers.

Teacher AssistarfTA)

TAs may be appointed in the following categories of special schools at the
ratio of 1 TA per class

(@ schools forchildren withSID;

(b) #schoolsfor childrenwith MoID and SID
(c) schoosfor children withVI cumID;

(d) schools for children witl®D; and

(e) psychiatric units in hospital schools

# Only SID classes will be counted for the provision of TA.

TAs may be appointed in the following categories of special schools at the
ratio of 1 TA per 2RTsfor ASD. When fractional staff results, it will be
rounded down to the nearest:0.5

(a) schools forchildren withMilD ;

(b) schools forchildren withMolD;

(c) schools forchildren withMilD andMolD; and
(d) schooldor childrenwith MolD andSID.

7 Schools thabpt for the Administration Grant for their school section will pay the salaries of their clerical
and janitor staff through the Administration Grant, and those that opt for the Revised Administration
Grant will pay the salaries of their janitor staff thgbuthe Revised Administration Grant and the actual
salaries of the other staff through the Salaries Grant.
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(updated orl September 20}7

BOARDING SECTION

All special schools withraapproved boarding section subvented by the Education
Bureauis provided with the following staff:

1.

4.

5.

Warden
(a) One wardemmay be appointefbr the boarding section.
(b) The warden should, in general, be ranked aA®&/O level.

(c) As an alternative rank for theanden grade, the post can be filled by
nongraduate social workers at the Chief Social Work Assig@@B\WA)
level for a boarding section with a capacity of 50 boarders and above, or
the SSWA level for a boarding section with a capacity of less than 50
boaders.

Assistant Warden

An assistant warden may be appointed among the approved establishment of
houseparents and programme workers. The assistant warden should be
ranked at th&SWAIlevel for a boarding section with a capacity of 50 boarders
and aboveand at the Social Work Assistgi®WA) level for a boarding section

with a capacity of less than 50 boarders.

Houseparenin-charge

For a boarding section with a capacity of 50 boarders and above, a
houseparenin-charge may be appointed amongst eveppsts of houseparent.
The houseparenn-charge should be ranked at ®@/A level.

Houseparert
Houseparents &8WA may be appointed on the following scale

Cateqories of boarders Weekday ratio Weekend & Sunday ratio
(in addition to the
weekday provision)

HI or VI 2 for 15 boarders 1.4 for 15 boarders
MolD 2 for 12 boarders 1.4 for 12 boarders
PD, SID, VI cum ID 2 for 8 boarders 1.4 for 8 boarders

(updated or2 February2015

Programme Worker

Programme workers &WA level may be appoted on the following scaile
For weekends & Sundays
Number of boarders For weekdays (in addition to theveekdayprovision)
60 or less 1 0.7
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For weekends & Sundays
Number of boarders For weekdays (in addition to theveekdayprovision)
617 120 2 14
121 or more 3 2.1

(updated or2 February2015)

6. Nurse

Nurses may be appointed on theduwling scale
Cateqories of boarders Weekday ratio Weekend & Sunday ratic
(in addition to the
weekdayprovision)

HI, VI or MolD 1 RN for 20 or 0.7 RN for 20 or more
more boarders boarders
PD, SID, or VI cum ID 1 RN or EN for 25 0.7 RN or EN for 25
boarders boarders

(updated or2 February2015H

Where fractional staff results, this will be rounded up to the next whole
number.

For boarding sections of special schools &bildren with MolD, special
schools for children witts1D, special schools for childn with PD or schools

for children withVI cumID, the minimum provision will be one nurse at any
one time during the operational hours of the boarding section irrespective of its
size.(updated or2 February2015)

7. Clerical Staff

One clerical assistantmay be appointed for each boarding sectifor the
calculation of the amount of Administration Grant or the Revised
Administration Grant as appropriate payabléto

8. Cook
Cooks may be appointed on the following scale

Number of boarders For weekdays For Weekends &Sundays
(in addition to the weeklay
provision)
39 or less 2 1.4
407 79 3 2.1
80 or more 4 2.8

(updated or2 February2015

8 Schools that opt for the Administration Grant for their boarding section will pay the salaries of their
clerical and janitor staff through the Admstration Grant, and those that opt for the Revised
Administration Grant will pay the salaries of their janitor staff through the Revised Administration Grant
and the actual salaries of the other staff through the Salaries Grant.
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9. Watchnan
Two watchmen may be appointed for each boarding section.
10. Janitor Staff*

Janitorstaff may beallowedon the following scaldéor the calculation of the
amount of Administration Grant or the Revised Administration Gt
appropriatgpayable to thechoofs boarding sectidn

Categories of boarders Weekday ratio  Weekend & Sunday ratic
(in addition to the
weekday provision)

HI One for 20 or 0.7 for 20 or fewer
fewer boarders boarders

VI or MolD One for 15 or 0.7 for 15 or fewer
fewer boarders boardes

PD, SID, or VI cum ID One for 10 or 0.7 for 10 or fewer
fewer boarders boarders

(updated or2 February2015H

* In calculating the number of stafibr houseparest programme workers and janitor
staff, individual fractions of these three grades will be added together and the fraction
resulting, if any, will be rounded up to the next whole humbPosts created after
summation and rounding up of the fraction may be appointed as houseparent/
programme workerjanitor staff at the discretion of the school to meet operational
needs.

9 Schools that opt fothe Administration Grant for their boarding section will pay the salaries of their
clerical and janitor staff through the Administration Grant, and those that opt for the Revised
Administration Grant will pay the salaries of their janitor staff throughRéeised Administration Grant
and the actual salaries of the other staff through the Salaries Grant.
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Section 1C/ Attachmemt
Ranking of Principal of Special Schod

A. SpecialSchools withCombinedL evels orSecondaryClasse<nly

1.

The ranking ofPrincipalsof aided special schools with combined levels or
secondary classes only is determined on the basis of the number of
equivalent fulkstreamed ordinary secondary classes worked out according
to the following weighting system and relativity ratio

(&) Weighting system
1 special primary class = 0.6 fidtreamed special secondary class

1 special junior secondary class = Qu-streamed special secondary
class

1 special senior secondary class = 1-étltamed special secondary
class

(b) Relativity of ranking of Principal between special schools and
ordinary schools

A school with 18 equivalent futreamed special secondatgsses =
a school with 24 ordinary secondary classes

The converted number of equivalent ordinary secondary classes, with
fractional numbers rounded down, will determine the iragnlof Principal
for a special school in accordance with the followindesca

Number of
equivalent fullstreamed
ordinary secondary classe Ranking of Principal
24 or more Principal II (Pr 1)/** Principal | (Pr 1)
157 23 Principal 11 (Pr 11)
14 or less Principal Graduate Master/Mistress (PGN

Where fractional class ressl| this will be rounded down.

**  Pr | post will only be provided for special schools operating senior
secondary class(es) with 24 or more equivalentsiwdamed ordinary
secondary classes.

B. PrimarySpecialSchools

1.

The ranking ofPrincipalsof aidedprimary special schools is determined
by the number of equivalent ordinary primary classes worked out
according to the following relativity ratio:

A school with 18 special primary classes = a school with 24 ordinary
primary classes

The converted numbeof equivalent ordinary primary classes, with
fractional numbers rounded down, will determine ithieking of Principal
for a special school in acaance with the following scale
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Number of equivalent

ordinary primary classe: Ranking of Principal
24 ormore Headmaster/Headmistress | (HM I)
127 23 Headmaster/Headmistress Il (HM 1)
11orless SeniorPrimary School Master/MistresSHFSM)

(updated on 1 September 2008)

*  The teachingstaff establishment is inclusive of the Principel a school
(SPSMlevel) with four equivalent ordinary primary class@gpdated on 1
September 2008)
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Section 1C/ Attachmerd

Teaching Staff Establishment forPrimary Classes in Special Schools

Total Staff Entitlement # Numberof Posts in Each Rank

(ExcludingPrincipal) *AM CM
1 T 1
2 T 2
3 1 2
4 1 3
5 1 4
6 1 5
7 2 5
8 2 6
9 2 7
10 2 8
11 3 8
12 3 9
13 3 10
14 3 11
15 4 11
16 4 12
17 4 13
18 4 14
19 5 14
20 5 15
21 5 16
22 5 17
23 6 17
24 6 18
25 6 19
26 6 20
27 7 20
28 7 21
29 7 22
30 7 23
31 8 23
32 8 24
33 8 25
34 8 26
35 9 26
36 9 27
37 9 28
38 9 29
39 10 29
40 10 30
41 10 31
42 10 32
43 11 32
44 11 33
45 11 34
46 11 35
47 12 35
48 12 36
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Note

# The respective numbers séniorteachers and teachers by rank @@SM,PSM, AM,

APSM and CM) entitled by a scbbslould be determined in accordance with the
grade structure it has adopted or as endorsed by the Education Bureau as appropriate,
subject to the total number of graduate teacher mogised bythe school nobeing
exceeed

In a primary special chool or special school with primary sectiomth 127 23
equivalent ordinary primary classeme PSM poswill be reranked to the SPSM
rank for the deputy head and in a primary special school or special school with
primary section with 24 equivalentdinary primary classes or more, two PSM posts
will be reranked tothe SPSM rank fodeputyheads. For special schools with both
primary and secondary sections, they are allowed to opt for the provistepofy
heads either at the secondary leaePGMrank (see Section 1C/Attachment @)at

the primary levelt SPSM rankbut not both. The option once made is irrevocable

(updated on 1 September 2008)

1.

The recommended grade structure is as follows

(@) The headship and deputy headship psistaild be athe graduate level,

(b) 65% (from the 2017/18school yeamnward$ of the senior teacher posts
should be graduate teacher posts; and

(c) The remaining graduateacherposts should be allocated to the basic rank
teacher level.

(updated on 1 Septemberl)

Notwithstanding (1) above, a school has ftiexibility to determine an
alternativegrade structuregnd the following should apply

Grade structure with the number of PSM posts exceeding 50% of the senior

teacher posts

(@) The sponsor/Incorporated Managem€&aimmittee should consult all the
teaching staff and obtain their consensus before determining the grade
structure.

(b) The headship and the deputy headship posts should remain at the graduate
level.

(c) Flexibility may be allowed in determining the percentaiegraduate
posts in the senior teacher rank and the basic rank, subject to the total
number of senior teacher posts, graduate teacher posts and the staff
entitlement in each school not being exceeded.

(d) The sponsor/incorporated Management Committee should radriinee
proposed grade structure with justifications to the Education Bureau for
endorsement. It should also consult all the teaching staff and obtain
their consensus before proposing any subsequent changes to the grade
structure adopted six months in adea. Prior consent from the
Education Bureau should be obtained before implementation.

(updated on 1 September 2009)
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Section 1C/ Attachmer@
(updated on 1 Septemb017)
Teaching Staff Establishment for Seondary Classes inrSpecial Schools

(The number of posts in the table below includes teachers provided according to the
revisedteacheito-class ratiosas specified in Section 1Baragraphs A1 A2, i.e. Basic
Provision)

Total Staff No. of Posts in Each R&

Entitlement Graduates Nongraduates

(Excluding| SGM | GM | Subtotal | SAM AM CM Subtotal

Principal)
1 0 1 1 0 0 0 0
2 1 1 2 0 0 0 0
3 1 2 3 0 0 0 0
4 1 2 3 0 0 1 1
5 2 2 4 0 0 1 1
6 2 3 5 0 0 1 1
7 2 4 6 0 0 1 1
8 3 4 7 0 0 1 1
9 3 5 8 0 0 1 1
10 3 5 8 0 1 1 2
11 4 5 9 0 1 1 2
12 4 6 10 0 1 1 2
13 5 6 11 0 1 1 2
14 5 7 12 0 1 1 2
15 5 8 13 0 1 1 2
16 6 8 14 0 1 1 2
17 6 8 14 0 1 2 3
18 6 9 15 0 1 2 3
19 7 9 16 0 1 2 3
20 7 10 17 0 1 2 3
21 7 11 18 0 1 2 3
22 8 11 19 0 1 2 3
23 8 12 20 0 1 2 3
24 8 12 20 1 1 2 4
25 9 12 21 1 1 2 4
26 9 13 22 1 1 2 4
27 10 13 23 1 1 2 4
28 10 14 24 1 1 2 4
29 10 15 25 1 1 2 4
30 10 15 25 1 1 3 5
31 11 15 26 1 1 3 5
32 11 16 27 1 1 3 5
33 12 16 28 1 1 3 5
34 12 17 29 1 1 3 5
35 12 18 30 1 1 3 5
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Total Staff No. of Posts in Each Ré&

Entitlement Graduates Nongraduates

(Excluding| SGM | GM | Subtotal | SAM AM CM Subtotal

Principal)
36 13 18 31 1 1 3 5
37 13 18 31 1 2 3 6
38 13 19 32 1 2 3 6
39 14 19 33 1 2 3 6
40 14 20 34 1 2 3 6
41 15 20 35 1 2 3 6
42 15 21 36 1 2 3 6
43 15 22 37 1 2 3 6
44 15 22 37 1 2 4 7
45 16 22 38 1 2 4 7
46 16 23 39 1 2 4 7
47 17 23 40 1 2 4 7
48 17 24 41 1 2 4 7
49 17 25 42 1 2 4 7
50 17 25 42 2 2 4 8
51 18 25 43 2 2 4 8
52 18 26 44 2 2 4 8
53 19 26 45 2 2 4 8
54 19 27 46 2 2 4 8
55 20 27 47 2 2 4 8
56 20 28 48 2 2 4 8
57 20 28 48 2 2 5 9
58 20 29 49 2 2 5 9
59 21 29 50 2 2 5 9
60 21 30 51 2 2 5 9
61 22 30 52 2 2 5 9
62 22 31 53 2 2 5 9
63 22 32 54 2 2 5 9
64 22 32 54 2 3 5 10
65 23 32 55 2 3 5 10
66 23 33 56 2 3 5 10
67 24 33 57 2 3 5 10
68 24 34 58 2 3 5 10
69 25 34 59 2 3 5 10
70 25 34 59 2 3 6 11
71 25 35 60 2 3 6 11
72 25 36 61 2 3 6 11
73 26 36 62 2 3 6 11
74 26 37 63 2 3 6 11
75 27 37 64 2 3 6 11
76 27 38 65 2 3 6 11
77 27 38 65 3 3 6 12
78 27 39 66 3 3 6 12
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Total Staff No. of Posts in Each R&

Entitlement Graduates Nongraduates

(Excluding| SGM | GM | Subtotal | SAM AM CM Subtotal

Principal)
79 28 39 67 3 3 6 12
80 28 40 68 3 3 6 12
81 29 40 69 3 3 6 12
82 29 41 70 3 3 6 12
83 30 41 71 3 3 6 12
84 30 41 71 3 3 7 13
85 30 42 72 3 3 7 13
86 30 43 73 3 3 7 13
87 31 43 74 3 3 7 13
88 31 44 75 3 3 7 13
89 32 44 76 3 3 7 13
90 32 44 76 3 4 7 14

(updated @ 1 September 2008)

Note

1.

With effect from 1 September 2009, the ratio of graduate teacher posts will be 85%.
The 85% graduate teacher entitlement of a school will be worked out based on the
total number ofeachingposts providedinderthe reviseddacheito-class ratios under

the new senior secondary (NSS) academic structure as announced=Reptre on

fiThe New Academic Structure for Senior Secondary Education and Higher
Educatiom.

(updated on 1 September 2009

A special school operating @&mndary section and with 15 or more equivalent
full-streamed ordinary secondary classes is entitled talépotyhead at PGM rank
to beoffset byan equivalent number &GM poss.

The arrangements in 3(a) and 3(b) below have ceased since 1 Sefé0thepon
the enhancement of the graduate teacher ratio:

(&) upgrading onePrincipal AssistantMaster/Mistress ¢®M) post asdeputy head
for every two SAMposts with the PAM post offset by the deletion of one SAM
post, if the number of SGM post is indaiént to allow the provision of PGM
posts to the maximum number entitled in case of Paragraph 2 above; and

(b) upgrading one SAM post ta PAM post for a special school operating a
secondary section with 24 or more equivalent-$tdeamed ordinary secoay
classes.

Note (i) With effect from 1 September 2008erging PAMs with arecognsed
degree plus teacher training (or equivalent) may apply fgrading to
SGMs.

(i) Upon successful rgrading or natural wastage of a serving PAM, the
existing pactice of upgrading an SAM post to a PAM post will cease with
immediate effect. If a serving PAM does not apply foigrading to
SGM, he/she can continue to be accommodatdnls/her existing rankf
PAM to hdd against an SGM post created under theaeobd graduate
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(iii)

teacher ratio accordingly.The respective proportions of SAM, AM and
CM posts will not be affected lire cessation of this practice.

Exceptions to the arrangement spelt out in (ii) above are allowed during
the twoyear transitiorperiod from 1 September 2008 to 31 August 2010.

If a PAM post is vacated due to natural wastage or other reasons
(excluding regrading to SGM), the school may consider promoting a
serving SAM to fill the vacancy and an SGM post created under the
enhancedyraduate teacher ratio should be held against accordingly. In
case the PAM incumbent is-ggaded to SGM during the transition period,
thearrangemenin (ii) above will apply.

4. One post in the rank of Gi$ upgraded to SGM in an aided special schoeraing
15 or more equivalent futreamed ordinary secondary classes.

5. Among the graduate teaching posts, the proportion of SGM and PGM posts should not
exceed fivatwelfths. This proportion excludes one GM post upgraded to SGM in an
aided special $mol operating 15 or more equivalent fstteamed ordinary secondary

classes.

Among the naraduate teaching posts, the proportion of SAM posts

should not exceed orguarter; and the combined proportion of SAM and AM posts
should not exceed offaalf.

(updated on 1 September 2008)
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Section2
Salary Scales
(This Section should be read in conjunction with Sectipn
A. Teaching staff
Salary Scale
Grade/Rank (Points on the MsterPay Scale

Principal | (Pr 1) 4571 49

Principal Il (Prll) 4071 44

Principal Graduate Master/Mistress 3871 41
(PGM)

4. Senior Graduate Master/Mistress 3471 39
(SGM)

5. Graduate Master/Mistress (GM) 1771 33if appointedbefore 1.4.2000
127 33if appointed betweeh.4.2000
and31.7.2007 (bth dates inclusive)
177 33 if appointehetweenl.8.2007
and 3.9.2010(both dates inclusive)
157 33 if appointed orafter 1.10.2010
Note:
A GM will not be allowed to proceed beyond the salary bar specified below withc
acquiring a PosGraduate Cdificate in Education or an equivalent qualification
acceptable to the Permanent Secretary:

Date appointed Salary Bar
Between 5.12.1980 and 31.8.1997 (both dates inclusiv Point 27
Between 1.9.1997 and 31.3.2000 (both dates inclusive Point 22
Between 1.4.2000 and 31.7.2007 (bo#tes inclusive) Point 17
Betweenl.8.2007and 3.9.2010(both dates inclusive) Point22
On/after1.10.2010 Point 0
Remarks

With effect from 18.2007, the salary bar would be sefiaé pay points above the
prevailing stating salary and would be adjusted automatically whenever there i
change in the starting salary in the future. A serving untra@idvithout a break
in service is subject to thedjustedsalary bar or the higlsesalary bar point he/she
has ever exp@nced in the appointment as GM, whichever is the higher.

Headmaster/Headmistress | (HM 1) 3871 41
Headmaster/Headmistress Il (HM II) 3571 39
(updated on 1 September 2008)

8. SeniorPrimary School 3471 35
Master/Mistress§PSM)
(updated on 1 September 3)0

9. Primary School Master/Mistress 3071 33

(PSM)
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Salary Scale
Grade/Rank (Points on the MsterPay Scale
10. Assistant Primary School 177 29if appointedbefore 1.4.2000
Master/Mistress (APSM) 127 29if appointed betweeh.4.2000

11

12

13.
14.

15.

*

and31.7.2007 (both dates inclusjve
177 29if appointedoetweenl.8.2007
and 3.9.2010(both dates inclusive)
157 29if appointed on/after 10.2010
Note
Untrained APSM will not be allowed to proceed beyond the salary bar as st
below:

Date appointed Salary Bar
Before1.4.2000 Point 27
Betweenl.4.2000and 3.9.2010(both dates incisive) Point 22
On/after 1.10.2010 Point D
Remarks

With effect from 18.2007, the salary bar would be setfige pay points above the
prevailing starting salary and would be adjusted automatically whenever there
change in thestarting salary in the future. A serving untrained APSM withouf
breakin service is subject to thadjustedsalary bar or the higkesalary bar point
he/she has ever experienced in the appointmeki® 881, whichever ighe higher.

Principal Assisant Master/Mistress 3471 36
(PAM) * (for secondary and special schools)
34 - 39 (#Bar aB6)
(for primary schools)
# Passage requires acquisition of a Bachelor of Arts Degree in Primary Educat
equivalent.

Senior Assistant Master/Mistress 3071 33
(SAM) * (for secondarynd speciaschools)
307 33C ¢Bar at 33)
(for primary schools)
# Passage requires acquisition of a Bachelor of Arts Degree in Primary Educat
equivalent.

Assistant Master/Mistress (AM) 2571 29

CertificatedVaster/MistressGM) 147 24if appointedbefore 1.4.2000:
127 24if appointed betweeh.4.2000
and31.7.2007 (both dates inclusive
147 24if appointedory after 1.8.2007
Unqualified Teacher (UQT) 4

Primary and special schools No nondegree holders should be appointed as n¢
school Principals. Serving Principals at AM, SAM and PAM rank who aredegree
holders will be accommodated until natural wastage.

(updated on Beptemb&017)
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B. Non-teaching staff

16.

17.

18.

19.

20.

Salary Scale
Grade/Rank (Points on the Master Pay Scale)

Laboratory Technician
(a) Laboratory Technician I (LT I) 221 28

(b) Laboratory Technician Il (LT Il) 107 21if appointedbefore 1.4.2000
61 21if appointed betweeh.4.2000

and31.7.2007 (both dates inclusive
81 21 if appointecbr/after 1.8.2007

(Points on the Training Pay Scale)
(c) Laboratory Technicianl (LT Ill) 47 6if appointedbefore 1.4.2000
31 6if appointed betweeh.4.2000and
31.7.2007 (both dates inclusjve
47 6 if appointedor/after 1.82007

Note
LT Il appointed beforel.8.2007will, upon promotion to LT Il without a break
in service, be paid the starting pay point at MPS Rint

Educational Psychologist
(a) Educational Psychologist | (EP | 347 44
(b) Educational Psychotpst Il (EP 2571 33if appointedbefore 1.4.2000
1)) 2071 33if appointed between.4.2000
and31.7.2007 (both dates inclusjve
2571 33if appointedbetweeril.8.2007
and30.9.201(0both dates inclusive)
231 33if appointed on/after 10.2010
Primary SchooAssistant Social Work181 33if appointed before 1.4.2000

Officer 1371 33if appointed between 1.4.2000
and 31.7.2007 (both dates inclusiv
1871 33 if appointebetweenl.8.2007
and 3.9.2010(both dates inclusive)
167 33if appanted on/after1.10.2010
Note:
Omitted points at Point 20, 24 and 30

(updated on 1 Septemberl®)

Speech Therapist (ST) 187 33if appointed before 1.4.2000:
137 33if appointed between 1.4.2000
and 31.7.2007 (both dates inclusiv

187 33if appointedoetweenl.8.2007
and30.9.201(0both dates inclusive)

167 33if appointed on/after 10.2010

Physiotherapist
(@) Senior Physiotherapist (SPT) 347 39
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21,

22.

23.

Salary Scale
Grade/Rank (Points on the Master Pay Scale)
(b) Physiotherapist | (PT I) 251 34
Note:
Omitted point at Poin30
(c) Physiotherapist Il (PT II) 147 24if appointed before 1.4.2000

127 24if appointed between 1.4.2000
and 31.7.2007 (both dates inclusiv
147 24 if appointed on/after 1.8.2007

Occupational Therapist

(a) Senior Occupational Theragi 347 39
(SOT) !

(b) Occupational Therapist | (OT I) 251 34

(c) Occupational Therapist Il (OT 1I'147 24if appointed before 1.4.2000
127 24if appointed between 1.4.2000
and 31.7.2007 (both dates inclusiv
147 24 if appointed on/after 1.8.2007

Note:
Omitted point at Point 16
(d) Occupational Therapy Assistant 77 15
(OTA)
Special School Social Worker
(@) Senior Social Work Assistant 231 29
(SSWA)
(b) Assistant Social Work Officer 187 33if appointed before 1.4.2000
(ASWO) 137 33if appointed between 1.4.2000
and 31.7.2007 (both dates inclusiv
18 1 33 if appointedbetweenl.8.200°
and 3.9.2010(both dates inclusive)
167 33 if appointed on/after 10.2010
Note:
Omitted points at Point 20, 24 and 30
Warden
(@) Sodaal Work Officer (SWO) 3471 39
(b) Assistant Social Work Officer 1871 33if appointed before 1.4.2000
(ASWO) 137 33if appointed between 1.4.2000
and 31.7.2007 (both dates inclusiv
18 1 33 if appointedbetweenl.8.200°
and 3.9.2010(both dates inclusive)
161 33 if appointed on/after 10.2010
Note:

Omitted points at Point 20, 24 and 30
(c) Chief Social Work Assistant 3071 33



Compendium to Code of Aid for Aided Schools (Relea&&d)i Section 2

55

24,

25.

26.

27.

Grade/Rank
(CSWA)

(d) Senior Social Work Assistant
(SSWA)

Assistant Warden
(a) Assistant Social Work Officer
(ASWO)

Note:

Salary Scale
(Points on the Master Pay Scale)

2371 29

187 33if appointed before 1.4.2000
137 33if appointed between 1.4.2000
and 31.7.2007 (both dates inclusiv
187 33 if appointehetweenl.8.2007
and 3.9.2010(both dates inclusive
1671 33 if appointed on/after 10.2010
(updated on 1 September 2016)

Omitted points at Points 20, 24 and 30

(b) Senior Social Work Assistant
(SSWA)

(c) Social Work Assistant (SWA)

Note
Omitted point at Point 13

Boarding Service Master/Mistress |

Note
Omitted point at Point 13

Boarding Service Master/Mistress |

Nurse
(a) Registered NurséRN)

Note

Omitted points at Points 17 and 21

(b) Enrolled Nurse (EN)

231 29

117 22if appointedbefore 1.4.2000

771 22if appointedbetweenl.4.2000
and 317.2007 (both dates inclusive

971 22if appoinedor/after 18.2007

117 22if appointedbefore 1.4.2000

71 22if appointed between 1.4.2000
and 31.7.2007 (both dates inclusiv

971 22if appointed on/after 1.8.2007

71 17if appointedbefore 1.4.2000

6 7 17 if appointedbetweenl1.4.2000
and 31.7.2007 (both dates inclusiv

771 17if appointedon/after 1.8.2007

1571 25if appointed before 1.4.2000

1371 25if appointed between 1.4.2000
and 31.7.2007 (both dates inclusiv

157 25 if appointed on/after 1.8.2007

91 21 if appointed beforé.4.2000

51 21 if appointed between 1.4.2000
and 31.7.2007 (both dates inclusiv

771 21 if appointed on/after 1.8.2007
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28.

29.

30.

31.

32.

33.

34.

Grade/Rank

Note
Omitted points at Points 11 and 15

Brailling Staff

Houseparenin-charge

Note
Omitted point at Point 13

Houseparent

Note
Omitted point at Point 13

Progranme Worker

Note
Omitted point at Point 13

Clerical staff
(a) Assistant Clerical OfficefACO)

(b) Clerical Assistant (CA)

Artisan

Driver
(a) Special Driver

(b) Motor Driver

Salary Scale
(Points on the Master Pay Scale)

81 15if appointed before 1.4.2000

47 15if appointed betweeth.4.2000
and 31.7.2007 (both dates inclusiv

61 15 if appointed on/after 1.8.2007

117 22if appointed before 1.4.2000
771 22if appointed between 1.4.2000

and 31.7.2007 (both dates inclusiv
971 22 if appointed on/after 1. 38007

117 22if appointed before 1.4.2000

771 22if appointed between 1.4.2000
and 31.7.2007 (both dates inclusiv

971 22if appointed on/after 1.8.2007

117 22if appointed before 1.4.2000
71 22if appointed between 1.4.2000
and 31.7.2007 (both dates inclusiv

971 22if appointed on/after 1.8.2007

31
217

15if appointed before 1.4.2000
15if appointed between 1.4.2000
and 31.7.2007 (both dates inclusiv
15if appointed on/after 1.8.2007

10if appointed before 1.4.2000
10if appointed between 1.4.200
and 31.7.2007 (both dates inclusiv
10if appointed on/after 1.8.2007

8 if appointed before 1.4.2000
8 if appointedon/after 1.4.2000

37
17
00}
17
61
5
97
81
61
5

10if appointedbefore 1.4.2000
10if appointedon/after 1.4.2000

8 if appointedbefore 1.4.2000
8 if appointedon/after 1.4.2000
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Salary Scale
Grade/Rank (Points on the Master Pay Scale)

35. Cook 61 8if appointedbefore 1.4.2000
571 8if appointedon/after 1.4.2000

(Points on the Model Scale I)
36. Workshop Attendant (WA) 471 8if appointedbefore 1.4.2000
31 13if appointedon/after 1.4.2000

37. Teacher Assistarffor Special Schools1i 3 if appointedbefore 1.4.2000
07 8if appointedon/after 1.4.2000

38. Watchman 471 8if appointedbefore 1.42000
31 13if appointedon/after 1.4.2000

(updated on 1 Septemb2010)
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Section3

Letter of Appointment or Contract of Service and Payment of Salaries on
Appointment, Resignation, Retirementor Termination of Appointment

(A) Letter of Appointment or Contract of Service

Theletter of appointmentr contract of service sluld specify:

1. the name of the school and of the employer, this beindniteporated
Management Committee;

2. the date from which the appointment is tedaffect;
requirements, if any, relating to probation;

4. the conditions of service and, if applicable, any specific language
proficiency requirements;

5. the salary to be paid on commencement of the appointment, and any salary
scale relating to the posicluding the annual incremental date;

6. whether such teacher is to contribute to a provident fund; and if so, what
such contribution shall be;

7. the entitlement of such teacher to paid sick leawaternity leaveor
paternity leave (updated orl Septemhe2016)

8. conditions of termination of appointment and the minimum period of
notice of termination of the contract to be given by either party wishing to
terminate such contract as specified under Section 6 of this Compendium;

9. the conditions relating to payent of salary on the resignation or dismissal
of such teacher as specified under Seddiah this Compendium;

10. that such teacher shild act in accordance with the terms of the Education
Ordinance and of subsidiary legislation made under that Ordinahttes o
Code of Aid and of such instructions as the Permanent Secretary may from
time to time issue regarding the conduct of aided schools.

(B) Payment ofSalaries on Appointment, ResignatidRetirement or Termination
of Appointment

1. (@) Ateacherwithoa academic year 6s service
whose appointment terminates no earlier than the beginning of

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

(i) the Summer Vacain will be paid to the end of August,

subject to completion of duties as assigned by the school during the
periodconcerned.

(b) A teacher with service of less than one academic year but more than
59 days whose appointment terminates no earlier thaneiiarbng
of
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() the major school holidays, i.e., Christmas, Chinese New Year
and Easter Holidays will be paid to the end of the school
holidays;

(i) the Summer Vacation will be paid to the end of July.

(c) A teacher with service of 59 days or lesdl be paid upto and
including the last day of the performance of full duties.

(d) A teacher who resigns from one aided school to take up a new
appointment in another aided school the commencement day of a
new school year andithout break in teaching service, othibian
such break as the Permanent Secretary may approve, will be paid by
the school he leaves for the period up to and including the last day of
performance of full duties in that school, and by the school to which
he is newly appointed from the day followi his last day of
performance of full duties in the former school.

2. In a newlyopened aided school, the date of assumption of full duties
shouldnormally be deemed to be the date of commencement of classes.
The Permanent Secretary may approve, for qmep of grant, the
appointment of staff who are required for essential preliminary planning of
new schools in advance of the date of commencement of classes, and in
the case of reprovisioned schqdie may approve the continued payment
of the salaries o$taff of the originalschoolshould the completion of the
building be delayed beyond the scheduled date.
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Sectiord
Qualifications for New Recruits

The guides to appointments in respect of the following grades/ranks are shown in
sections 4.1 to 42.

Teaching Staff

4.1 Principal I(Pr I)
4.2 Principal 11 (Pr II)
4.3 Principal Graduate Master/Mistre§3GM)
4.4 Senior Graduate Master/MistreSSGM)
4.5 Graduate Master/Mistre¢&M)
4.6 Headmaster/HeadmistrelsgHMI)
4.7 Headmaster/Headmistress(HMII)
4.8 SeniorPrimary School Master/Mistre$SPSM)
4.9 Primary School Master/Mistre$BSM)
410 Primary School Master/Mistress(Student Guidance Teacher)
(PSM(SGT))
411 Assistant Primary School Master/Mistrés$>SM)
412 Principal Assistant Master/MistredRAM)
413 Senior Assistant Master/MistreE€SAM)
4.14 Assistant Master/Mistregs\M)
415 Assistant Master/MistregStudent Guidance Teacher) (AM(SGT))
4.16 Certificated Master/Mistres€M)
417 Teacher Assigtg in Speech Therapy (TAST)
418 Mobility Instructor
419 Resource Teacher
4.20 Low-vision Training Teacher

AspiringPrincipals are required to attain Certification for Principalship in addition
to complyingwith the appointment conditions in force #te time before their
appointment to princigiship.

Non-teaching Staff

421 Laboratory Technician I, II, III (LT I, II, )

4.2 Educational Psychologist | (EP I)

423 Educational Psychologist Il (EP II)

4.24 Primary SchooAssistant Social Work Officer

4.25 Speech Therapist (ST)

4.26 Senior Physiotherapist (SPT), Physiotherapist I, Il (PT I, 1)

4.27 Senior Occupational Therapist (SOT), Occupational Therapist I, Il (OT I,
)
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4.28 Occupational Therapy Assistant (OTA)
4.29 Special School Social Worker

4.30 Warden

431 Assistant Warden

4.32 Boarding Service Master/Mistress |, Il
4.33 Registered Nurse (RN)

4.34 Enrolled Nurse (EN)

4.35 Brailling Staff

4.36 Houseparenin-charge

4.37 Houseparent/Programme Worker

4.38 Assistant Clerical Officer (ACO)

4.39 Clerical Assistant (CA)

440 Artisanll

441 Special Driver

442 Motor Driver

4.43 Teacher Assistant (for Special Schools)

Workshop Attendant, WatchmamdCodk

For the appointment to the gradeswairkshopattendant,watchmanand ®ok, no
special qualificabns are required.
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Sectio4.1
Guide to Appointment
Principal | (Pr )

(For information: This document is not part of any agreement of service.)

Appointment
Requirements

Type of Work

Promotion Prospects

Any Other Remarks

(a) Promotion
Promotion rank for Principals Il or Princip
Graduate Masters/Mistress or Senior Gradua
Masters/Mistresses.

(b) DirectAppointment
Candidates should have fulfilled all requireme
for normal promotion to this rank.The decision of
direct appointment of teachers to promotion ri
must be supported by the majority imembers of
the Incorporated Management Committee anc
fully justifiable.

Secondary Schools
Principal of a secondary school with 24 or more classt

Special Schools

Principal of a special school operating Secondasyand
with 24 or moe equivalent fullstreamed ordinar
secondary classes.

N.A.

With effect from the 2002/03 school year, sahool
Principal appointed by direct appointment to a hsagd
post in another aided school at the same sotyggarank
of his former heaship post without a break in service
allowed to retain the salary pay point he received in
former post; if there is a break in service, he shoulc
remunerated at the minimum point of the pay scale.
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Sectiorn4.2
Guide to Appointment
Principal I'l (Pr 11)

(For information: This document is not part of any agreement of service.)

Appointment
Requirements

Type of Work

Promotion Prospects

Any Other Remarks

(a) Promotion
Promotion rank for Principal Graduate Maste
Mistresses or Senior Graduate Mastéfstresses.

(b) DirectAppointment
Candidates should have fulfilled all requireme
for normal promotion to this rank.The decision of
direct appointment of teachers to promotion ri
must be supported by the majority of members
the Incorporated Management Committead as
fully justifiable.

Secondary Schools
Principal of a secondary school with 15 to 23 classes.

Special Schools

Principal of a special school operating secondary cle
and with 15 to 23 equivalent fedtreamed ordinar
secondary class.

Principal |

With effect from the 2002/03 school year, sahool
Principal appointed by direct appointment to a hsagd
post in another aided school at the same substantive
of his former heaship post withait a break in service i
allowed to retain the salary pay point he received in
former post; if there is a break in service, dfmuld be
remunerated at the minimum point of the pay scale.
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Section4.3
Guide to Appointment

Principal Graduate Master/Mistress (PGM)

(For information This document is not part of any agreement of service.)

Appointment
Requirements

Type of Work

Promotion Prospects

Any Other Remarks

(a) Promotion
Promotion rank for Senior Graduate Maste
Mistresses.

(b) DirectAppointment
Candidates should have fulfilled all requireme
for normal promotion to this rank.The decision of
direct appointment of teachers to promotion ri
must be supported by the majority of members
the Incorporated Management Committee anc
fully justifiable.

Secondary Schools

(a) Principal of a secondary school with 14 or few
classes; or

(b) Deputyheadof a secondary school with 15 or mc
classes in addition to class teaching up to Secon
6.

(updated orl April 2013

Special Schools

(@) Principal of a special school operating second
classes and with 14 or fewer equivale
full-streamed ordinary secondary classes; or

(b) Deputy head of a special school operatir
secondary classes and with 15 or more equive
full-streamed ordinary secondary classes.

Principal I/l

With effect from the 2004/05 school year, aspirir
principals are required to attain the Certification
Principalship, in addition to complying with tt
appointment conditions in force at the time, before t
could be considered for appointment to priadship
(updated on 1 September 2005)

In the case of promotion to Principal Il, as the salary s
of a Principal Graduate Master/Mistress overlaps that
Principal 1l (MPS Bint 4071 4 4 ) the pr

scale and incrementdate will be determined as follows

(@) If their pay before promotion is less than
minimum of the pay scale of the new higher off
by more than one point, they will enter at f
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(b)

(€)

(d)

(€)

minimum and their new incremental date will

determined by the date tifeir promotion;

If their pay before promotion is less than
minimum of the pay scale of the new higher off
by not more than one point, they will enter at

minimum and retain their existing incremental da
If their pay before promotion is hdess than the
minimum of the pay scale of the new higher off
and subject to the maximum point of the new s(
not being exceeded, they will enter the new scal
the point which is next above their pay and ref
their existing incremental date; and

If the promotees are already receiving the maxin
pay of their former office at the date of promotic
they will enter the new scale at the point next ab
their pay and their new incremental date will

determined by the date of promotion.

With effect from the 2002/03 school yearsehool
Principal appointed by direct appointment to
headhip post in another aided school at the se
substantive rank of his/her former hehigb post
without a break in services allowed to retain th
salary pay pait he/she received in the former pc
if there is a break in service, he/she should
remunerated at the minimum point of the pay sc
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Sectiond.4
Guide to Appointment

Senior Graduate Master/Mistress(SGM)

(For information This document is not plaof any agreement of service.)

Appointment
Requirements

Type of Work

Promotion Prospects

(@) PromotioriRe-grading

(i) Promotioni Promotion rank for Graduai
Masters/Mistresses.

(i) Regradingi A Principal Assistant Mastei
Mistresswith a local first degree plusaeher
training qualfications (@r equivalent) s
eligible for consideration fore-grading in
his/her serving school as Senior Gradu
Master/Mistress(updated on 1 September 20C

(b) Direct Appointment
Candidates should have fulfilled all requireme
for normal promabn to this rank. The decision of
direct appointment of teachers to promotion ri
must be supported by the majority of members
the Incorporated Management Committee anc
fully justifiable.

Secondary Schools

(@) In charge of an academicltuwral/practical subjec
up toHKDSE Examinatiorevel, or
(updated orl April 2013

(b) Performingduties of special responsibility; or

(c) Other related duties as considered appropriate

in addition to class teaching up to Secondatgvel in a

secondaryschool.(updated oril April 2013

Special Schools

(@) In charge of an academic subject in the secon
section of a special school; or

(b) Performingdutiesof special responsibility; or

(c) Other related duties as considered appropriate

in addition to class teaching up Secondary 5 level in

special school.

Principal Graduate Master/Mistres$rincipal 1l or
Principal |

Senior Graduate Masters/Mistresses will be eligible
consideration for promotion to Principal Gradu
Master/ Mistress Prindpal Il or Principal | after they
have had at least three years of acceptable seco
school experience in the post in a governnwergidedor
Direct Subsidy Schemgecondaryschool(for the post in
an aided secondary school)the secondary section ah
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Any Other Remarks

aided special schodffor the post in an aided speci
school)or, since 1 September 1990, a caput or ass
private school or a bougiplace school bound by contra
with proven ability to take charge of an acaden
cultural/ practical subject or & perform otherduties of
special responsibility and have undertaken trair
course(s), Including training in secondary sch
administration/management, specified tyg Permanen
Secretary or other equivalent training course
acceptable to the Incormied Management Committe
based orthe criteria/guiding principkeas prescribed i
Section5 of this Compendium With effect from the
2004/05 school year, aspiring principals are require
attain the Certification for Principalship, in addition
conplying with the appointment conditions in force at !
time, before they could be considered for appointmel
principalship.(updated orl Septembe2016

(@) In the case of promotion to Principal Gradu
Master/Mistress, as the splascale of a Senio
Graduate Master/Mistress overlaps that of
Principal Graduate Master/Mistress (MP&nt 381
41), the promoteesbd6 sa
will be determined as follows
(i) if their pay before promotion is less than f

minimum of the pay scale of the new higr
office by more than one point, they will ent
at the minimum and their new incremental d
will be determined by the date of the
promotion

(i) if their pay before promotion is less than |
minimum of the pay scalefdhe new highel
office by not more than one point, they w
enter at the minimum and retain their exist
incremental date;

(i) if their pay before promotion is not less th
the minimum of the pay scale of the n«
higher office and subject to the maximt
point of the new scale not being exceeded, 1
will enter the new scale at the point which
next above their pay and retain their exist
incremental date; and

(iv) if the promotees are already receiving
maximum pay of their former office at the de
of promotion, they will enter the new scale
the point next above their pay and their n
incremental date will be determined by t
date of promotion.
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(b) The slary scale and incremental daié a Senior
Graduate MasteMistressre-graded from the rank
of Principal Assistant MasterMistress will be
determined as follows:

()

(ii)

(iif)

(iv)

(updated on 1 September 2008)

if immediately beforee-grading his/her pay is
less than the minimuraf the pay scalef the
new office, he/she wilfeceivethe minimum.
The new incremental date will be danined
by the date of rgrading;

if his/her pay is the same or more than
minimum and not more than the maximuh
the pay scaleof the new office, he/she wi
continue to receive his/her existing pay in -
former post. The new incremental datél <
be determined by the date ofgeading

if he/she isre-graded on his/her incremente
date, for the purpose of these rules, his/her
beforere-grading will be taken to be the pa
he/she would have received on that date
he/she not been+4graced and

if the date of regrading falls on obetweerthe
1st and the 18 of the month, thencremental
date will be taken to be the first day of tt
month. If the date ofe-grading falls on or
between the 16 day and the end of th
month, the incrmental date will be taken to
the first day of the following month.
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Section4.5
Guide to Appointment
Graduate Master/Mistress(GM)

(For information: This document is not part of any agreement of service.)

Appointment
Requrements

Type of Work

Promotion Prospects

(@ New Recruitment

A degree from a local university, or equivalent (

degree means a Bachelor degree)

Note Preference will be given to candidates witr
PostGraduate Certificate in Education or
equivalent qualification acceptable to tr
Permanent Secretary.

(b) Reqgrading
A Certificate Master/Mistress, Assistant Maste

Mistress or Senior Assistant Mastéfistress with a
local first degreeor equivalentis eligible for
consideration for rgrading in his/her serving scho
as Gradua Master/Mistresqupdated on 1 Septemb
2008)

Secondary Schools

(a) Class teacher in a secondary school, and

(b) Other related duties as considered appropriate.

Special Schools

(a) Class teacher in the secondary section of a sp
school; or

(b) Resource teacher fgpecial programmesnd

(c) Other related duties as considered appropriate.

Senior Graduate Master/Mistress

Graduate Masters/Mistresses will be eligible fo
consideratiorfor promotion to Senior Graduate Mast
Mistress provided they have obtained a RGstduate
Certificate in Education, or an equivalent qualificat
acceptable to the Permanent Secrefaryd for specia
school, who hve successfully completed a course
training in special education requged by the Permane
Secretary, and have had five years of accepta
secondary school experience in a graduate posa
government oraided or Direct Subsidy Schemeor
assisted privatsecondaryschoolor, since 1 Septembe
1990, in a caput or bougptace school bound b
contract,and have clearly shown ability to take charge
an academicultural/practicakubject or to perform othe
dutiesof special responsibility in a secondary school; .
have undertaken training course(s) specified thg
Permanent Secretary orother equivalent training
course(s)acceptable to the Incorporated Managen
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Any Other Remarks

Committee based othe criteria/guiding principles &
prescribed in Sectiof of this Compendium
(updated or2 January 2013

Graduate  Masters/Mistresses nopossessing a
appropriate PogBraduate Certificate in Education or
equivalent qualification acceptable to the Permai
Secretary but appointed prior to 1 September 1978 wi
eligible for consideration for promotion to Sen
Graduate Masters/Migisses provided that they ha
completed training as specified by the Permat
Secretary or other equivalent training courst
acceptable to théncorporated Management Committ
based on the criteria/guiding principles as prescribe
Section 5 of thiCompendium.

(@) Untrained Graduate Masters/Mistresses will not
allowed to proceed beyond the salary bar spec
below without acquiring an acceptable teac
training qualification:

() Bar at MPS point 27 for those appoint
between 5 December 1980 and 31 August 1!
(both dates inclusive);

(i) Bar at MPS point 22 for those appoint
between 1 September 1997 and 31 March Z
(both dates inclusive);

(i) Bar at MPS point 17 for those appoint
betweenl April 2000and 31 Jul 2007 (both
dates inclusive);

(iv) Bar at MPS point 22 for those appoint
betweenl August 2007and 30 Septembe
2010(both dates inclusive);

(v) Bar at MPS point @ for those appointel
on/after 1 October 2010

With effect from 1 August 2007, thesalary bar

would be set at five pay points above the prevai

starting salary and would be adjusted automatic
whenever there is a change in the starting sala
the future. A serving untrained Graduate Mas

Mistress without a break in servicesubject to the

adjustedsalary bar or the highest salary bar pc

he/she has ever experienced in the appointme

Graduate MasteMlistress, whichever ithe higher.

(updated on 1 Septemb2010

(b) Direct entrants with a Degree, but no P@saduate
Certificate in Educat.i
equivalentteacher trainingqualification acceptabl
to the Permanent Secretary, will enter at
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()

(d)

()

(f)

(9)

minimum of the salary scale;

Direct entrants with a Degree plus an appropr

PostGraduate Certifiet e i n Educat

Certificate or an equivalentteacher training

gualification acceptable to the Permanent Secre

will enter at the third point in the salary scale;

Entrants having teaching experience acceptabl

the Permanent Secretamll be awarded increment

in the salary scale;

Serving Graduate MasterMlistresses who acquir

an appropriate Po$raduate Certificate i

Education or an equivalentteacher training

gualification acceptable to the Permanent Secre

after pursuing dull-time or paritime course will be
awarded two additional increments if they eatkat
the first point in accordance with paragrafib)

under Any Other Remarkr have not beel
previously awarded additional increments on

strength of such, providetiat the maximum of th
salary scale is not exceeded,;

With effect from 1 September 1995, holders o

nonlocal degree with an appropriate R@tduate

Certificate in Education obtained from a loc

university will enter at the third point in the sale

scale, irrespective of whether the Hooal degree is
equivalent to a local degree.

With effect from 1 September 2003, an untrait

teacher regraded from a nograduate rank t

Graduate Master/ Mistress who subsequentl

acquires acceptable teachwaining qualification,

will :

(i) be eligible for the award of two addition
incremens if, other than through possessi
of recognsed experience,he/she entered
the minimum point of the AduateMaster/
Mistress pay scale prevailing at the tin
heskhe was rgraded, provided that th
maximum of the pay scale is not exceeded

(i) be eligible for the award of one additior
increment if other than through possession
recognsed experiencehe/she entered at or
point above the minimum point of tr
Graduate Master/ Mistress pay scale
prevailing at the time he/she wasgeded,
provided that the maximum of the pay scal
not exceeded; or

(i) not be eligible for the award of any additior
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increment if other than through possession
recognsed experiece, he/she entered at tw
or more points above the minimum point
the Gaduate Master/ Mistress pay scale
prevailing at the time hehe was rgraded.

(updated or2 January 2014

(h) The salary scale and incremental date of a Grac
Master/Mistress regraded from the rank of Senit
Assistant Master/ Mistress, Assistant Maste
Mistress or Certificated MasteMistress will be
determined as follows

(i)

(ii)

(iii)

(iv)

(updated on 1 September 2008)

if immediately beforae-grading his/her pay
is less than the minimurof the pay scal®f
the new office, he/she will receive the
minimum. The new incremental date will k
determined by the date of-ggading;

if his/her pay is the same or more than
minimum and not more than the maximum
the pay scale othe new office, he/she wi
contirnue to receive his/her existing pay in t
former post. The new incremental datel

be determined by the date ofgeading

if he/she isre-graded on his/her incremente
date, for the purpose of these rules, his
pay beforere-grading will be taken to be the
pay he/she would have received on that (
had he/she not beengeaded and

if the date of regrading falls on obetween
the Ist and the 18 of the month, the
incrementaldate will be taken to be the fir
day of that month. If #a date ofre-grading
falls on or between the fl6 day and the
end of the month, the incremental date will
taken to be the first day of the followir
month.
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Section4.6

Guide to Appointment

Headmaster/Headmistresd (HMI)

(For information: This document is not part of any agreement of service.)

Appointment
Requirements

Type of Work

Promotion Prospects

(@)

(b)

Promotion/Regrading

()
(ii)

Promotioni Promotion rank for Headmaster
Headmistresses II.

Regradingi A Principal Assistant Maste!
Mistresg# serving in the nominating priman
primaryspecial school with a recognised loc
first degree or equivalent is eligible f
consideration for rgrading as Headmaste
Headmistress I.

Direct Appointment

(i)

(ii)

Candidates should have fulfilled ¢
requirements for normal promotion to th
rank. The decision of direct appointment
teachers to promotion rank must be suppo
by the majority of members of tr
Incorporated Management Committee anc
fully justifiable.

Starting from the 2000/01 kool year, new
school Principad should be limited tc
candidates holding a recognised local f
degree plus teacher training iprimary
education &nd special educatiom case of
special schoolspr equivalent qualifications.

Primary Stiools

Principal of a primary school with 24 or more classes.

Special Schools

Principal of a primary special school with 24 or mu
equivalent ordinary primary classes.

N.A.

(@

The salary scale and incremental date
Headmaster/Hehnistress | regraded from the ran
of Principal Assistant Master/Mistress will |
determined as follows:

(i)

(ii)

If immediately before rgrading, their pay it
less than the minimum of th@ay scale othe
new office, they will receive the minimun
The new incemental date will be determine
by the date of rgrading;

If their pay is the same or more than f
minimum and not more than the maximum
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(iii)

(iv)

the pay scale ofthe new office, they will
receive the salary point which is equivalent
their existing suldantive salary. The ne\
incremental date will be determined by t
date of regrading;

If they are regraded on their incremental da
for the purpose of these rules, their pay bef
re-grading will be taken to be the pay th
would have received ondhdate had they nc
been regraded; and

If the date of regrading falls on or betwee
the 1st and the 15th day of the month,

incremental date will be taken to be the fi
day of that month. If thelate of regrading
falls on or between the 16thyand the end o
the month, the incremental date will be tal
to be the first day of the following month.

(b) With effect from the 2002/03 school yearsahool
Principal appointed by direct appointment to
headhip post in another aided school at theme
substantive rank of his/her former hehipp post
without a break in service is allowed to retain
salary pay point he/she received in the former
if there is a break in service, he/she should
remunerated at the minimum point of the payesc:

# The PAM rank will be phased out through natural wastage.

(updated on 1 September 2008)
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Sectior4.7
Guide to Appointment

Headmaster/Headmistress [(HMII)

(For information: This document is not part of any agreement of service.)

Appointment
Requiements

Type of Work

Promotion Prospects

(a) Promotion/Regrading

() Promotion i Promotion rank for Senior
Primary School Masters/MistressasPrimary
School Masters/Mistressesiupdated on 1
September 2008)

(i)  Regrading i A Senior Assistant Maste
Mistresgt serving in the nominatingrimary
primary special school with a recognised lo
first degree or equivalent is eligible fi
consideration for rgrading as Headmaste
Headmistress II.

(b) Direct Appointment

() Candidates should have fulfilled ¢
requirements for normal promotion to tt
rank. The decision of direct appointment
teachers to promotion rank must be suppo
by the majority of members of tr
Incorporated Management Committee anc
fully justifiable.

(i) Starting from the 2000/01 school year, n
school Principad should be limited to
candidates holding a recognised local f
degree plus teacher training iprimary
education &nd special educatiom case of
special schoolspr equivalent qualifications.

Primary Schools
Principal of a primary school with 18 23 classes.

Special Schools
Principal of a primary special school with 12 to
equivalent ordinary primary classes.

Headmaster/Headmistress |

Headmasters/Headmistresses 1l will be eligible
consideration for promotion to Headster/Headmistresss
after they have served successfully as follows i
government or aided or Direct Subsidy Schgmenary
school (for the posn an aided primary schoal)primary
special schooffor the posin an aided special schodtr
at least 3/ears

(updated orl Septembe2016
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Any Other Remarks

Either

() as aHeadmaster/Headmistresitl;

(i) as a Senior Assistant Master/Mistress and then
Headmaster/Headmistress Il.

(@ In the case of promotion to Headmast
Headmistress |,sathe salary scale of a Headmas
Headmistress |l overlaps that of a Headmas
Headmistress | (MPS Pt 38l), the promoteé
salary scale and incremental date will
determined as follows:

(i) If their pay before promotion is less than 1
minimum d the pay scale of the new high
office by more than one point, they will ent
at the minimum and their new incremen
date will be determined by the date of th
promotion;

(i) If their paybeforepromotion is less than th
minimum of the pay scalef the new highel
office by not more than one point, they w
enter at the minimum and retain their exist
incremental date;

(i) If their pay before promotion is not less th
the minimum of the pay scale of the n
higher office and subject to thmaximum
point of the new scale not being exceed
they will enter the new scale at the po
which is next above their pay and retain tr
existing incremental date; and

(iv) If the promotees are already receiving
maximum pay of their former offe at the
date of promotion, they will enter the ne
scale atthe point next above their pay ar
their new incremental date will be determin
by the date of promaotion.

(b) The salary scale and incremental date

Headmaster/Headmistress |l -geaded from the
rank of Senior Assistant Master/Mistress will
determined as follows

() If immediately before rgrading, their pay i
less than the minimum of th@ay scaleof the
new office, they will receive the minimun
The new incremental date will be detene
by the date of rgrading;

(i) If their pay is the same or more than |
minimum and not more than the maximum
the pay scaleof the new office, they wil
receive the salary point which is equivalent
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(iif)

(iv)

their existing substantive salary. The n
incremental date will be determined by t
date of regrading;

If they are regraded on their incremental da
for the purpose of these rules, their pay bef
re-grading will be taken to be the pay th
would have received on that date had they
been regraded; and

If the date of regrading falls on or betwee
the 1st and the 15th day of the month,

incremental date will be taken to be the fi
day of that month. If thelate of regrading
falls on or between the 16th day and the en
the monththe incremental date will be take
to be the first day of the following month.

(c) With effect from the 2002/03 school yearsahool
Principal appointed by direct appointment to
headhip post in another aided school at the s
substantive rank of blher former heahip post
without a break in service is allowed to retain
salary pay point he/she received in the former
if there is a break in service, he/she should
remunerated at the minimum point of the pay s
for the rank

#The SAMrank will be phased out through natural wastage.

(updated on 1 Septemb2011)
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Sectiorn4.8
Guide to Appointment

Senior Primary School Master/Mistress(SPSM) i as Principal or Deputy Head

(For information This document is not part of any agreement ofiser)

Appointment
Requirements

Type of Work

Promotion Prospects

(a) Pramotion
Promotion rank for Primary School Master/Mistre
and Assistant Master/Mistressvith a local first
degree or equivalent.

(b) Direct Appointment

() Candidates should possess a local first de
plus teachetraining in primary education,
equivalent qualificationgfor special schools
and have successfullgompleted a course ¢
training in special education recognised by
Permanent Secretgry They should alst
fulfill all the requiremens set for nomal
promotion to this rank The decision of direc
appointment of teachers to promotion re
must be supported by the majority of memb
of the Incorporated Management Commit
and is fully justifiable.

(i) Starting from the 2000/01 school year, n
school Principalsand deputy heads should
limited to candidates holding a local fir
degree plus teacher training iprimary
educationand special educatian the case o
special schoolspr equivalent qualifications.

Primary Schools
Eitheras the Principal of a primary school with 11 or |
classes, or as the deputy head of a primary school wi
or more classes.

Special Schools

Either as the Principal of a primary special school witt
equivalent ordinary primary classes less or asthe
deputy head of a primary special schoolthe primary
section of a special schoulith 12 equivalent ordinar
primary classes anore

Headmaster/Headmistress I

SeniorPrimary School Masters/Mistresses will be eligil
for consderation for promotion to Headmaste
Headmistresdl after they have served successfully
follows in a government or aided or Direct Subsi
Schemeprimary school (for thepost in an aided primar
school)/ primary special school or the primary sectan
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Any Other Remarks

a special schodffor the post in an aided special scho
for at least 5 years
(updated orl Septembe2016

Either

(i) as aSeniorPrimary School Master/Mistresst

(i) as an Assistant Master/Mistremsa Primary Schoo
Master/Mistressand then asa Senior Primary
School Master/Mistress

(@ In the case of promotion to Headmaster/

(b)

Headmistress I, as the salary scale of a Se

Primary School Master/Mistress overlaps that ¢

Headmaster/Headmistress 1l (M.P.S. Pt3%5, the

promoteeésalary scale and incremental date will

determined as follows:

(i) If their paybeforepromotion is less than th
minimum of the pay scale of the new higt
office, they will enter at the minimum ar
retain their existing incremental datedan

(i) If the promotees are already receiving °
maximum pay of their former office at tt
date of promotion, they will enter the ne
scale atthe point next above their pay ar
their new incremental date will be determin
by the date of promotion.

With effect from 2004/05 school year, aspiri
principals are required to attain the Certification
Principalship in addition to complying with tf
appointment conditions in force at the time bef
they could be considered for appointment
principalship.

(updated on 1 September 2011)
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Section4.9

Guide to Appointment

Primary School Master/Mistress(PSM) i as Senior Teacher

(For information This document is not part of any agreement of service.)

Appointment
Requirements

Type of Work

Promotion Prospects

(@)

(b)

Pramotion/Regrading

(i) Promotion i Promotion rank for Assistan
Primary School Masters/Mistresses.

(i) Regradingi An Assistant Master/Mistres
[including Assistant Master/MistregsStudent
Guidance Teachgrserving in the nominatini
primaryprimary special school othe primary
section of a special school with a recogni:
local first degree or equivalent is eligible f
consideration for rgrading as Priman
School Master/Mistress.

Direct Appointment

Candidates should possess a local first degree
teachertraining in primary education, @quivalent
qualifications (and for special schools, have
successfully completed a course of training

special education recognised by the Perma
Secretary.  They should alsofulfill all the

requiremens set for normal promotion to this rank
The decision of direct appointment of teachers
promotion rank must be supported by the majc
of members of the Incorporated Managem
Committee and is fully justifiable.

Primary Schools

Senior teachewith duties in addition to class teaching
Special Schools

Senior teachewith duties inadditionto class teachingm
the primary section of a special school.

Senior Primary School Master/Mistress ldeadmaster.

Headmistress Il

(@)

Senor Primary School Master/Mistress

A Primary School Master/Mistress will be eligik
for consideration fopromotion toa Senior Primary
School Master/Mistressafter he/she hasserved
successfully aa senior teachein a government ol
aided or Direct Subdy Schemeprimary school
(for the post of an aided primary schobprimary
specialschoolor the primary section of a speci
school(for the post of an aided special schdof)
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Any Other Remarks

(b)

at least2 years, and undertaken training course
specified bythe Permaent Secretary orother
equivalent training course(s)acceptable to th
Incorporated Management Committee basedher
criteria / guiding principles as prescribed in Sect
5 of this Compendium

(updated orl Septembe2016

Headmaster/Headmistrelds

A Primary School Master/Mistress will be eligik
for consideration fopromotion toa Headmastel
Headmistress lafter he/she haserved successfull
as follows in a government or aided or Dire
Subsidy Schemprimary school (for the post of a
aided primary school)/ primary special school ¢
the primary section of a special schffolr the post
of an aided special schoolpr at least5 years
(updated orl Septembe2016

Either
(i) as a Primary School Master/Mistrees

(i) as an Assistant Master/Misteeand then as
Primary School Master/Mistress

With effect fromthe 2004/05 school year, aspirir
principals are required to attain the Certification
Principalship in addition to complying with tf
appointment conditions in force at the time bef
they could be considered for appointment
principalship.

Primary School Masters/Mistressesgmaded from the
rank of Assistant Master/Mistress will enter at -

minimum of the Primary School Master/Mistress
scale with their @ incremental date determined by t
date of their regrading. If the date of rgrading falls on
or between the 1st and the 15th day of the month,
incremental date will be taken to be the first day of -
month. If the date of rgrading falls on pbetween the

16th day and the end of the month, the incremental

will be taken to be the first day of the following month.

(updated on 1 September 2008)
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Section4.10

Guide to Appointment

Primary School Master/Mistressi as Student Guidance TeachefSGT)

(For information: This document is not part of any agreement of service

Appointment
Requirements

Type of Work

(@)

(b)

Regrading
A serving Assistant Master/Mistress (Studen

Guidance Teacher) with a local first degree
equivalent is eligible for consideratidor regrading
as Primary School Master/Mistress (Student Guide
Teacherunder sponsebased entitlement

Direct Appointment

() Candidates should possess a local first de
plus teacher training in primary education,
equivalent qualificaons. They should als
have completed successfully the neces:
training in student guidance and should pos:
no | ess t han five
government/ aided Direct Subsidy Schem
primary school(s), with at least two of which
Student Guidnce Teachers.Necessary training
refers tothe Preservice Training Coursdor
Student Guidance Teachecenducted by the
former Education Departmentthe former
Education and Manpower Bureawr the
Education Bureauor the Certificate Course ¢
Student Guidance for Teachers of Prima
Schoolsconducted by a local tertiary institube
its equivalent.

(updated or2 January 201%

(i) The decision of direct appointment of teach
to promotion rank must be supported by
majority of members of the Incaspated
Management Committee and is fully justifiable

In addition toperformingdutiesin his/her serving primar
school(s), a Primary School Master/Mistress (Stuc
Guidance Teacher) is expected to assist his/her spons
body in the ftlowing areas

(@

(b)
(©)

Overall coordination of student guidance service
the implementation of theComprehensive Studel
Guidance Service

Co-ordination of staff development for Stude
Guidance Teachers;

Mobilisation of community resources in tloelivery
of student guidance service among its prim
schools;
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PromotionProspects

Any Other Remarks

(d)
(€)

N.A.

(@)
(b)

Overall ezaluationof the student guidance service;
Identification and sharing of good practices am
Student Guidance Teachers.

The entitlement and appointment of these posts
considered separately under the same sponsoring |

A Primary School Master/Mistress (Student Guida
Teacher) regraded from the rank of Assista
Master/Mistress (Student Guidance Teacher) witee
at the minimum of the Primary School Master/Mistr
pay scale with his/her new incremental d
determined by the date of-geading. If the date o
re-grading falls on or between the 1st and the 15th
of the month, the incremental date will lakén to be
the first day of that month. If the date ofgmding
falls on or between the 16th day and the end of
month, the incremental date will be taken to be the
day of the following month.

(updated on 1 September 2008)
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Sectiond.11
Guide to Appointment

Assistant Primary School Master/Mistres§{APSM)

(For information This document is not part of any agreement of service.)

Appointment
Requirements

Type of Work
Promotion Prospects

Any Other Remarks

(@) New Recruitment
Candidates should possess a recognised local
degree plus teachenatning in primary education, ¢
equivalent qualifications.

(b) Reqgrading
A Certificated Master/Mistress serving in t

nominating primaryfprimary special school or th
primary section of a special school with a recogni
local first degree or equivaht is eligible for
consideration for rgrading as Assistant Prima
School Master/Mistress.

Mainly deployed as teacher of senior primary classes.
Primary School Master/Mistress

Assistant Primary School Masters/Misges possessing
Postgraduate Diploma/Certificate in Education, or
Teacher 0s Certificate
Educationthe Hong Kong Institute of Educatipror
equivalent (and for special schools, who have
successfully completed a course of trainiimg special
education recognised by the Permanent Secietallybe
eligible for consideration for promotion to Prima
School MastédMistress after they have serv
successfully as follows ingovernment or aided or Dire
Subsidy Schemeprimary school(for the post in an aide
primary school)/primary special school or the prima
section of a special scho@br the post in an aided spec
school) for at least 5 years and undertaken trair
course(s) specified by the Permanent Secretargther
equialent training course(s) acceptable to th
Incorporated Management Committee based tbe
criterigddguiding principles as prescribed in Section 5
this Compendium
(updated or2 January 2014
Either
(i) as an Assistant Primary School Master/Mistress;
(i) as a Certificated Master/Mistress and then as
Assistant Primary School Master/Mistress
(@) Untrained Assistant Primary School Maste
Mistresses will not be allowed to proceed beyr
the salary bar as specified below withagquiring
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(b)

()

(d)

an acceptable teacher training qualification:

() Bar at MPS point 27 for those appoint
before 1 April 2000

(i) Bar at MPS point 22 for those appoint
betweenl April 2000and 30 September 201
(both dates inclusive);

(i) Bar at MPS point 20 for thoseppointed
on/after 1 October 2010

With effect from 1 August 2007, the salary

would be set at five pay points above the prevai

starting salary and would be adjusted automatic
whenever there is a change in the starting sala
the future. A erving untrainedAssistant Primary

School Master/Mistreswithout a break in servic

IS subject to thedjustedsalary bar or the highe:

salary bar point he/she has ever experienced ir

appointment as Assistant Primary Schoc

Master/Mistresswhichevers the higher.

Candidates whout a Posgraduate Diploma

Certificate in Educat:i

from a local College of Educatiotthie Hong Kong

Institute of Educationor equivalenteacher training

gualification will enter at the minmum of the pay

scale on appointment.

Candidates who also possesan appropriate

Postgraduate DiplomaCertificate in Education, o

a Teacher 6s Certifica

Educationthe Hong Kong Institute of Educatipar

equivalentteacher tining qualificationwill enter at

the third point in the pay scale on appointment.

Starting from 21February20@®, the arrangement fc

the salary bar of serving untrained teachers v

their regrading from a nograduate rank to th

rank of AssistanPrimary School Master/Mistress,
as follows:

() If the pay point of the teachers concerned
the appointment to the rank of Assist:
Primary School Master/Mistress is below t
prevailing salary bar of their new post, they ¢
progress along the respediypay scale to th
new salary bar point. Subject to t
acquisition of acceptable teacher traini
gualification, they can proceed beyond
appropriate salary bar point to the maximun
the respective pay scale; and

(i) If the pay point of the teachers ammned on
appointment to the rank of Assistant Prim:
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School Master/Mistress is at or above -
prevailing salary bar of their new post (due
for example, the retention of their existing f
in the former norgraduate post under tf
special pay on appument arrangements
their salary will be frozen at that pay poil
Progression beyond the frozen pay point
subject to their acquisition of acceptal
teacher training qualification, provided that t
maximum of the respective pay scale is
exceedd.

(e) Serving Assistant Primary School Maste
Mistresses who acquire a Pagaduate Diploma
Certificate in Educati
from a local College of Educatiotihie Hong Kong
Institute of Educationor equivalenteacher training
gualfication after pursuing a fultime or paritime
course will be awarded two additional increment
they entered at the first point in accordance v
paragraphlf) under Any Other Remarks or have r
been previously awarded additional increments
the strength of such, provided that the maximurnr
the salary scale is not exceeded. However,
effect from 1 September 2003, untrained teacl
re-graded from Certificated MasteMistress to
Assistant Primary School MasteMistress, who
subsequently actye acceptable teacher trainii
qualification, will:

(i) be eligible for the award ofwo additional
increments if other than through possession
recognsed experience,they entered at th
minimum point of the Assistant Primary Schc
Master/Mistress @y scale prevailing at the tirr
they were regraded, provided that th
maximum of the pay scale is not exceeded; (

(i) be eligible for the award obne additional
increment if other than through possession
recognsed experience,they entered at on
point above the minimum point of the Assistze
Primary School Master/Mistress pay sc
prevailing at the time they were -ggaded,
provided that the maximum of the pay scale
not exceeded:; or

(i) not be eligiblefor the award of any addition:
increment if other than through possession
recognsed experiencethey entered at two ¢
more points above the minimum point of t
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(f)

(updated on 1 Septemb2010

Assistant Primary School Master/Mistress f
scale prevailing at the time they we
re-graded.

(updated or2 January 2013

The slary scale and incremental date of Assis
Primary School Masters/Mistressesgraded from
the rank of Certificated Master/Mistress will |
determined as follows

()

(i1)

(iii)

(iv)

If immediately before rgrading, their pay is
less than the minimum dhe pay sda of the
new office, they will receive the minimun
The new incrementalate will be determined b
the date of regyrading.

If their pay is the same or more than i
minimum and not more than the maximum
the pay scale othe new office, they Wl
continue to receive their existing pay in t
former post. The new incremental date v
be determined by the date ofgeading;

If they are regraded on their incremental da
for the purpose of these rules, their pay bei
re-grading will be taken to be the pay the
would have received on that date had they
been regraded; and

If the date of regrading falls on or between tf
1st and the 15th day of the month, i
incremental date will be taken to be the fi
day of that month. If the date of reggrading
falls on or between the 16th day and the en
the month, the incremental date will be tal
to be the first day of the following month.
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Section4.12
Guide to Appointment

Principal Assistant Master/Mistress (PAM)

(For information This document is not part of any agreement of service.)

Appointment
Requirements

Type of Work

Promoton Prospects

Any Other Remarks

(@) Promotion
Promotion rank for Senior Assistant Maste
Mistresses. Please efer to Any Other Remark
below

(b) Direct Appointment
Candidates should have fulfilled all requiremel
for normal promotion to this rank.The decision of
direct appointment of teachers to promotion r:
must be supported by the majority of members
the Incorporated Management Committee anc
fully justifiable.

Secondary Schools

(@) Class teaching of academic subjects up
Secondary 5 level andor of cultural/ technical/
practical subjects up to Secondaylevel in a
secondary school; ar{dpdated orl April 2013

(b) Coordinating pastoral carend extracurricular
activities and attending to special needs of stud
In junior forms.

Primary Schools
Principal of a primary school with 24 or more classes.

Special Schools

(a) Coordinating pastoral care and extra currict
activities and attendintp special needs of studer
in junior forms in addition to teachindutiesin the
secondary section of a special school.

(b) Performing duties of special responsibility in th
capacity of deputy head of a special schoc
operating a secondary section.

N.A.
Secondary Schools

Starting fromthe 2008/09 school year, Principal Assist:
Masters/Mistresses withracognsed degree plus teache
training (or equivalent) may apply for -ggading to
Senior Graduate Masters/Mistrgses in his/her servin
school to fill up newSenior Graduate Master/Mistres
posts created under the enhanced graduate teacher
Upon successful fgrading or natural wastage of
serving Principal Assistant Mast#tistress, the practic
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of upgradilg a Senior Assistant Mastavistress post to
Principal Assistant MasteMistress post for a seconda
school with 24 or more classes will cease with immec
effect. If a serving Principal Assistant Master/Mistre
does not apply for rgrading to Seior Graduate Mastel
Mistress, he/she can continue to be accommodate
his/her existing rank of Principal Assistant Masl
Mistress holding against a Senior Graduate Ma:
Mistress post created under thgraduate teacher rat
accordingly.

PrimarySchools

Starting fromthe 2000/01 school year, no nedegree
holders should be appointed as new school Princi
Serving Principals aPrincipal Assistant Master/Mistre:
rank who are nowlegree holders will be accommodat
until natural wastage.

Special Schools

Starting fromthe 2008/09 school year, Principal Assist:
Masters/Mistresses withracognsed degree plus teache
training (or equivalent) may apply for -ggading to
Senior Graduate Masters/Mistresses in his/her sel
school to fill up n&v Senior Graduate Master/Mistre
posts created under the enhanced graduate teacher r:

(&) Upon successful rgrading or natural wastage of
serving Principal Assistant MasteMistress, the
practice of upgrading a Senior Assistant Mas
Mistress post d a Principal Assistant Maste
Mistress post will cease with immediate effe
The respective proportions ofefior Assistant
Master/ Mistress Assistant MasterMistress and
Certificated Master/Mistress posts stipulated ir
this Code of Aid will not beaffected by the
cessation of this practice.

(b) If a serving Principal Assistant Master/Mistre
does not apply for rgrading to Senior Gradua
Master/Mistress, he/she can continue to
accommodated in his/her existing rank of Princi
Assistant Master/Misess holding against a Seni
Graduate Master/Mistress post created under
enhanced graduate teacher ratio accordingly.

Exceptions to the arrangement spelt out inala)veare
allowed during the twayear transition period from

September 2008 to 31 ufust 2010. If aPrincipal
Assistant Master/Mistressost is vacated due to natul
wastage or other reasons (excludinggrading toSenior
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Graduate Master/Mistregs the school may conside
promoting a serving &hior Assistant Master/Mistrese
fill the vacancy and &enior Graduate Master/Mistre
post created under the enhanced graduate teacher
should be held against accordingly. In casePtecipal
Assistant Master/Mistressncumbent is regraded to
Senior Graduate Master/Mistreshiring the transition
period, the arrangement in (a) will apply.

(updated on 1 September 2008)
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Section4.13
Guide to Appointment

Senior Assistant Master/MistresSAM)

(For information: This document is not part of any agreement of service.)

Appointment
Requirenents

Type of Work

Promotion Prospects

Any Other Remarks

(@)

(b)

Promotion
Promotion rank for Assistant Masters/Mistress
Pleaseefer toAny Other Remarkiselow.

Direct Appointment

Candidates should have fulfilled all requireme
for normal promotion to this rank.The decision of
direct appointmenbf teachers to promotion rar
must be supported by the majority of members
the Incorporated Management Committee anc
fully justifiable.

Secondary Schools

(@)

(b)

Class teaching of academic subjects up
Secondary 5 level anddr of cultural/ technical/
practical subjects up to SecondaBylevel in a
secondary school; or

(updated orl April 2013

Performing duties of special responsibility
addition to class teaching in a secondary school.

Primary Schools

Principal of a primary school with2 to 23 classes.

Special Schools

Class teaching up to Secondarin the secondary sectic
of a special school or performinduties of special
responsibility.

N.A.
Secondary Schools

(a) Starting from the 2008fD school year, Principe

Assistant MastersMistresses with arecognsed
degree plus teacher training (or equivalent) r
apply for regrading to SeniorGraduateMasters/
Mistresses in his/her serving school to fill up n
Senior Graduate Master/Mistresssgs created unde
the graduate teacher ratio. Upon succes
re-grading or natural wastage of a serving Princ
Assistant MasteMistress, the practice of upgradi
a Senior Assistant MasterMistress post to
Principal Assistant MasterMistress pet for a
secondary school with 24 or more classes will ce
with immediate effect.
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(b) If a Principal Assistant Master/Mistress post
vacated upon natural wastage or other rea
(excluding regrading to Senior Gradua
Master/Mistress) during the twgear transition
period from 1 September 2008 to 31 August 2(
the school is allowed to fill the vacancy |
promoting a serving Senior Assistant Maste
Mistress and a Senior Graduate Master/Misti
post should be held against accordinglypenior
Assigant Master/Mistress will be eligible fc
consideration for promotion to Principal Assist:
Master/Mistress after they hawerved for at leas
two years in the post ia government oaidedor
Direct Subsidy Schem&condaryschoolor, since 1
Septemberl990, in a caput or private school
boughtplace school bound by contract, a
undertaken training course(s) specified byhe
Permanent Secretary ather equivalenttraining
course(s) acceptable to the Incorporat
Management Committee based dhe crieria/
guiding principles as prescribed in Section 5 of -
Compendium.

(updated or January 2014

Primary Schools

(a) Starting from the 2000/01 school year, no n
degree holders should be appointed as new sc
Principals. Serving Principals at $Arank who
are nondegree holders will be accommodated u
natural wastage.

(b) A serving Senior Assistant Master/Mistregsth
local first degree or equivalent qualifications
allowed to compete with Headmaster/Headmist
[l for promotion to the nexhigher rank in the schoc
or in schools operated by the same sponsoring b

Special Schools

(a) Starting from the 2008/09school year, serving
Principal Assistant MastersMistresses with ¢
recognsed degree plus teacher training (
equivalent) may apply for regrading to Seniol
Graduate Masters/Mistresses in his/her servi
school to fill up new Senior Graduate Mast
Mistress posts created under the enhanced gra
teacher ratio. Upon successful -geading or
natural wastage of a serving ifipal Assistant
Master/Mistress, the practice of upgrading a Se
Assistant Master/Mistress post to a Princi
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(b)

Assistant Master/Mistress post will cease wit
immediate effect.

If a Principal AssistantMaster/ Mistress post is
vacated upon naturalastage or other reaso
(excluding regrading to Senior Graduate Mast
Mistress) during the twgear transition period fron
1 September 2008 to 31 August 2010, the scho
allowed to fill the vacancy by promoting serving
Senior Assistant MasterMistress and a Senic
Graduate MasterMistress post should be he
against accordingly. In case tRencipal Assistan
Master/Mistressincumbent isre-graded to Senior
Graduate MasterMistress during the transitior
period, the arrangement in the precgdparagrapr
will apply. Senior Assistant MasteMlistress will
be eligible for consideration for promotion
Principal Assistant MasteMlistress after they hav
served for at least two years in the posamaided
special school and undertakdémining course(s)
specified by the Permanent Secretary ather
equivalent training course(s)acceptable to th
Incorporated Management Committee basedhan
criteria/guiding principles as prescribed in Sectiol
of this Compendium.

(updated on 1 September &)0
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Sectiond.14
Guide to Appointment

Assistant Master/Mistress(AM) 1 as Senior Teacher

(For information This document is not part of any agreement of service.)

Appointment
Requirements

Type of Work

Promotion Prospects

(a) Promotion
Promotion rank for Certificated Masters/Mistress:

(b) Direct Appointment
Candidates should have fulfilled all requireme
for normal promotion to this rank.The decision oi
direct appointment of teachers to promotion r:
must be supported by the majority of members
the Incorporated Management Cortte® and is
fully justifiable.

Secondary Schools
Class teaching up to Secondary 4 level in a secor
school.

Primary Schools
Senior Teacher in a primary school with duties in addi
to class teaching.

Special Schools
(a) Senior Teacher m the primary section of a speci
school withdutiesin addition to class teaching; or

(b) Class teaching up to Secondary 4 level in
secondary section of a special school.

Senior Assistant Master/Mistress or Senior Primr
School Mater/Mistress

(a) Senior Assistant Master/Mistress

Assistant Masters/Mistresses will be eligible
consideration for promotion to Senior Assisti
Master/Mistressafter they have demonstrated th
ability to undertake more responsibliuties by
servingsatisfactorily for

Secondary Schools

() three years regularly teaching an acade
subject at Secondary 5 Level ingavernment
or aided or Direct Subsidy Schemsecondary
school; or

(i) two vyears performing duties of spec
responsibility in agovernment oraided or
Direct Subsidy Schemscondary school,

Special Schools
(i) threeyearsregularteachingan academic subje:
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(b)

at Secondary 5 level imaaidedspecial school
or
(i) two years performing duties of special
responsibility in the secondary sectioof an
aidedspecial schogl
and haveundertaken training course(s) specified
the Permanent Secretary ather equivalent trainin
course(s) acceptable to the Incorporat
Management  Committee based onthe
criteria/guiding principles as prescribed in Sectio
of this Compendium.

Senior Primary School Master/Mistress

Primary Schod andSpecial Schools

An Assistant Master/Mistress with a local fil
degree or equivalent will be eligible fi
consideration for promotion to Senior Prime
School Master/Mistres after he/she has serv
successfully for at least 2 years as an Assis
Master/Mistress in government or aided or Dire:
Subsidy Schemerimary school (for the post in a
aided primary school)primary speciaschoolor the
primary section o special school(for the post in ar
aided special school)and undertaken training
course(s) specified bthe Permanent Secretary
other equivalent training course@jceptable to th
Incorporated Management Committee basedhan
criteria/guiding principless prescribed in Section
of this Compendium.

(updated on 1 September 2016)

(updated on 2 January 2014)
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Section4.15
Guide to Appointment

Assistant Master/Mistress(Student Guidance Teachey (AM(SGT))

(For information: This document is not part ofyagreement of servide

Appointment
Requirements

(@)

(b)

Acting

The Incorporated Management Committeenay
appoint an Assistant Master/Mistres&Student
Guidance Teacher) on acting capacitZandidates
should be experienced qualified primary sch
teachersw h o have no | ess
experience serving in government/ait@idect
Subsidy Schemeprimary school(s) and hav
completed the necessary training. Necessary
training refers tothe Preservice Training Cours
for Student Guidance Teachecsnduded by the
former Education Department the former
Educationand Manpower Bureawr the Educatior
Bureay or the Certificate Course on Stude
Guidance for Teachers of Primary Scho
conducted by a local tertiary instituter its
equivalent. The teacheavould have to gain five
year s6 experience, Stadent
Guidance Teachgbefore being promoted.

Direct Appointment

The Incorporated Management Committee r
appoint a teacher with the necessary experience
training for dire¢ appointment to Assistar
Master/Mistress (Student Guidance Teach
Candidates should be experienced qualified prin
school teachers who h
experience serving in government/aid@idect
Subsidy Schemprimary school(s), andt least two
of which as Student Guidance Teachers.
candidateshould also have completed the neces:
training when the appointment is offere
Necessary training refers tioe Preservice Training
Coursefor Student Guidance Teachetsnducted
by the former Education Departmerthe former
Education and Manpower Bureau the Educatior
Bureay or the Certificate Course on Stude
Guidance for Teachers of Primary Scho
conducted by a local tertiary instituter its
equivalent.
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Type of Work

Promotion Prospects

Any Other Remarks

An Assistant Master/MistregStudent Guidance Teache
helpsto coordinate the service of a schdi@sed guidanc
team and toimplement the Comprehensive Student
Guidance Service including formulating a studen
guidance policy, promotingthe personal growtt
education, providing responsive service to students
supportive service to parents and teachers.

Pleaseefer toAny Other Remarkiselow.

(@) A serving Assistant Master/Mistress(Student
Guidance Teacherwith a local first degree o
equivalents eligible for consideration for rgrading
to Primary School Master/Mistress under
schootbased entitlement or Primary School
Master/Mistresg(Student Guidance Teacheupder
sponsotbased entitlement

(b) An Assistan Master/Mistress(Student Guidanc
Teacher) under schootbased entitlement with
local first degree or equivalenis eligible for
considerationtogether with other eligible senic
teachers in the school for promotion to Ser
Primary School Master/Misess after he/she ha
served successfully for at least 2 years as
Assistant MastéMistressin a governmentor aided
or Direct Subsidy Schemerimary school anc
undertaken training course(s) specified byhe
Permanent Secretary ather equivalent traing
course(s) acceptable to the Incorporat
Management ~ Committee  based  onthe
criteria/guiding principles as prescribed in Sectio
of this Compendium

(updated or2 January2014)
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Section4.16

Guide to Appointment

Certificated Master/Mistress (CM)

(For information: This document is not part of any agreement of service.)

Appointment
Requirements

Type of Work

(@)

(b)

(€)

(d)

()

(f)

Certificate in Primary/Secondary Education fr

the Hong Kong Institute of Educationl e a ¢

Certificate from a College of Education in Ho

Kong obtained dér a threeyear fulttime training

course or a twoyear fultime training course

(acquired in or after 1982)or an equivalen

qualification; or

Technical Teacher 0s C

threeyear fulltime technical teacher trainir

course, oan equivalent qualification; or

Higher Diploma/ Certificate*, or equivalen

qualification, p 1l us one yea

postqgualification working experience; or

Diploma* or equivalent qualification, plus either:

) one year 0s-qualifichternwanking
experience and one year of ftilhe (or two
years of partime) technical teacher trainin
or

(i) 2 year s 6 rgaalfieattoa norking
experience; or

Secretarial or commercial certificate*, or equival

gualification, plus either

) one year 0s-qualiicatervverking
experience and one year of ftilne (or two
years of partime) technical teacher trainin
or

(i) 2 year so6 rgaalfieattoa norking
experienceor

Obtained from a local university or a teataliinstitute

A qualification other than (a) toe) above,

acceptable to the Permanent Secretary.

Secondary Schools

(@) Class teaching in lower forms of a second

school, and

(b) Where necessary, other related duties as consic

approprie.

Primary Schools

(a)
(b)

Class teaching in an aided primary school; and
Other duties as the Principal of the school r
require.
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Promotion Prospects

Special Schools

(@) Class teacherin the primary classes or low
secondary classes of a special school;

(b) Resource teacher fopacial programmes; and

(c) Where necessary, other relathatiesas considerel
appropriate.

Assistant Master/Mistress

Secondary Schools

Certificated Masters/ Mistresses possessing teacl

training will be eligible for consideration f@romotion to

Assistant Masterd/listres®sif they have :

(a) five years satisfactory and acceptable experie
as a teacher in a government or aidedDirect
Subsidy Schemesecondary school or, since
January, 1966, in an assisted private secon
school or, since 1 September 1990, in a capL
boughtplace school bound by contract, OR

(b) five years satisfactory and acceptable experie
as a teacher or headmaster/ headmistress
government or aidedr Direct Subsidy Schem
secondary or primary school, or sincel
January, 1966, in an assisted private secon
school or, since 1 September 1990, in a capL
boughtplace school bound by contract, of whi
the last two years must be ine nominating aidec
secondary school,

and undedken training course(s) specified by

acceptable to the Permanent Secretary.

PrimarySchools

Certificated Masters/Mistresseswill be eligible for

consideration for promotion to Assistant Maste

Mistresesif they have:

(a) a Certificate in Primary Bucation from the Honq
Kong Institute of Education/Teacher's Certifici
from a College of Education in Hong Kot
obtained after a thregear fulktime training
course or an equivalent qualification; or

(b) the status of qualified teacheawarded after
passing the NonGraduate Teache
Qualifications  Assessment (NGTQA) a
successfy compleed an Inservice Course o
Training for Teachers in Primary Schools or
period of supervised teaching for at least
year; or

(c) equivalent qualificabins
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after they have served successfully as a Certifical
Master/Mistress in a primary school for at least 5 y¢
and undertaken training course(s) specified by
acceptableto the PermanenSecretary. Certificated
Masters/Mistresses not possessingliea training or ar
equivalent qualification but appointed prior TaJanuary
1991 will be eligible for consideratiofor promotionto
Assistant Mastet Mistres®s

SpecialSchools

Certificated MastersMistresses possessingTae a ¢ t

Certificate or a equivalent qualificatiorand who have

successfully completed a course tohining in special

education recognised by tiermanent Secretary will k

eligible for consideration for promotion to Assista

Masters/Mistresses if they have:

(@) in a secondar special school or the seconde
section of a special school :

(i) five vyears satisfactory and accepta
experience as a teacher or headma
headmistress in a government or aideDirect
Subsidy Schemaecondary school or since
Januaryl966 in an ssisted private seconda
school; orsincel September 1990, in a caput
boughtplace school bound by contract; or

(i) five years satisfactory and acceptable experit
as a teacher or headmaster/ headmistress
government or aidedr Direct Subsidy Scheen
secondary or primary school, or since 1 Jant
1966, in an assisted private secondary schoc
since 1 September 1990, in a caput
boughtplace school bound by contract,
which the last two years must be in 1
secondary section ofhe nominatingspecial
school; and

(b) in a primary special school or the prime
section of a special school :

(i) five years satisfactory and acceptadbtperience
as a teacher in a governmentaidedor Direct
Subsidy Schemeprimary school with &
Teacher 6sorCertificat

(i) five years satisfactory and acceptadbtperience
as a teacher in a governmentaidedor Direct
Subsidy Schemprimary school with thetatus
of qualified teacher awarded aftsuccessfu
completion of IrserviceCourse of Training fol
Teachers; or
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Any Other Remarks

(i) five years satisfactory and acceptable experi
as a teacher in a government or aide®irect
Subsidy Schemprimary school with the statt
of qualified teacher awarded after passing
Non-Graduate Teachers Quialificatio
Assessment and successful @betion of
In-service Course of Training for Teachers; ¢
period of supervised teaching for at least
year;

and have undertaken training course(s) specified b
acceptable to the Permanent Secretary.
(updated on 1 Septemb2017)

(@)

(b)

(€)

(d)

Untrained Certificated Master/Mistress will not
allowed to proceedbeyond the salary bar a
specified below without acquiring an accepta
teacher training qualification:

() Bar at MPS point 19 for those appoint
between 1Januaryl1991 and 31March 2000
(both dates inclusive);

(i) Bar at MPS point 17 for those appoint
between 1April 2000 and 31 July 2007 (bo
dates inclusive);

(i) Bar at MPS point 19 for those appoint
on/after 1 August 2007.

With effect from 1 August 2007, the salary bar wo

be ®t at five pay points above the prevailing start

salary and would be adjusted automatic:
whenever there is a change in the starting salal
the future. A serving untrained Certificat

Master/Mistressvithout a break in service is subje

to the adjustedsalary bar or the highest salary

point he/she has ever experienced in the appoint
as Certificated Master/Mistress, whichever is
higher.

(updated on 1 SeptemberlZ)

Direct entrants who have completed two years

continuous fultime teacher training (acquired pric

to 1982) at a College of Education/Hong Ka

Technical Teachersdo Co

the subpoint.

Direct entrants with the qualificationsunder

Appointment Requirementgd)(i) will enter the

scale at the s®nd point.

Direct entrants with acceptable qualifications un

Appointment Requiremen{$) will enter ata point,

or subpoint, of the scale considered appropriate
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()

(f)

(9)

(h)

the Permanent Secretary.

Direct entrants having approved teaching/rele\

practi@l experience in excess of that required

appointment may be awarded increments in
basic scale at the discretion of the Permail

Secretary.

Serving Certificated Masters/Mistresses who

appointed underAppointment Requirementgc),

(d)(ii) or (e)(i) and who have successful

undertaken a twgyear partime technical teache

training course atthe Hong Kong Institute o

Educationor a Technical Institute may be awarc

an additional increment if they are not already at

top of the basic scale

Serving Certificated Masters/Mistresses who

appointed undeAppointment Requirement$) at a

subpoint of the scale without teacher training ¢

who have successfully undertaken an appropi

In-service Course of Teacher Training

PostGraduate Certificate in Education may b

awarded an additional increment if they are

already at the top of the basic scale.

Appointment of Certificated Master/Mistressvith

qualifications acquired through the Ngraduate

Teacher Qualifications AssessmeNJTQA)

(i) For appointment as Certificated Master/Mistr
in an aided primary schofgrimary special
school/primary section of a special schoal
holder of the following qualifications acquire
through the NGTQA is regarded as having
nonstandard qualiGation acceptable to tr
Permanent Secretary:

Type 1 e An Assessment Certificate (Prima
Level) issued by the former
EducationDepartmentertifying the
holder having passed Part | and F
Il of the NGTQA; or

Type 2 & An Assessment Certificate (Prima
Level) issued by the former
EducationDepartmentertifying the
holder having passed Part |, Part
and Part Il of the NGTQA.

(updated or2 January 2014

(i) Direct entrants withthe abovenon-standard
qualifications will enter atMPS point 12 if
appointedbefore 1April 2000 or after 31 Jul
2007. For those appointed betweenAfbril
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2000 and 31 July 2007 (both dates inclusi
the MPS point is 10.

(i) Holders of the above nestandard qualification

appointed underType 1 will be allowed to
proceedthe sahry bar specified in (a) abo\
after having successfully completed t
In-service Course of Teacher Training. |
additional increment will be awarded for t
successful completion of the-Bervice Course
of Teacher Training

(iv) Holders of the above nestandard qualificatior

v)

appointed under Type 2 wilbe allowed to
proceedhe salary bar specified in (a) abcued
be awarded an additional increment after ha\
successfully completed a period of supervi
teaching for at least one year in a primary stt
or a primary special school. No additior
increment will be awarded to such teachers
subsequent completion of an-dervice Course
of Teacher Training.

Certificated Masters/Mistressegith the above
status of qualified teacher awarded aftesgnag
the NGTQA and successful completion
In-service Courseof Training for Teachersn
Primary Schoolsor a period of supervise
teaching for at least one yeéand for special
schools, who have successfully completed
course of training in special edation
recognised by the Permanent Secrgtaml be
eligible for consideration for promotion f
Assistant Master/Mistressn primary/primary
special school/primary section of a spec
school if they havefive years satisfactory ar
acceptable experiecec as a teacher in
government or aidedr Direct Subsidy Schem
primary school and have undertaken train
course(s) specified bthe Permanent Secreta
or otherequivalenttraining course(sacceptable
to the Incorporated Management Commit
based onthe criteria/guiding principles &
prescribed in Section 5 of this Compendium.
(updated or2 January 2014

() With effect from 1 September 2006, untrain
teachers with specified nestandard qualification:
(such as Approved Poesecondary Secondal
College diplomas) will not be accepted for ne
appointment or rappointment as Certificate
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Master/Mistress after a break in service [unless
subjects in demand (e.g. technical / practice
vocational subjects). Priority should still be giv
to teachers vifn standard qualifications.]

(updated on 1 September 2008)
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(For information: This document is not part of any agreement of service.)

Appointment
Requirements

Type of Work

Section4.17

Guide to Appointment

Teacher Assisting in Speech Therapy (TAST)

To be eligible bér appointment as TASTs in schools
children withhearing impaiment candidates must
(a) meet the qualifications for appointment as

Certificated Master/Mistress;

(b) be assessed to have normal hearing and be

from speech impediments; and

(c) be fluentin Cantonese.
(updated or2 February2015)

(@)

(b)

(©)

to provide informal assessment and individual .
group therapy as prescribed by a speech therap
school children with articulation defects a
retarded speech and language development;

to workin close ceoperation with speech therapis
and classroom teachers on speech/lang:
treatment programmes; and

to perform such othatutiesas may be required.
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Section4.18
Guide to Appointment
Mobility Instructor

(For information: This document i®tpart of any agreement of service.)

Appointment To be eligible for appointment as Mobility Instructo
Requirements candidates must
(@) meet the qualifications for appointment as
Certificated Master/Mistress;
(b) be fluent in Cantonese; and
(c) have completedrobe prepared to undergo a traini
course for mobility instructors recognised by
Permanent Secretary.

Type of Work (@) to provide training in orientation and mobili
instruction to students with visual impairment; and
(b) to perform such othatutiesas mg be required.
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(For information: This document is not part of any agreement of service.)

Appointment
Requirements

Type of Work

Section4.19
Guide to Appointment
Resource Teacher

To be eligible for appointment as resource teaclier
special schools candidates miismeet the following
qualifications for appointment:

For children with visual impairment

Certificated Master/Mistres$or teaching students wit
visual impairment who register with a school for -
visually impaired for resource support but attend spe
schools or primary classes of ordinary schools.
GraduateMaster/Mistresgor teaching secondary studer
with visual impairment who register with a school for -
visually impaired for resource support but attend ordir
schools.

For autistic children

Cettificated Master/Mistresdor teaching children witt
autistic disorder in the primary section of a special scl
for children with mild and/or moderaténtellectual
disablity.

For supportive remedial service

Certificated Master/Mistres®r the primary sction of a
special school for children with hearing impairment w
are attending ordinary primary schools.

Graduate Master/Mistredsr the secondary section of
special school for children with hearing impairment w
are at junior secondary level in ardry schools.

(@) For children with visual impairment
to provide remedial teaching and resource sup
to the visuallyimpaired studying in ordinar
schools and special schools other than those fo
visually impaired; and

For autisticchildren(updated or2 February2015)

to provide remedial support to autistic childr
assessed to have such a need in special schoc
the mildly and/or schools for children witl
moderatantellectual disabity; and

For supportive remedial service
to provide remedial support to children with hear
impairment admitted in ordinary schools; and

(b) to perform such othatutiesas may be required.
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Section4.20

Guide to Appointment

Low-vision Training Teacher

(For information: This document is notrpaf any agreement of service.)

Appointment To be eligible for appointment as lewision training
Requirements teachers, candidates must
(@) meet the qualifications for appointment as
Certificated Master/Mistress;
(b) be fluent in Cantonese; and
(c) have completd or be prepared to undergo a train
course on lowvision.
Type of Work (@) to provide lowvision training for children witr
visual impairment; and
(b) to perform such othetutiesas may be required.
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Sectiond.21
Guide to Appointment

Laboratory Technician |, Il and Il (LT I, I, 1]

(For information: This document is not part of any agreement of service.)

Appointment
Requirements

Type of Work:

Laboratory Technician |

This is a promotion post for Laboratory Technician
Such postswill only be established however, in
secondary special schools with five or more laboratc
or in a school for thehildren with hearing impaiment
with more than 17 classes, and at the discretion of
Permanent Secretarypdated or2 February2015)

Laboratory Technician Il
This is apromotion post for Laboratory Technician IIl.

Direct Appointment of Laboratory Technician Il

Should there be a vacancy, it is permissible for the sc
to offer direct appointment of Laboratory Technician Il
the appropriate applicant who is servihbas serveds
Laboratory Technician llin a govenment secondar
school orin another aided school even under a diffel
sponsof°®l  |n the case of laboratory technicians
the maintenance of audiological equipment in schools
the hearing impaed, candidates with the appropric
training and three years of relevant experience may
be considered for direct appointment as Labora
Technician II.

Laboratory Technician Il
To be eligible for appointment to thmostof Laboratory
Technician Il, a candidate must have

(a) Level 2 or abovattainedin five subjects, including
English Language and two science educatio
subjects (i.e. Physics, Chemistry Biology or
Combined Scienc¥'*?) in the Hong KongDiploma
of SecondaryEducation Examinadn (HKDSEE), or
equivalent or

(b) Level 2Nee3 / Grade E or above attained in fir
subjects, including EnglishLanguage and tw
science subjects (e.g. Physics, Chemistry or Biolc
in the Hong Kong Certificate of Educatic
Examination (HKCEE), or equalent.

(@) To assist teachers to supervise the pupils
diverse interests and abilities in performing scie
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(b)

(€)

(d)

(€)

(f)

(9)

(h)

()
(k)
()

(m)

(0)
(P)

experiments.

To assist teachers in planning, trying out
conducting science experiments and rele\
demonstrations,as well as other sciencelated
activities (e.g. science/STEMelated projects an
competitions).

To assist teachers 1in
sciencerelated activities, including the smoo
implementation of schodlased assessments.

To prepare, update and manage scigetated
materials/resources, including those related
datacapturing systems, digital multimedia resour
and webbased materials.

To provide support and advice on scienekated
learning (e.g. science cluibct i vi ti es,
in the Science Education Key Learning Area).

To prepare, construct, operate and main
laboratory apparatus and equipment, and to con
routine laboratory tests.

To purchase laboratory apparatus, equipment
otheritems necessary for laboratories.

To prepare annual estimates of consumables, s
and additional items for laboratories.

To keep stores and inventory in laboratories, an
carry out annual stocktaking of all stores ¢
equipment in laborataes.

To be responsible for the maintenance
sciencerelated facilities.

To assist in coordinating the use of resources an
laboratories. *For LT Is only

To be responsible for all the normal safeguard:
laboratories.

To provide sipport and advice on the promotion a
monitoring of laboratory safety.

To supervise and eordinate the work of the
Laboratory Technicians Il/1ll. *For LT Is only

To instruct and supervise laboratory attendants ir
work of the laboratorieand the preparation rooms.

To undertake any other duties as required by
Principal.
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Promotion Prospects Laboratory Technician |

Any Other Remarks

Laboratory Technicians 1l will be eligible fc
consideration for promotion to Laboratory Technicia
provided thathey have at least five years of satisfact
service as Laboratory Technicians Il.

Laboratory Technician Il

Laboratory Technicians Il will be eligible fc
consideration for promotion to Laboratory Techniciar
on having

(@) (i) Secondary Schools

completed three vyears' continuous ai
satisfactory service in a laboratory technic
post in a government or aided secondary scl
or, since 1 September 1990, in a caput
assisted private school or a bougldce schoo
bound by contract, of which the last sionths
must be in the nominating aided second
schoolNotel:

(i) Special Schools
been confirmed to the permanent establishn
and completed 3 year

(b) served for one year on the 3rd point of the sa
scale;

(c) obtained an approved haratory Techniciar
Certificate or equivalenptind

(d) obtained a valid and approved First Aid Certifice
if the Certificate in (c) above does not contain f
aid training as one of its course components.

(@) The probationary period of alaratorytechnician
should normally be two years or on completion
an approved Laboratory Technician Certific
Course or an appropriateourse of training,
whichever is the longer.

(b) The appointment of a laboratory technician may
terminable by the Ileorporated Managemel
Committee or the laboratory technician by givi
one montls notice in writing if the laborator
technician is serving a period of probation or th
month® notice in writing if the laboraton
technician has satisfactorily = completeda
probationary period.

(c) Relevant laboratory technician experience in
universities and polytechnics, and in a caput ol
assisted private or a bougpiace school bound b
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contract since 1 September 1990, shall be acce
as recognised experience focremental purpose i
aided school¥°®?,

(d) The laboratory technician who has be
recommended to attend an approved Labora
Technician Certificate Courser an approvec
appropriate course of training is requiredsign an
undertaking with the schodly which he agrees t
serve in the school for at least one year e
completion of the course.

Notes:

1. The working experience of a laboratory technician in a [
school operating local science curricula can be considert
equivalent to that in andéd secondary school

2. For the purpose of appointment of Laboratory Technic
in aided schools, oOLevel 2
Combined Science subject in the HKDSE can be counte
two science subjects.Applicants should also possessuf
ot her subjects at o6Level 2

3. For the purpose of appointment of Laboratory Technic
i n aided school s, 0Gr ade
Language and English Language (Syllabus B) in the HK(
before 2007 are accepted adisiratively as comparable t
OLevel 36 and o6Level 26 re
English Language in the 2007 HKCEE and henceforth.

(updated on 1 Septemhb2017)
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Section4.22
Guide to Appointment

Educational Psychologist I(EP I)

(For informdion: This document is not part of any agreement of service.)

Appointment
Requirements

Type of Work

Candidates should have

(@)
(b)

(€)
(d)

(e)

(f)
(9)

a first degree in Psychology from a local univers
or equivalent;

a Mastes or Doctoral Degree in Educatione
Psychology (Professional Pram) from a local
university or equivalent;

(updated on 1 September 2018)

a Post Graduate Certificate in Education fron
local university or equivalent;

obtained full membership of the Division o
Educational Psychology of the Hong Ko
Psychological Soety or an equivalent status in
internationally recognised professional organizai
of Educational Psychology (applicable to thc
appointed on or after 1 September 2012);

a mi ni mum of 6 y -eegree
experience of which at least 3 yeam®usld be as ai
Educational Psychologist;

good command of Cantonese and written Chin
and

good command of spoken and written English.

Educational Psychologists provide comprehen:
services to schools at the following target levels:

(@)

(b)

Student support level

 To provide assessment, counseling
guidance services for students;

1 To provide intervention or behavioural guidar
programmes for students directly and/or
collaboration with school personnel such
teachers, school social workeand/or speec
therapists, etc.; and

1 To promoe homeschool ceoperationin child
management and deliver parent train
programmes in collaboration with schoao
personnel

Teacher support level

1 To support teachers in the early identification
at risk students as well as the planning ¢
implementation of appropriate interventi
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Promotion Prospects

Any Other Remarks

measures for them;

1 To advise teachers on measures to enh
learning and teaching effectiveness as wel
behaviour support, including the formulation
individual edeation plans for the students;

1 To advise teachers and school social worker
planning and implementing schelohsed
psychoeeducational programmes for students;

1 To support teachers in schdmhsed actior
research related to the domains of stuc
supportas well as learning and teaching; and

1 To conduct staff development training to eq
school personnel with the necess
professional knowledge and skills to meet
personal, social and special educational neec
students.

(c) School system level

1 To support schools in developing whedehool
policies to cater for student diversity;

1 To support schools in developing effecti
mechanism to meet the diverse edigel
needs of their studentand

1 To support schools in developing policy a
mechanism onresis management and to renc
crisis management service to schools when
necessary.

Educational Psychologist | alsteacs the planning,
execution, management and evaluation of the Educat
Psychology Serviceas well as provides support
Educatioml Psychologist I, where appropriate.

N.A.

(a) Holders of degrees other than those from a I
university or equivalent may apply, but shol
attach copies of transcripts of studies to tt
applications.

(b) The candiate must be eligible for gradus
membership of the Hong Kong Psychologi
Society or the British Psychological Society
equivalent. The Masté& or Doctoral Degree in
Educational Psychology (Professional Practi
obtained must be one which can pmepathe
candidate for independent professional work as
educational psychologisiupdated on 1 Septemb
2018)
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(c) The requirement for a candidate to obtain -

(updated on 24 May 2012)

membership of the Division of Educatior
Psychology of the Hong Kong Psychologi
Society oran equivalent status in an internatione
recognised professional organization of Educatic
Psychology inparagraph(d) under fiAppointment
Requirements is also applicable to the existir
educational psychologist incumbents who take
new appointmenin another school as Educatior
Psychologist | on or after 1 September 2012.
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Section4.23
Guide to Appointment

Educational Psychologist II(EP II)

(For information: This document is not part of any agreement of service.)

Appointment Candidates should have

Requirements (a) a first degree in Psychology from a local univers

or equivalent;

(b) a Mastes or Doctoral Degree in Educatione
Psychology (Professional Practice) from a lo
university or equivalent;

(updated on 1 Septemb2018)

(c) obtained full membership of the Division
Educational Psychology of the Hong Ko
Psychological Society or an equivalent status ir
internationally recognised professional organizat
of Educational Psychology or been eligible for si
membeship. Candidate so eligible shall obtair
such full membership within nine months af
appointment’. (This requirement is applicable
those appointed as Educational Psychologist Il 0
after 1 September 2012 and the existing educati
psychologist incumbents who take up a ne
appointment in another school as Educatic
Psychologist Il on or after 1 September 2012);

(d) good command of Cantonese and written Chin
and

(e) good command of spoken and written English.

Type of Work Educational Psychologs provide comprehensiv

services to schools at the following target levels:

(a) Student support level

1 To provide assessment, counseling
guidance services for students;

1 To provide intervention or behaviour
guidance programmes for students dires
and/o in collaboration with school personn
such as teachers, school social workers ar
speech therapists, etc.; and

1 To promot homeschool ceoperationin child
management and deliver parent train
programmes in collaboration with schoac
personnel

10

Schools should add a clause in the employment contracts for new appointees that if the appointees
cannot obtain the above required full membership withine months after the appointment, their
contracts will be terminated.
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(b) Teaher support level

1 To support teachers in the early identification
at risk students as well as the planning
implementation of appropriate interventi
measures for them;

1 To advise teachers on measures to enh
learning and teaching effectiveness well as
behaviour support, including the formulation
individual education plans for the students;

1 To advise teachers and school social worket
planning and implementing scheohsed
psychoeeducational programmes for students;

1 To support teachers irschootbased actior
research related to the domains of stuc
support as weéhs learning and teaching; and

1 To conduct staff development training to eq!
school personnel with the necess:
professional knowledge and skills to meet
personal, socialnd special educational nee
of students.

(c) School systentevel

1 To support schools in developing whaehool
policies to cater for student diversity;

1 To support schools in developing effecti
mechanism to meet the diverse educatic
needs of their stuaés; and

1 To support schools in developing policy a
mechanism on crisis management and to rel
crisis management service to schools when:
necessary.

Promotion Prospects Educational Psychologist

Educational Psychologsst Il will be eligible for
consideration for promotion to Educational Psycholog

on having

(a) obtaineda Post Graduate Certificate in Educat
from a local university or equivalerdand

(b) obtained6 year s 0 ‘deglee ax@enenc
of which at least 3 years should be as
Educational Psychologist;land

(c) obtained full membership of theDivision of

Educational Psychology of the Hong Ko
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(d)

Any Other Remarks (a)

(b)

(updated on 24 May 2012)

Psychological Society or an equivalent status ir
internationally recogniseprofessional organizatio
of Educational Psychologwand

satsfactory service as Educatiorfgdychologist Il
School should take intoaccount the work
performance professional expertiseand other
personal attributes, such as leaders
commitment, interpersonal skills, judgme
planning and organization abiliie etc. of the
candidatavhen considering promotion

(Updated on 24 May 20}3

Holders of degrees other than those from a I
university or equivalent may apply, but shot
attach copies of transcripts of studies to tt
applications

The candidate must be eligible for gradu
membership of the Hong Kong Psychologi
Society or the British Psychological Society
equivalent. The Masté& or Doctoral Degree in
Educational Psychology (Professional Practi
obtained must be one wdli can prepare th
candidate for independent professional work as
educational psychologisfUpdated on 1Septembel
2018)
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Sectiond.24
Guide to Appointment
Primary School Assistant Social Work Officer

(For information: Thé document is not part of any agreement of selvice

Appointment To be eligible for appointment to thBrimary School
Requirements Assistant Social Work Officer, a candidate must have:

(a) registered under the Social Workers Registra
Ordinance, Chapr 505
(b) (i) a local degree in Social Science majoring
Social Work, or equivalent; or
(i) a local degree, or equivalent, and
successfully completed a ogear postgraduate
course in Social Work at an approved instituti
or
(i) a local degree, or etualent, and ha:
successfully completed an approved tyear
postgraduate course in social study/social wc
or
(iv) a local degree, or equivalent, and a Mast
Degree in Social Work obtained at an appro
institution.

(c) English Language (Syllabus B)&iChinese Languag
at Grade E or above in the Hong Kong Certificate
Education Examination, or equivaleatd

(d) the ability to speak fluent Cantonese.

Type of Work (@) To serve as a member of the guidance team;

(b) To assist the school in drawing the student guidanc
policy and the Annual Comprehensive Stud
Guidance Service Plan; and

(c) To implement student guidance service in vari
areas including personal growth education, sup
service for parents and teachers, and respor
service or students with specific needs. The
remedial, preventive and developmental stuc
guidance services include casework, group work
programmes, consultation and coordination
community resources.

PromotionProspects N.A.

Any OtherRemarks  The pobationary period of gorimary school assistar
social work officer shouldormally be two years.

(updated on 1 SeptemberlB)



Compendium taCode of Aid for Aided SchooldRelease 1.3a) i Section 4

12C

Section4.25
Guide to Appointment
Speech Therapist (ST

(For information This document is not part of any agreement ofise.)

Appointment
Requirements

To be eligible for appointment to the grade of Spe

Therapist, a candidate must

(a) have a degree in Speech and Hearing Sciences
a local university, or equivalent;

(b) have English Language (Syllabus B) and Chen
Language at Grade E or above in the Hong K
Certificate of Education Examination, or equival
[Note]; and

(c) be able to write fluent English and Chinese, and
speak fluent English and Cantonese.

Note The school may conduct the language proficietest
for those suitable candidates who do not possess the lan
qualifications. Provided that the school is satisfied with
candidatesd | anguage abil
duties appointment can be offered.
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Section4.26
Guide to Appointment
Senior Physiotherapist (SPT), Physiotherapist | and Il (PT I, 1)
(For information: This document is not part of any agreement of service.)

Appointment Senior Physiotherapist
Requirements Promotion rank for Physiotherapist I.
Physiotherapist |

Promotion rank for Physiotherapist Il.

Physiotherapist I
To be eligible for appointment to the grade
Physiotherapist Il, a candidate must
(@ () have a professional Degree/Diploma
Physiotherapy issued by the Hong Ko
Polytechnic/ Polytechnic UWiversity, or
equivalent; or
(i) have a Certificate of Registration (Part la
Ib) and a valid Practising Certificate issued
the Physiotherapists Board, Hong Kong;
(b) have English Language (Syllabus B) and Chin
Language at Grade E or above in theng Kong
Certificate of Education Examination, or equivals
[Note]; and
(c) speak fluent Cantonese.
Note The school may conduct the language proficiency
for those suitable candidates who do not possess the lan
qualifications. Provided thahe school is satisfied with th
candidatesd | anguage abil
duties appointment can be offered.

Promotion Prospects SeniorPhysiotherapist

Physiotherapists | will be eligible for consideration for
promotion to Senior Phystiherapist, if they have at leas
5 years of satisfactory service as Physiotherapists I.

Physiotherapist

Physiotherapistd Wwill be eligible for consideration for
promotion to Physiotherapiktif they have at least two
years of satisfactory service Rhysiotherapists Il.
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Section4.27
Guide to Appointment

Senior Occupational Therapist (SOT),

Occupational Therapist | and Il (OT I, 1)

(For information: This document is not part of any agreement of service.)

Appointment
Requirements

Promotion Prospects

Senior Occupabnal Therapist

Promotion rank for Occupational Therapist I.

Occupational Therapist |

Promotion rank for Occupational Therapist Il.

Occupational Therapist Il

To

be eligible for appointment to the grade

Occupational Therapist Il, a candidate must

(@)

(b)

(€)

() have a professional Degree/Diploma
Occupational Therapy issued by the Hc
Kong Polytechnic/ Polytechnic University
or equivalent;

(i) be registered in Hong Kong in Part | or I
the Register of Occupational Therapists un
the Register of th Supplementary Medici
professions Ordinance Chapter 359;

(i) have a valid Practising Certificate issued
the Occupational Therapists Board;

have English Language (Syllabus B) and Chin

Language at Grade E or above in the Hong K

Certificate & Education Examination, or equivale

[Note]; and

speak fluent Cantonese.

Note The school may conduct the language proficiency
for those suitable candidates who do not possess the lan
qualifications. Provided that the school is satisfith the
candidatesd | anguage abi |l
duties appointment can be offered.

Senior Occupational Therapist

Occupational Therapists | will be eligible fi
consideration for promotion to Senior Occupatio
Therapist, if they have at least 3 years of satisfac
service as Occupational Therapists |.

Occupational Therapist |

Occupational Therapists I  will be eligible f
consideration for promotion to Occupational Therafis
if they have at least two year$ satisfactory service a
Occupational Therapists II.
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Section4.28
Guide to Appointment

Occupational Therapy Assistant (OTA)

(For information: This document is not part of any agreement of service.)

Appointment To

be eligible for appointrmt to the grade o

Requirements Occupational Therapissistant; a candidate must

(@)

(b)

(€)

have completed an apprenticeship or a cours
study in an appropriate trade, or be able to furi
evidence that he has F
in an area of work accepta&blto the Permaner
Secretary, e.g.

(i) Carpentry
General techniques, with knowledge
cabinetmaking;

(i) General
Skills or activities which may be applied
treatment media, with knowledge
handicrafts;

(i) Metal Work
General techniques, with knosdge of
electrical welding and use of bench latches;

(iv) Rattanwork
With  knowledge of light and heav
rattanwork, including furniture making;

preferably have teaching experience in
appropriate field; and

be able to speak fluent Cantonese andte
Chinese.
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Section 429
Guide to Appointment
Special SchoolSocial Worker

(For information This document is not part of any agreement of service.)

Appointment
Requirements

To be eligible for appointment to the grade of spe
school social workeranked at the Assistant Social Wc
Officer/Senior Social Work Assistant level, a candid
must have

(@) registered under the Social Workers Registra
Ordinance, Chapter 505;

(b) English Language (Syllabus B) and Chine
Language at Grade E or abowethe Hong Kong
Certificate of Education Examination, or equival
[Note];

(c) the ability to speak fluent Cantonesad

ForAssistant Social Work Offic ASWO)
(d) (i) a local degree in Social Science majoring
Social Work, or equivalent; or
(i) a locd degree, or equivalent, and h
successfully completed a oyear
postgraduate course in Social Work at
approved institution; or
(i) a local degree, or equivalent, and |
successfully completed an approved {tyear
postgraduate course in social studysd
work; or
(iv) a local degree, or equivalent, and a Mast
Degree in Social Work obtained at
approved institution.

For Senior Social Work Assistant (SSWA)

(e) () a Diploma in Social Work awarded by tl
Hong Kong Polytechnic/ Polytechnic
University, o equivalent; or

(i) a Certificate in Social Work awarded by t
Academic Board of the Institute for Soci
Work Training, Hong Kong; or

(i) a Diploma in Social Work awarded by
recognised postecondary college issued aff
the date of its registratnp or equivalent;

M five year s 0-qualdicatiog expeseac

in social work

Note The school may conduct the language proficiency

for those suitable candidates who do not possess the lan

gualifications. Provided that the schoslgatisfied with the
candidatesd | anguage abil
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duties, appointment can be offered.
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(For information: This document is not part of any agreement of service.)

Appointment
Requiremets:

Section4.30
Guide to Appointment
Warden

To be eligible for appointment to the grade of War
ranked at the&Social Work OfficerAssistant Social Worl
Officer/Chief Social Work Assistaf§enior Social Work
Assistant level, a candidate must have

(a) registered under the Social Workers Registn
Ordinance, Chapter 505;

(b) English Language (Syllabus B) and Chine
Language at Grade E or above in the Hong K
Certificate of Education Examination, or equival
[Note];

(c) the ability to speak fluent Cantonesad

For Social Work Officef SWO)
(d) at least five years' experience at the ASWO rank.

(e) threey e areceghised pogjualificationexperience
in residential care (applicable to warden i
secondary schools).

ForAssistant Social Work OfficdiASWO)
® o a local degree in Social Bace majoring in
Social Work, or equivalent; or
(i) a local degree, or equivalent, and
successfully completed a oyear
postgraduate course in Social Work at
approved institution; or
(i) a local degree, or equivalent, and |
successfully completed an@pved tweyear
postgraduate course in social study/soc
work:; or
(iv) a local degree, or equivalent, and a Mast
Degree in Social Work obtained at
approved institution;
() threeyear s0 exper i en(applicabla
to warden in speciakkools)

For Chief Social Work AssistaffCSWA)

(h) a recognised social work diploma or certificate
social work;

i) at |l east five year so e

For Senior Social Work AssistaiBSWA)

() () a Diploma in Social Work awarded byetl
Hong Kong Polytechnic/ Polytechnic
University, or equivalent; or
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(i) a Certificate in Social Work awarded by t
Academic Board of the Institute for Soci
Work Training, Hong Kong; or
(i) a Diploma in Social Work awarded by
recognised posteconday college issued afte
the date of its registration, or equivalent;
(ky fi ve year s 0-qualdicatiog expesen
in social work
Note The school may conduct the language proficiency
for those suitable candidates who do not possessriadge
qualifications. Provided that the school is satisfied with
candidatesd | anguage abil
duties appointment can be offered.
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Section4.31
Guide to Appointment
Assistant Warden

(For information: This document i®tpart of any agreement of service.)

Appointment
Requirements

To be eligible for appointment to the grade of Assis

Warden ranked at theAssistant Social Worl

Officer/Senior Social Work Assistalocial Work

Assistant level, a candidate must have

(@) registered under the Social Workers Registra
Ordinance, Chapter 505;

(b) English Language (Syllabus B) and Chine
Language at Grade E or above in the Hong K
Certificate of Education Examination, or equival
[Note];

(c) the ability to speak fluent @¢oneseand

For Assistant Social Work Officer (ASWO)
(d) () a local degree in Social Science majoring
Social Work, or equivalent; or
(i) a local degree, or equivalent, and |
successfully completed a oyear
postgraduate course in Social Work at
appoved institution; or
(i) a local degree, or equivalent, and |
successfully completed an approved {year
postgraduate course in social study/soc
work; or
(iv) a local degree, or equivalent, and a Mast
Degree in Social Work obtained at
approvednstitution;

For Senior Social Work AssistaiESWA)

(e) () a Diploma in Social Work awarded by tl
Hong Kong Polytechnic/ Polytechnic
University, or equivalent; or

(i) a Certificate in Social Work awarded by t
Academic Board of the Institute for Soici
Work Training, Hong Kong; or

(i) a Diploma in Social Work awarded by
recognsed postsecondary college issued aff
the date of its registration, or equivalent;

fH five year s 0 -quakficatbog axpesiend

in social work

For Social WorkAssistant leve(SWA)

(9@ () a Diploma in Social Work awarded by tl
Hong Kong Polytechnic/ Polytechnic
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Promotion Prospects

University; or equivalent; or
(i) a Certificate in Social Work awarded by t
Academic Board of the Institute for Soc
Work Training, Hong Kong; or
(i) a Diploma in Social Work awarded by
registered possecondary college issued aff
the date of its registration, or equivalent
Note The school may conduct the languameficiency test
for those suitable candidates who do not possess the g
qualifications. Providedthat the school is satisfied with th

candidatesd | anguage abil
duties appointment can be offered.
Warden

Secondary Schools

Assistant Wardens at the Assistant Social Wofkcér
level for boarding sections with a capacity of 120 or ir
boarders may be considered for promotion to Warde
the Social Work Officer level if they have three ye:
recognised posfualification experience.

Assistant Wardens at the Senior Sodlbrk Assistant
level for boarding sections with 60120 boarders may b
considered for promotion to Warden at the Chief Sc
Work Assistant level if they have five years' recogni
postqualification experience.

Special Schools

Assistant Wardens at éhSenior Social Work Assistal
level for a boarding section with a capacity of 50 boar«
and above may be considered for promotion to Warde
the Chief Social Work Assistant level if they have at le
five years' experience at the Senior Social Woskigtant
rank.

Assistant Wardens at the Social Work Assistant level {
boarding section with a capacity of less than 50 boar
may be considered for promotion to Warden at the Se
Social Work Assistant level if they have five yee
recognsed postqualification experience in social work.
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Section4.32
Guide to Appointment

Boarding Service Master/Mistress |, |l

(For information: This document is not part of any agreement of service.)

Appointment
Requirements

Promotion Prospects

Boarding Service Master/Mistress |

To be eligible for appointment to the grade Bxdarding

Service Master/Mistress | ranked at the Social W

Assistant levela candidate musiave

(@) registered under the Social Workers Registra
Ordinance, Chapter 505;

(b) English Language (Syllabus Bland Chinese
Language at Grade E or above in the Hong K
Certificate of Education Examination, or equival
[Note];

(d) the ability to speak fluent Cantonesad

(d) (i) a Diploma in Social Work awarded by tl

Hong Kong Polytechnic/ Polytechnic
University; or equivalent; or

(i) a Certificate in Social Work awarded by t
Academic Board of the Institute for Soci
Work Training, Hong Kong; or

(i) a Diploma in Social Work awarded by
registered possecondary college issued aff
the date of its registration, or egalent

Boarding Service Master/Mistress I

To be eligible for appointment to the gradeBwarding

Service Master/Mistress fanked at the Welfare Worke

level, a candidate must

(e) be at least 21 years of age;

(f) have five subjects including Englislhanguage
(Syllabus B) and Chinese Language at Grade |
above in the Hong Kong Certificate of Educati
Examination, or equivalent [Note]; and

(g) be able to write Chinese and speak fluent Canton

Note The school may conduct the languameficiency test

for those suitable candidates who do not possess the lan

qualifications. Providedthatthe school is satisfied with th

candidatesd | anguage abi |l
duties appointment can be offered.
Assisant Warden

Boarding Service Masters/Mistresses | with five ye
recognised pogjualification experience may
considered for promotion to Assistant Warden at
Senior Social Work Assistant level for boarding secti
with a capacity of 60 120 boardrs. For boarding
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sections with a capacity of less than 60 boarders, or
the Boarding Service Masters/Mistresses | may, with
approval of the Permanent Secretary, be assigne
Assistant Warden at the Social Work Assistant level
be granted a sponsibility allowance equivalent to tw
additional increments above the substantive pay of
Assistant Warden on the Social Work Assistant scale.
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Section4.33
Guide to Appointment
Reqistered Nurse (RN)

(For information: This document is not part ofyaagreement of service.)

Appointment
Requirements

To

be eligible for appointment to the grade of Scf

Nurse (Registered Nurse), a candidate must

(@)

(b)
(©)

(d)

have the Certificate of Registration (Part 1) isst
by the Nursing Council of Hong Kong ¢
equivalent;

have a valid Practising Certificate issued by
Nursing Council of Hong Kong;

have English Language (Syllabus B) and Chin
Language at Grade E or above in the Hong K
Certificate of Education Examination, or equival
[Note]; and

be fluent in Catonese.

Note The school may conduct the language proficiency
for those suitable candidates who do not possess the lan
gualifications. Provided that the school is satisfied with
candidatesdo | anguage abil
duties, appointment can be offered.
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(For information: This document is not part of any agreement of service.)

Appointment
Requirements

Section4.34
Guide to Appointment
Enrolled Nurse (EN)

To be eligible for appointment to the grade of Scr

Nurse (Enrtied Nurse), a candidate must:

(a) have the Certificate of Enrolment (Part 1) issued
the Nursing Council of Hong Kong or equivale
and

(b) have a valid Practising Certificate issued by
Nursing Council of Hong Kong;

(c) have a knowledge of both Chinelguage anc
English language at Secondary 4 level; and

(d) be fluent in Cantonese.
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Section4.35
Guide to Appointment
Brailling Staff
(For information: This document is not part of any agreement of service.)

Appointment To be eligible for appintment to the grade of Braillin
Requirements Staff, a candidate must:
(@) have 5 subjects, including Chinese Langue
English Language (Syllabus B) and Mathematic:
Grade E or above in the Hong Kong Certificate
Education Examination; and
(b) have completed an approge course of training il
braille.
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Section4.36
Guide to Appointment
Houseparentin-charge

(For information This document is not part of any agreement of service.)

Appointment
Requirements

To be eligible for appointment to the grade

Houseparenin-charge, a candidate must have

(a) registered under the Social Workers Registra

Ordinance, Chapter 505;

(b) () a Diploma in Social Work awarded by tl
Hong Kong Polytechnic/ Polytechnic
University; or equivalent; or

(i) a Certificate in Social Workvearded by the
Academic Board of the Institute for Soc
Work Training, Hong Kong; or

(i) a Diploma in Social Work awarded by
registered postecondary college issued aft
the date of its registration, or equivalent;

(c) English Language (Syllabus Bpand Chinese

Language at Grade E or above in Hong K¢

Certificate of Education Examination, or equivals

[Note]; and

(d) the ability to speak fluent Cantonese.

Note The school may conduct the language proficiency

for those suitable candidates wtio not possess the langus

qualifications. Provided that the school is satisfied with
candidatesd | anguage abil
duties appointment can be offered.
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Section4.37
Guide to Appointment

Houseparent/Programme Worker

(For information: This document is not part of any agreement of service.)

Appointment
Requirements

Promotion Prospects

To be eligible for appointment to the grade
Houseparent/Programme Worker (ranked at the Si
Work Assistant level), a candidate must have:

(a) registered undethe Social Workers Registratic

Ordinance, Chapter 505;

(b) () a Diploma in Social Work awarded by tl
Hong Kong Polytechnic/ Polytechnic
University; or equivalent; or

(i) a Certificate in Social Work awarded by t
Academic Board of the Institute fdBocial
Work Training, Hong Kong; or

(i) a Diploma in Social Work awarded by
registered postecondary college issued aft
the date of its registration, or equivalent;

(c) English Language (Syllabus B) and Chine

Language at Grade E or above in thengld<ong

Certificate of Education Examination, or equivals

[Note]; and

(d) the ability to speak fluent Cantonese.

Note The school may conduct the language proficiency

for those suitable candidates who do not possess the lan

qualifications. [Povided that the school is satisfied with t

candidatesd | anguage abil

duties appointment can be offered.

Houseparents and Prograr
recognised pogjualification experience may be
considered for promotion to Assistant Wardah the
Senior Social Work Assistant level for boarding secti
with a capacity of 50 or more boarders. For boarc
sections with a capacity of less than 50 boarders, ot
the Houseparents or ProgrammWorkers may b
assigned as Assistant Warden at the Social Work Assi
level and be granted a responsibility allowance equive
to the two additional increments above the substar
pay of the Assistant Warden on the Social Work Assis
scale.
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Section4.38
Guide to Appointment
Assistant Clerical Officer (ACO)
(For information: This document is not part of any agreement of service.)

Appointment To be eligible for appointment to the grade of Assis
Requirements Clerical Officer paid out of thesalaries Grant, a candida

must have either

(@ Either 5 subject s, I ncl |
20 or above in the Hong
Education Examinatioonr 4 subjects, including Englis
Language, one of whi cbbhve
and the others at O6Lewvel
(updated orl April 2013

(b) 5 subjects, including English Language (Syllabus B
Grade E or above in the Hong Kong Certificate
Education Examination or 4 subjects, including Eng
Langua@ (Syllabus B), one of which must be at Gr:
E or above and the others at Grade C or above; or

(c) a Grade C or above in English Language (Syllabus #
the Hong Kong Certificate of Education Examinati
together with either 4 other subjects at Gradw Bbove
or 3 other subjects at Grade C or above or equivaler

(d) 5 subjects, including English, at Grade E or above ir
Hong Kong Certificate of Education Examinati
(English) or 4 subjects, including English, one of wh
must be at Grade E obave and the other at Grade C
above (awarded before 1974); or

(e) a Grade C or above in English in the Hong Kc
Certificate of Education Examination (Chinese) toge
with either 4 other subjects at Grade E or above |
other subjects at Grade C obowe (awarded befor
1974); or

() aHong Kong English School Certificate (awarded be
1968) with a pass in English; or

(g a Hong Kong Chinese School Certificate (awar:
before 1968) with a credit in English.

Note: For the purpose of appointment dérical staff in aided

schoolsGrade @anddGrade Bin Chinese Language and Engli

Language (Syllabus B) in previous HKCEE are accej

administratively as comparable tdevel 3 and devel D

respectively in Chinese Language and English Languaghei

HKCEE 2007 and after.

(updated on 1 September 2009)
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Section4.39
Guide to Appointment
Clerical Assistant (CA)
(For information: This document is not part of any agreement of service.)

Appointment To be eligible for appointment to theagle of Clerical
Requirements Assistant paid out of the Salaries Grant, a candidate n
(@) have completed Secondary 4 (all subjects) i

registered school; and
(b) be fluent in Cantonese and have a good worl

knowledge of English.
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Section4.40
Guide to Appointment
Arti sanll
(For information: This document is not part of any agreement of service.)

Appointment To be eligible for appointment to the grade of Artisan |
Requirements candidate must
(a) have knowledge and ability to work as
physiotherapy attendant; and
(b) befluent in Cantonese and be able to write Chin
and have some knowledge of English.
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Sectiond.41
Guide to Appointment

Special Driver

(For information This document is not part of any agreement of service.)

Appointment To be eligible forappointment to the grade of Spec
Requirements Driver, a candidate must

(a) have an appropriate valid driving licence to driv

registered school bus with 30 or more seats; and

(b) have acceptable driving experience, preferably
less than 5 years.
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Section4.42
Guide to Appointment

Motor Driver

(For information: This document is not part of any agreement of service.)
Appointment
Requirements

To be eligible for appointment to the grade of Mc
Driver, a candidate must

(a) have an appropriate valid driving licence; and

(b) have acceptable driving experience, preferably n
less than 5 years.
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Section4.43
Guide to Appointment

Teacher Assistant (for Special Schools)
(For information This document is not part of any agreement of service.)

Appointment To be eligible for appointment to the grade of Teac
Requirements Assistant, a candidate must
(@) have completed Secondary 5 (all subjects) i
registered school ; and
(b) be fluent in Cantonese.
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1.

Section5
Conditions for Promotion in Aided Schods
Commonconditions

All promotions are subject to the following common conditions as appropriate:

(a) With the exception of the ranks of Laboratory Technician Il andnd
Educational Psychologist Il anddhich have a combined establishment, a
vacancy must exist in the higher rank to which a candidate is
recommended for promotion.

(b) All eligible candidates must be assessed by a boardnitmporated
Management Committee appointed for the selection exercise. The
selection board sluld recommend a stable candidate, if available, for
the consideration and approval of thiecorporated Management
Committee. However, the approval of the Permanent Secretary is
required forthe promotion and acting appointment to the post of Principal.
For such cases, e¢happlication must be endorsed by timeorporated
Management Committee before submission to the Permanent Secretary for
consideration.

(c) Requirementdor appointment and promotion tbhe next higher rankor
respective grades of stadfe contained in thguides to appointments in
Section 4 of this Compendium.

Training requirement®r promotion of teachlrs

To be eligible for substantive promotido a higher rank,he candidate must

have undertaken trainirgpursés) as stated in Attachment A of thig@&ion,or

other equivalent training cours® acceptable to the Incorporated Management

Committee based aihe criteria/guiding principkeas prescribed in Attachment

A mentioned above. Those who have met all other promotion requirements

except the spelred training may be allowed to act in the promotion posts.

The teachers may be confirmed to the promotion ranks with retrospective effect

from the date of the approved acting appointment provided that they

complete/acquire the specified training in theme academic year. If a

teacher acting in the promotion post fails to successfully complete/acquire the

required training within the prescribed period and with no acceptable reasons,
the Incorporated Management Committee should make an alternative
appointment for the promotion post.

Other equiremerg for promotion/direct appointment to the English Panel

Chair Post (in secondary schools) and the additional post of Senior Teacher of

English (in primary schools)

(@) To be eligible for consideration forgamotion/direct appointment to the
post of additional Senior Teacher of English (STE) inprimary
schools/eligible special schopla teacher shouléulfil the appointment
requirements laid down in the guidesampointmens for Primary School
Master/Mistras PSM) and Assistant Master/Mistres®\l) in Section4
of this Compendium
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(b) A teacher appointed asn English Panel Chair (EPGp a secondary
schooléligible special school, or as a STE aprimary school/eligible
special schoothould have attainedn average proficiency at Level 4 of
the English Language Proficiency Requirement (LP4) which meankehat
hasmet both of the following criteria

(i) attained at least Level 3 in all the five papers in the Language
Proficiency Requirement for Englishaiehers. Specifically, he has

to attain 636 or above i n Read:i
Speaking and Classroom Language Assessment (CLA), the teacher
has to attain, in one sitting, (

respective papers; AND

(if) attaned at Level 4 or above for three papers at least. For Writing,
Speaking and CLA, Level 4 is deemed to have been attained if more
than half of the scales of the respective papers are scored, in one
sitting, at 0406 or ab o vheee ¢rimore . h .
scales in Writing and CLA and four or more scales in Speaking).

(c) Ateacher will not be affected by the LP4 requirement if

() bhe had already taken up an EPC post on or before 18.10.2001; or he
was an existing STE appointed before 1.9.2001; or

(i) hehad already taken up an EPC post and was deployed to take up an
EPC post, or was an existing STE on transfer to take up an existing
STE post, without breain service in another school under the same
sponsoring body within the aided school sector on oforbe
18.10.2001; or

(i) he was given an offer of promotion/direct appointment on or before
18.10.2001 to an EPC post, or to an existing STE post, which was to
take effect in the 2001/02 school year.

(d) However, whenever an EPLC STE st is vacated, the lsocol should
accord priority to LP4 qualified candidates in filling the post. Should a
suitable LP4 qualified candidate ru¢available, the school may employ a
teacher who has met the basic Language Proficiency Requirement.
EPC4STEsnot affected by th&P4 requirement are encouraged to acquire
the LP4 qualification through the Language Proficiency Assessment for
Teaches or through training or through a combination of both.

4.  Other requirements for promotion/direct appointment to Principalship

With effectfrom the 2004/05 school yeagspiring Principals are required to

attain Certification for Principalship in addition to complyingith the

appointment conditions in force at the time before their appointment to

principalship.

Note Teaching experienc@ schoolsunderthe Direct Subsidy Scheme will lbecognsed
for promotion purpose.
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Section 5/ Attachmerf

(updated on2 February 2015)

Training Requirements for Promotion of Teachers

To be eligible for subantive promotion to a higher rank of a gradesandidate

must have undertaken training specified by the Permanent Secretary or other

acceptable training as approved by the Incorporated Manag€uoenhitteebased
on the criteria/guiding principles provide@dparagraph 3 below.

1. Training requirements for promotion of teachers in aided secondary

schools/secondary section of special schools

(a) Non-graduate Grade

Level

Refresher Training

Management Training

Certificated
MastefMistress
(CM) to Assistant
MastefMistress
(AM)

Professional Development
Course run byertiary institutiors
undertaken within the previous
10 yearspr

Otheracceptabléraining
undertaken within the previous
10 years

Nil

Assistant
MastefMistress
(AM) to Senior
Assistant
MastefMistress
(SAM)

Professional Development
Course run by tertiary institutio
undertaken within the previous
10 yearspr

Otheracceptabléraining
undertaken within the previous
10 years

BasicCourse for School
Administrators in Secondary
Schoolsrun bytertiary
institutiors undertakerwithin the
previous 10 year®r

LeadershiDevelopment
Programme for Middle Leaderg
of Secondary Schools ruoy
tertiary institutions undertaken
within the previous 10 yearsr

Other acceptable training
undertaken within thprevious
10 years

(b) Graduate Grade

Level

Refresher Training

Management Training

Graduate
Master/Mistress
(GM) to Senior
Graduate
Master/Mistress
(SGM)

Professional Development
Course run by tertiary institutio
undertaken within the previous
10 yearsor

Otheracceptabléraining
undertakerwithin the previous
10 years

Nil
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Level

Refresher Training

Management Training

Senior Graduate
Master/Mistress
(SGM) to Principal
Graduate
Master/Mistress
(PGM)

Professional Development
Course run by tertiary institutio
undertaken within the previous
10yearsor

Otheracceptabléraining
undertaken within the previous
10 years

Educational Administration and
Management Course for Senio
School Administrators in
Secondary Schools run by
tertiary institutions undertaken
within the previous 10 yearst

Leackership Development
Programme for Middle Leaderg
of Secondary Schools run by
tertiary institutions undertaken
within the previous 10 yearst

Other acceptable training
undertaken within the previous
10 years

SeniorGraduate
Master/Mistress
(SGM) to Principal
Graduate
Master/Mistress
(PGM)*

Certificationfor Principalship withirthe previousb years

SeniorGraduate
Master/Mistress
(SGM) or Principal
Graduate
Master/Mistress
(PGM) to Principal
/1

Certificationfor Principalship withirthe previous5 years

Principal Graduate
Master/Mistress

(PGMJ* to Principal Nil
/1

Principal Il to Ni
Principal |

* Secondary school head at Principal Graduate Master/Mistress (PGM) rank

2. Training

requirements for

promotion of

teachers

schools/primargection of special school

(a) Nongraduate Grade

Level

Refresher Training

Management Training

Certificated
Master/Mistress
(CM) to Assistant
Master/Mistress
(AM)

Professioal Development
Course run byertiary
institutionsundertaken within
the previouslO yearspr

Otheracceptableraining
undertaken within thprevious
10years

Nil

in__aided primary
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Level Refresher Training Management Training
Assistant Professional Development LeadershiDevelopment
Master/Mistress Course run by tertiary Programme for Middle Leaders
(AM) to institutions undertaken within | of Primary Schools run by
Senior Primary the previoudlO yearspr tertiary institutions undertaken
School within the previous 10 yearsyt

Master/Mistress
(SPSM)

Otheracceptabléraining
undertaken within the previous
10 years

Otheracceptabléraining
undert&en within the previous
10 years

Assistant
Master/Mistress
(AM)* to Senior
Assistant
Master/Mistress
(SAM)

Nil

Senior Assistant
Master/Mistress
(SAM) to Principal
Assistant/Mistress
(PAM)

Nil

*  Primary €hoolheadat Assistant Master/Mistress (AM) rank

(b) Graduate Grade

Level

Refresher Training

Management Training

Assistant Primary
School
Master/Mistress
(APSM) to Primary
School
Master/Mistress
(PSM)

Professional Development
Course run by tertiary
institutions undertaken within
the previous 10 yearsr

Otheracceptabléraining
undertaken within the previous
10 years

Nil

Primary School
Master/Mistress
(PSM) to Senior
Primary School
Master/Mistress
(SPSM)

Professional Development
Course run by tertiary
institutions undertaken within
the previous 10 yesjor

Otheracceptabléraining
undertaken within the previous
10 years

Leadership Development
Programme for Middle Leaders
of Primary Schools run by
tertiary institutions undertaken
within the previous 10 yearsrt

Other acceptable training
undertaken whin the previous
10 years

PrimarySchool
Master/Mistress
(PSM)to Senior
Primary School
Master/Mistress
(SPSM)*

Certificationfor Principalship withirthe previousb years
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Level Refresher Training \ Management Training

PrimarySchool
Master/Mistress
(PSM) or Senior
Primary School
Master/Mistress Certificationfor Principalship withirthe previousb years
(SP3SV) to
Headmaster/
Headmistresd (HM

Il

Senior Primary
School Master/
Mistress (SPSM)to
Headmaster/
Headmistress Il
(HMI1)

Nil

Headmaster/
Headmistres#
(HMII) to Nil
Headmaster/

Headmistress (HMI)

*  Primaryschoolheadat SeniorPrimarySchoolMaster/Mistres§SPSM)rank

Notel The requirement forefresher training atertiary institutionswill be waived for
teachers who have completed a TeaheCertificate or aPostgraduate
Certificate/Diploma in Education course within the previous 5 years.

Note2 Requirement for special education teachers is the same as that for ordinary
teachers.

Note 3 The minimum numbers of contact hours foafresher training courseand
management trainingparse are 90 hours and 40 hours respectively.

Note 4 Startingfrom the 2011/12schoolyear,teachers promoted the SPSM rank should
fulfil boththerefreshetrainingandthe schoolmanagemertraining.

3. Otheracceptabldraining coursg

The Incorpoated Management Committee may approve other course(s)
undertaken by candidate as acceptabjeivalenh to the training course(s)
specifed above based on the critégaiding principles as follows

(@) Other Acceptable Refresher Training

The training consistof course(s) that provide(s) opportunities for teachers
to update their professional knowledge on modern methods and
approachesrelated to teaching/learning and student supporfhe
knowledge gained can facilitate them in better carrying out theirsdutie
the school. The minimum number of contact hours is 9e course(s)
is/are offered by EDB or local tertiary institutions.

(b) Other Acceptable Management Training
The training consists of course(s) that provide(s) opportunities for teachers
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to study vaious school management or education administration issues.
The knowledge gained can enable the teachers to contribute to the
effective and efficient operation of the school. The minimum number of
contact hours is 40. The course(s) is/are offered by EDBlocal tertiary
institutions.

Note For aggregation of courses, no less than 50% of minimum contact hours (i.e.
45 hours for refresher training and 20 hours for management courses) should
be accumulated through the courses with duratiomobfess thar8 days (18
contact hours) and the rest are from courses with duration of not less than half
day (3 contact hours).
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Section6

Conditions and Procedures for Termination of Service
or Dismissal of Teachers and Specialist Staff

1. Termination of employment contract by notice or payment in lieu of notice

A contract of employment may be terminated by due notice or salary in lieu of

notice. The length of notice or the amount of salary in lieu of nodidee
given by the IncorporatedManagement Committee (IMC) or the
teachers/specialist staff concernedstown below:

Time of Length of | Amount of salary in lieu Remarks

termination notice of notice
Within the first |Not required Not required _
month of
probation
After the first 1 month |For IMCi 1 The IMC may waive
month d An amount equivalent t{ the payment of salar
probation the amount of salary f¢ in lieu of notice in

After probation

3 months

the notice period

For the staff member
concerned

One montle salary or ar
amount equivalent to th
amount of salary for th
notice period, whicheve
is the less

T

accordance with sectio
13.5(e) of the COA fo
Aided Schools

The IMC should not
charge any payment ¢
salary in lieu of notice
to government funds

The notice periog
should not include
maternity leave o
annial leave

In respect of termination/ dismissal of teachers/ specialist staff, schools have to
follow the procedures stipulated in pgraphs2 and 3 below.

(updated or2 February2015)

2. Procedures for dismissal tdachers/sgcialiststaff employedn/after the date

of the Codeof Aid for Aided Schools bepming effectivé?

(a) The procedures in this section apply to teachers/specialist staff employed
by a schoolon/after the date of the Codd éid for Aided Schools

11

Teachers stated herein referd@pialified teachei®@as defined in the Code of Aid for Aided Schools.

For

@nqualified teachetéstheir employment is terminable by the giving efeomonti@& notice or salary in
lieu of notice in an amount equivalent to the amounsalfryfor the notice period, either by the
Incorporated Management Committee or the teacher concerned.

12

The Code of Aid for Aided Schools will become effective fopiementation by the aided IMC schools

commencing the beginning of the school year subsequent to the incorporation of the IMCs.

(updated on 1 September 2011)
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becomingeffecive and do not apply to those employed before this.date

(b) If amember of the staff in captios found by theMC to be performing
his duties in an unsatisfactory manner (including personality, character and
philosophy of education), and showing no impmoeat in his work after
beingduly advised, the following measwgenay be applied

(i) For teacher/specialist staff member duringghmbationary period

The IMC may terminate the employment of the staff member
concerned by giving hina sufficientperiod ofnotice in accordance
with paragrapi above.

(updated on 1 September 2011)

(i) For teacher/specialist staff membé&eaprobation

1 The staffmemberconcerned should be givenwaitten warning
that his work is unsatisfactory.This should be recorded the
school filesand a copy of the written warning should be
forwarded to the Permanent Secretary for information and/or
follow-up action where necessary

! If no improvement in the workf the staff membeconcerneds
noticeable after an appropriate periodrmally not less than one
month,a second written warning embodying relevant criticisms
should be given This should be recorded in the school fitewsl
a copy of the written warning should be forwarded to the
Permanent Secretary for information andfoflow-up action
where necessary

(updated orl April 2013

T If the staff member concernedter receiving thesecondwarning
letter still shows no improvement after an appropriate period
normally not less than one monthe IMC may dismiss him or
not to renew his contract after the date of expiryhe IMC
should inform the Permanent Secretary.

! The staff member concerned must be giaesufficient period of
notice of termination of employment in accordance with
paragraph 1 above.

3. Dismissal of teachergiscialist staff employedefore the Code of Aid for
Aided Schooldbecomingeffective

The IMC is reminded to follow, in respect of termination/dismissal of
teachers/specialist staff employbdfore the Code of Aid for Aided Schools
becomingeffective thefiProcedures to be followed in the case of dismissal or
termination of appointment of a teachéwhich is also applicable to specialist
staff of special school) as stipulated in relevant Appendices of the 3 sets of
COAs namelyCode of Aid for Primary Schde Code of Aid for Secondary
Schools and Code of Aid for Special Schools

(updated on 1 September 2011)
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Section A
Leave Entitlement
1. Sick Leave
Teaching Staff

(@) Full-time monthlypaid teachers including temporary montgid teachers
may be granted up to 28 days paid sick leave in their first year of service in
aided schools. On completion of each succeeding year of service in aided
schools a further 48 days will be granted. Paidk sieave can be
accumulated up to a maximum of 168 days. The calculation of leave
entittement for partime monthlypaid staff should be the same as the
full-time monthly paid staff. Howevewith effect from 1 September 2006,
a teachewith a breakin sevice of more tharl yearwill forfeit his sick
leave balance.

(b) Daily-rated supply teachers who have worked under a continuous contract
for not less than 4 weeks are eligible for sickness allowance at the rate of
two paid sickness days for each compdet@month of employment in
accordance with the Employment Ordinance.

(c) Sick leave exceeding two days should be supported by a valid medical
certificate issued by a registered medical practitioaeegistered dentist or
a registered Chinese medicine pitamter*.

(d) No-pay sick leave may be granted if a member of staff's leave
balance/entitlement has been exhausted.

Note Laboratory technicians and specialist staff will enjoy such benefits as
teachers with regard to sick leayvexcept that laboratory tdmicians or
specialists with a brealn service of more than 45 days will forfeibeir
sick leave balance

* The arrangement for the recognition of sick leave certificates issued by
registered Chinese medical practitioners for sick leave with effect from
December 2006 is not applicable to sick leave for injury on
duty/occupational disease unless and until the Empléy@empensation
Ordinance is amended to this effect.

Non-teaching Staff

(&) Nonteaching staff (other than laboratory technicians and specsaiff)
paid out of theSalaries Grantin an aided school may be granfied paid
sick leave subject to all other provisions stipulated in the Employment
Ordinance in respect of sick leave.

(b) No-pay sick leave may be granted if aemb er of staff
balancegntitlement has been exhausted.

2. Maternity Leave

(a) Female staff who have completed 40 weeks of resident service prior to the
commencement of maternity leave may be graritddweeks full -pay
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maternity leave whereas those employed under a comgnoontract but
with less than 40 weeks resident service may be granted maternity leave
without pay. The calculation of leave entitlement for pame
monthly-paid staff should be the same as thetiulle monthlypaid staff.
(updated on Danuary2019)

(b) Other conditions of maternity leave should be subject to the provisions of
the Employment Ordinance.

(c) When more absence is recommended by a registered medical practitioner
a registered Chinesaedicalpractitioner additional maternity leave may be
granted as npay leave to bring the total absence up to 6 months. Further
leave without pay on the same terms may be granted.

(d) Female teachers/specialist staff/laboratory technicians will also be eligible
for full pay for any part of the maternity leawdhich falls within a major
school holiday, i.e. Christmas, Chinese New Year, Easter and Summer
Vacation ifi

(i) their maternity leave exceeds! weeks and the excess portion of
maternity leave falls wholly or partly within a major school holiday;
and

(i) they are employed under a continuous contract but have less than 40
weeksO resident service to qualiiHf
whose maternity leave falls wholly or partly within a major school
holiday.

(updated on Danuary2019)

(e) Maternity leave is not counted as sick leave.

(f) A female staff is not entitled to maternity leave whilst absent from duty for
other reasons.

3. Annual Leave
Teaching Staff

For the sake of smooth operation and operational need of a school, the annual
leave of teahers is subsumed under the major school holidays, which are 90
days a year including public holidays and are primarily holidays for pupils.
Teachers may also enjoy these school holidays but they may be required to carry
out extracurricular duties or asgt in performing school administrative duties
during these holidays at the schools' discretion.

Non-teaching Staff

(&) Nornteaching staff paid out of tHealaries Grantappointedor/after 1 June
200Q who do not enjoy school holidaynay be granted pai@ave on an
annual basis, preferably during major school holidays subject to mutual
agreement between the school and the staff, as follows:

(updated orl April 2013
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(b)

()

Salary point Less than 10 years of servic
(Master Pay Scale) 10 years of service and wer

07 13 or equivalent and 14 days 18 days
Model Scale |

14 and above 18 days 22 days

For nonteaching staff paid out of thgalaries Grantoffered appointments
before 1 June 2060 their entittement to annual leave with pay is as
follows:

Post Paidleave entitlement per annum

Laboratory technicians  Not less than 22 days irrespective of numbe

and specialist staff years of service

Others Not more than 10 yeabservice 14 days
More than 10 yeaéservice 22 days

*  Staff members should be regartas appointed before 1 June 2000 so
long asi

() they remain in their present rank or get promoted to a higher rank
in the same grade in their school; or

(i) they are deployed to the same rank from one aided school to
another under the same sponsoring body; or

(i) they transfer to the same rank without a breadervice within the
aided school sector. Transfer within a period of 45 days will not
be taken as break service.

No replacement will bgrantedfor nontteaching stafbn such leave.
(updated orl April 2013

4. Special Tuberculosis Leave

Teaching Staff

(a) Teachers who are suffering from tuberculosis may be granted special

tuberculosis leave with full pay with the support of a valid medical
certificate issued by a registered medical practitiooera regstered
Chinese medical practitiorteon the following terms

(i) those with more than one but less than four years of service may be
granted up to three months leave on full pay;

(i) those with four or more but less than eight years of service may be
granted up to six months leave on full pay;

(iif) those with eight or more than eight years of service may be granted up
to six months leave on full pay plus two weeks additional sick leave in
respect of each additional year of service over eight years @p to
maximum of twelve months leave on full pay.
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Service under all these provisions means service deemed to be continuous
by the Permanent Secretary.

(b) Upon exhaustion of special tuberculosis leave balance and sick leave
balance, the staff may be grantedpay special tuberculosis leave.

* The arrangement for the recognition of sick leave certificates issued by
registered Chinese medical practitioners for sick leave with effect from 1
December 2006 is not applicable to sick leave for injury on
duty/occupabnal disease unless and until the Emplog€asmpensation
Ordinance is amended to this effect.

Note Laboratory technicians and specialist staff will enjoy such benefits as
teachers with regard to special tuberculosis leave.

5. Paternity Leave

Staffwithnot | ess than 40 weeksd continuou
the paternity leave are eligible for fyday paternity leave up to 5 working days.
Schools are required to follow the administration arrangements of paternity
leave as set out in thegvailing circular available on the Education Bureau
homepage.

Note Laboratory technicians and specialist staff will enjoy such benefits as
teachers with regard tpaternityleave.

(updated orl Septembe2017)

6. Study Leave
Teaching Staff

Teachers whare selected by the Permanent Secretary for a course of training or
attend a course of training approved by the Permanent Secretary in advance may
continue to receive full salary for the approved period of study leave.

Note Laboratory technicians and spéist staff will enjoy such benefits as
teachers with regard to study leave.

7. Leave for Special Events

Teaching Staff

Teachers may be granted leave of not more than 14 days per academic year (i) to
represent HKSAR in national or international confersnmeevents such as the
Asian Games and the Olympic Games, (ii) upon being invited, to present paper
or speak at national or international conferences or seminars in connection with
education, or (iii) to participate in training and camping exerciseseofCikil

Aid Service, Auxiliary Medical Service or Auxiliary Police Force. Sufficient
grounds and justifications should be produced to support the grant of paid leave.
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8. Special Leave

Teaching Staff

Normally special leave with pay will not be grantedi¢achers on account of
personal affairs during the term. However, in exceptional cases, teachers may
be granted special leave with pay for a maximum of 2 days per academic year on
grounds of urgent private affairs of grave importance.

9. Leave for Juroror withess service

The Incorporated Management Committee may grant paid leave to those
selected to serve as jurors and those required to appear in court as withesses.

10.Rules for counting the last day of Apay leave and relevant arrangements

(a) When tle last day of ngay leave is followed by a Sunday or a gazetted

(b)

(€)

(d)

public holiday, such Sunday or gazetted public holiday will be regarded as an
extension of the period of faay leave.

When the last day of npay leave is followed by the major schoaolibays,

l.e. Christmas, Chinese New Year, Easter and Summer Vacation, payment of
salary will resume on the day the staff member concerned reports to school
for duty, provided that it is neither a Sunday nor a gazetted public holiday.

When the last daof no-pay leave is followed by a school holiday, other than
the major school holidays, payment of salary will resume on the day
following the last day of such Amay leave provided that it is neither a
Sunday nor a gazetted public holiday.

Where, havever, nepay leave has been grantesha-pay maternity, sick, or
special tuberculosis leave, payment of salary will resume on the day
following the last day of such Amay leave, notwithstanding that the day
following the last day of such Amay leave my be a Sunday or a gazetted
public holiday.
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Section B
Conditions for Employment of Short-term Supply Staff

1. The Incorporated Management Committee may approve the employment of
shortterm supply stafbn daily pay basiso substitute for various staff, whose
salaries are covered under the Salaries Grant, as fdllows

Type of staff Condition for employment of supply staff
Teacher For a teacher who is on approved leave for less
90 days?,

Non-teaching Staff
LaboratoryTechnician For a laboratory technician who is on approved |
for three consecutive calendar days or more.

Nurse (in school section) |For a nurse who is on approved sick leave, mate
leave paternity leaver nopay leavefor one or mor
days or tofill any unfilled vacancies provided that {
school has made every effort to fill such vacancieg
Nurse (in boarding section) [For the respective staff member who is on appr

Boarding Service sick leave, maternity leay@aternity leaveor no-pay
Master/Mistress |l leave for morethan tvo days or to fill any unfilleg
Houseparent vacanciesprovided that the school has made e
Cook effort to fill such vacancies.

Motor driver/Special driver [For the staff member who is on approved sick |g
maternity leave paternity leaveor nopay leave fo
one or more days, or to fill any unfilled vacan
provided that the school has made every effort t
such vacancies.

Clerk (in primary school or |For the clerk who is on approvedick leave o
the primaryschool section oflmaternityleave for not less than 14 days
special school)

Teacher Assistant For a teacher assistant who is on appraosiell leavé

or maternityleave for not less than 14 days.
Artisan For the respective staff member who is on appr
Workshop Attendant sick leave or maternity leave for not less than 30 g
Watchman

(updated on Danuary2019

13 With the introduction of the Teacher Relief Grant (TRG), schools will be provided a reccastngrant
calculated on approved formula for the employment of dailgd supply teachers, where necessary, to
substitute teachers on leave for less than 30 days. However, schools may continue to apply for
reimbursement for employment of dailgted suply teachers for teachers on maternity leave, sick leave
and other approved leaves lasting for 30 days or more and temporary replacement on monthly terms for
leave periods of 90 days or more. Schools should refer to Section 12 of the Compendium and the
Swplement to School Administration Guide and related circulars for further details of the administrative
arrangements and usage of the TRG.
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2. Employment of spply teachers and laboratory technicians

(i) A supply teacher to be employed should be of the same grade as, or of a
lower grade than, the teacher for whom he is substituting, except that a
nongraduate may be engaged to replace an unqualified teacher.

(i) For supply laboratory technicians, they will be paid the daily rate of a
nongraduate teacher, if they hold an approved Laboratory Technician
Certificate or equivalent, otherwise the daily rate of an unqualified
teacher should be paid.

3. Employment of reef workers

For boarding sections which are fully operational all year round, the
Incorporated Management Committee may also approve the employment of
relief workers on a daily rate basis to substitute for nurses, boarding service
masters/mistresses Il, bgeparents and cooks on annual leave if their leave
cannot be staggered. Prior approval of such leave must be obtained from
the Permanent Secretary.

4, Qualification for appointment of supply staff on daily basis

The qualification required for appointment af supply staff, if applicable,
should be in accordance with those stipulated in Section 4.

5. Service of supply staff

Service as supply staff on a daily pay basis is not counted for the purpose of
increment or regarded as service for any other purposes.

6. Daily rates of supply staff

The daily rates of pay of supply staff should be determined by the Permanent
Secretary and announced through circulars from time to time.
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Section8
Allowances
(This Section should be read in conjuantwith Section 4.)
A. Responsibility Aowance

1. Responsibility dlowance for Principabk and deputy head of primary
schools/pimary specialschools

(@) A responsibility allowance will be payable to Principals of
primaryprimary special schools at the #dan of Assistant
Master/Mistress at the rate of one increment abdbeir substantive
pay while serving in this capacity

(b) A responsibility allowance will also be payable tssistant
Masters/Mistressesvho serve as deputy hesadf primary schools
with 12 ormore classes in addition to undertaking special duties as a
Senior Teacher, or in the case of primapgcial schoolswith 12 or
more equivalent ordinary primary classatsa rate equivalent to 75%
of one increment above their substantive pay whileisgrin this
capacity The responsibility allowance should cease immediately
upon the promotion/appointment of a teacher to the Senior Primary
School Master/Mistress rank fadeputy heads. In any case, the
responsibilityallowance fordeputy heads will casewith effect from
2010/11 school year.

(c) Overranked norgraduate Principals will not be eligible for the
Responsibility Allowance.

*  No nondegree holder should be appointed as pemaryprimary special
schoolprincipal ServingPrincipak at AM, SAM and PAM rank who are
nontdegree holders will be phased out through natural wastage.

(updated on 1 September 2008)

2. Boarding Responsibility Allowance for Principals of secondary
schools/special schools with an approvedrdingsection

The resposibility allowance will be payable to thé&rincipal of a
secondary schoalpecial schoowith an gproved boarding sectioron
condition that he should not be paid other-jelated allowancg namely,
the responsibility allowance for taking up headshipt @osl the Special
Education Allowance The allowance should be equivalent to 15% of the
mid-point of the salary scale foe8ior Social Work Assistant

3. Boarding ResponsibilibAllowancefor boardingstaff

A responsibility allowance at the rate of twociements above their
substantive pay will be payablettte following boarding staff:

(a) warden of secondary schools with an approved boarding section with
60 to 120 boarders at Chief Social Work Assistant or Assistant Social
Work Officer rank;
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(b) assistabhwardern and
(c) houseparenin-charge

at Social Work Assistant rank of secondary schools/special schools with an
approved boarding section

B. Acting Allowance

1.

For secondary schools or secondary section of special schdolstiene
PGM/ISGM/GM or SAM who hasbeesn recommended and approved to
take up thefunctional duties of a higher office in the rank of
Prl/Prll/PGM/SGM or PAM as appropriate on an acting basis for a
qualifying period of not less than 30 calendar days will be entitled to draw
an acting allownce for the period concernedsated in paragraph 3 and

4 below.

For primary schools or primary section of special school&jllatime
SAM/AM/CM or HMII/ SPSMPSMAPSM who has been recommended
and approved to take up thenctional dutiesof a higher &fice in the rank

of PAM/SAM/AM or HMI/HMII/ SPSMPSM as appropriate on an acting
basis for a qualifying period of not less than 30 calendar days will be
entitled to draw an acting allowance for the period concernatihésd in
paragraph 3 and 4 belowpdated on 1 September 2008)

In the case of actingp with replacement (this involves acting in a
functional postwhich carries a higher maximum salary point than that of
the teacher 6s T 90Wb of tthe Miffarence betwaen kihe

t eac her 6ve sakmry dnd theamirinmum salary of the higher rank in
which hésheis acting; or at a rate equivalent36% ofthe increment next

on the ranks cal e of the acting post abo
substantive salary if it is the same or more thamthemum salary of the

acting post. The rate will be revised to 100% of the difference after the

first 180 calendar days of acting (Ndip.
(updated orl April 2013

In the case of doublingp without replacement provided (this involves
acting in a heaship post which carries a higher maximum salary point than
that of the teacher 6s subst/aidawnve r
duties)i 23% of the minimum salary of the higher rank1®0% of the
difference in pay between the teadBersubstantie salary and the
minimum salary of the higher rank in which he/she is activigchever is

the more(Note(i)).

(updated oril April 2013
Notes on award of acting allowance

(@) The minimum 36calendaday qualifying periodshould include
intervening Sundaysind public holidays, and Sundays and public
holidays immediately preceding and following the acting period.
However, Sundays and public holidays immediately preceding and
following the acting period will not be included in calculating the
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acting allowance.

(b) School holidays can be counted as qualifying period and attract acting
allowances provided that the teachers concerned are required to
perform duties of the acting posts during the holidaySuch
qualifying period should be recogad and properly recded by
school.

(c) The qualifying period may include up to a maximum of 3 consecutive
daysd6 | eave or absence in tfort al
authorsed training and duty) taken during the acting periodeave
and absence in excess ot@nsective days will not be counted as
part of the qualifying period.

(d) Leave exceeding 3 consecutive working days involves the forfeiture
of acting allowance for the whole period of the acting &déave (i.e.
leave and intervening public holidays and Sunylays

(updated orl April 2013

(e) When a teacher acts in different ranks consecutively, each acting
appointment should be counted individually and separately and cannot
be aggregated for the purpose of meeting the minimum qualifying
period for acting allowances

() A teacher sbuld only draw one acting allowance at any one time and
schools should not make concurrent multiple acting appointments.

(g) Acting appointments can be made on operational grounds even if no
acting allowance is payable.

(h) Acting allowances will b treated as salary for provident fund
purposes.
(updated orl April 2013

() The rate of acting allowance takeffect on 1 September 2004.
(updated orl April 2013

In addition to notes (ai) (i) above, primary and primary special schools
should also notéhe following point:

() Leave exceeding 30 days or leave necessitating the grant of another
teacher to act as the Principal or deputy head for the whole or part of
his leave involves the forfeiture of the responsibility allowance for the
whole period of leave

C. $Special Education Allowance

The Special Education Allowance (SEA) will be payable to teaching staff who
are engaged irspecial educatiomluties and have completed thecognsed
special education trainirag follows:

1. The SEAhasceasd to be payabldo new recruits and existing teaching
staff who have not yet commenced their recsgphispecial education
training in the 2002/03 school yearThis is applicable to all teaching
staff of intensive remedial teaching programmes, integrated education

(
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progranmes and aided special schoo#blfreviatedas teaching staff of
special education hereundgpdated on 1 $¢ember 2008)

2. For the existing teaching staff gpecial educationiwho are in receipt of
the SEA or pursuing their studies in recagui speciakducation courses,
the following arrangements will apply:

(a) Teaching staff ospecial educationncluding Pmncipal | in the aided
sector who are in receipt of the SEA will retain an SEA of one salary
point above their substantive salary, provided thatsiln@ of their
substantive salary and the SEA should not exceed their maximum pay
point on their respective pay scale regardless of their existing pay
point, except in the circumstances specified in-gatagraph k)
below.

(b) Teaching staff ofspecial educan who have already reached the
maximum pay point in the 2002/03 school year will be allowed to
retain an SEA of one salary point above the maximum pay point.

(c) Teaching staff ofspecial educatiorwho have been pursuing their
studies in recogsed speciakducation courses in the 2002/03 school
year are, in principle, allowed to be paid an SEA of one salary point
above their substantive salary with effect from September of the
following school year on successful completion of the resaghi
special educatio courses, provided that they remain as teaching staff
of special educatian However, the sum of their substantive salaries
and the SEA should not exceed their maximum pay point on their
respective pay scales.

(d) Teaching staff ofspecial schoolswho are inreceipt of other
responsibility allowance are not allowed to retain the SEA with effect
from 1 September 2003.

3. The above arrangements will also be applicable to the existing teaching
staff of special education on transfer to anothieied school performg
the duties as a teacher in a special education programme or to another
aided special school without a breekservice, provided that the posts
they fill

(a) have been created in the 2002/03 school year, or

(b) are created after the 2002/03 school year duexpansion of classes
or with explicit permission of the Education Bureau for the
postholders to retain their SEA.

4. All teaching staff of practical schools and skills opportunity schools who
are in receipt of SEA will cease to receive SEA upon full niseasning of
their school.

D. All allowancesstatedin this Sectionare subject toeview by the Permanent
Secretary from time to time when necessangwill be treated as salary for
provident fund purpose.
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Section 8/ AttachmerA
Special Education Programmes irOrdinary Aided SecondaryPrimary Schools

1. In ordinary aided econdary schools, special education programme is
conducted as Integrated Education Programme.

2. Details of the special education programme cmbted in ordinary aided
primary schools are as folloves:

Size of Programme (a) The number of students in a special educ:
programme (currently known as Intens
Remedial Teaching Programme) for children \
learning difficulties is 8 15, except wh the
written permission of the Permanent Secretary;

(b) The Permanent Secretary may from time to
approve the ratio of students per programm
respect of such category of students in nee
special educational provision, as may seem to
necessy.

Ratio of Teachers The approved ratio of teachers to programme i

perProgramme ordinary primary school is 1 teacher per progran
These teachers will form part of the staff establishi
of the school.

Class Grant (@ A Class Granis made in regpect of the Intensiv
Remedial Teaching Programme and paid
monthly in advance.

(b) Items of expenditure which may be charged to
Class Grant account are identical to th
classbased items chargeable to the School
Class Grant.

Note Apart rom the above details, special education programme in aided primary
schools should be operated in accordance wélCtdeof Aid for Aided Schools

(updated on 1 September 2009)
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Section9
Administration Grant for Aided Secondar Schools

1. The Administration Grant is provided faided secondargchools to employ
administrative and janitor staff to meet their specific needfie Incorporated
Management Committee should be responsible for the appointment, dismissal,
salaries anderms of service of all staff employed with the Administration
Grant in accordance with all employment related rules and regudatiater
relevant ordinances. Expenditure on cleaning services of the school premises
by contract may also be chargeable ® #Administration Grant. The amount
of grant isnormally assessed on a per class basithe ratewhich is adjusted
annually in accordance with the movement of the Composite Consumer Price
Index,as announced in the relevant circular issued by the Penh&ecretary.

2. Calculation of administrative staff grant element and janitor staff grant element
in the Administration Grant per class is based on ribBomal posts in a
standard aided secondary school with 29 classes as $allow

(a) Administrative St#
Post
Secretary
Clerical Officer
AssistantClerical Officer
Typist
Clerical Assistant

U"I—‘I—‘I—‘HH|§

(b) Janitor Staff
Post
Office Assistant
Workshop/Laboratory Attendant
Workman |l

Z

13
3. The janitor staff grant element payable to a seconsiargol may be calculated
individually on an operating class basis or on a classroom equivalent basis

according to the janitor staff requirement for the school in relation to the
number of classrooms, special rooms, laboratories and workshops.
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Section10

Administration Grant /Revised Administration Grant for Aided Primary,
Special Schools and Boarding Section of Aided Secondary Schools

1. The Administration Granbr RevisedAdministration Grantis provided for
aided primary, speciadchools and the boarding section of aided secondary
schools for theemployment ofclerical and janitor staff to meet their specific
needsas followsi
(@) Administration Grant
For a school that has elected to receive the Administration Grant, the
salaries fo the clerical and janitostaff employed will be paid out of the
Administration Grant.  Thelncorporated Management Committee
should be responsible for the appointment, dismissal, salaries and terms
of service of these neteaching staffn accordance wit all employment
related rules and regulatisander relevant ordinances.

(b) Revised Administration Grant
For a school that has elected to receive the Revised Administration Grant,
the salaries of the janitor staff will be paid through the Revised
Administraton Grant, while the approved salaries of the clerical staff will
be paid through the Salaries Grant as provided under Sddlibof the
Code of Aid for Aided Schools The Incorporated Management
Committee shuld be responsible for the appointment, dssal, salaries
and terms of service of the janitor staifi accordance with all
employment related rules and regulasander relevant ordinances.

2. Schools are given an option to choose between the two GrargsoolSthat
opt for the Revised Administian Grant may opt for the Administration Grant
if they so prefer. However, he option once exercised in favour of the
Administration Grant is final and irrevocable.

3. Both theAdministration Grant and the Revised Administration Grant can be
used for procung ancillary services (e.g. the cleaning of the school premises)
by contract.

4. The clericaland janitor staff entitlementas shown at SectioriB for aided
primary schools and Section 1C for special schools, with rates set with
reference to thenid-point salary of an entitled clerical post and the maximum
point salary of the janitor post at the September 1999, lewvelusedas the
basis for calculating the amount of the Administration Grant, or Revised
Administration Grantwhere appropriate The rates & adjusted annually in
accordance with the movement of the Composite Consumer Price Index and
will be announced in the relevaritcularissued by the Permanent Secretary.

5. A school that opts for th®evised Administration Gramwill be required to
follow theguide to appointment for clerical staff shown at Secdion
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1.

Sectionll
Expanded Operating Expenses Block GrantEOEBG)

Purpose

The EOEBG aims at providingMC schoolswith more financial autonomy in
the deployment of fund®r educational purposes

Features

(@)

(b)

(€)

The EOEBGIs providedto aided schools the school year following their
establishment othe IMCs. More norsalary recurrent grants that are
formerly outside the Operating Expenses Block Grant (OEBG) are
included in the EOEBG The full list of constituent grants under the
EOEBG is set out in the EOEBG User GuideThe EOEBG includes
virtually all nonsalary recurrent grants to aided schp@ascept those
which are aehoc in nature, those which are currentlydenreview, and
those which are paid for very specific purpose on a reimbursement basis.
The demarcation between the General Domain and Special Domain
adopted in the OEBG is removed in the EOEB@h the exception of
some specified grants e.@apacity Bhancement Grant (CEG).The
EOEBG is provided as one block grant amtisols ardree todeploy the
funding flexibly.

Similar to the OEBG, chools may use the surplus under H@EBG on
items chargeable to oth&ducation BureauEDB) subsidies outsidené
EOEBG. In addition, schools may use the surplus to top ugemmnrent
expenss for projects approved/funded by tli#OB. However, schools
should not take out a large amount of surplus under the EOEBG-tgptop

a single project, which might affect tlogportunity for students to enjoy
other educational resources they are entitled 8ubject to certain limits,
schools may also use the surplus to top up recurrent expenses arising from
other governmenfunded projects, furniture and equipment and other
facilities or educational services acquired through private donations or
other fundraising schemes.

The computationand annual adjustment of provision of tBOEBG are
simplified andbased mostly on the numberagprovecclasses, except for
some schoaspecific grants School specific grants aggants that are of
special nature and only applicable to selected schools with special
circumstances. Thewill continue to be determined separatety
accordance with the prevailing criteapplicable to edcof these grants

Ambit

The EOEBG covers ambits of all its constituent grants. It can be used for
purposes related to teaching and learning, operation and development of the
schools For example, schools may use the EOEBG to cexgenditure
incurred from operating cost such éslephoneand electricity charges of the
schools procuremenbf consumables and teaching aid, condifctducational
programmes fortheir students, hiring of staff outside permanent staff
establishment,procurementof stores, furniture and equipment, cleansing,
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security and other necessary services. It can alsdepéoyedto finance
professional development fotheir staff and other educational purposes
endorsed by the IMCs.For employment of staff, all expenditure related
salaries, leave entitlement and statutory benefits such as Mandatory Provident
Fund (MPF), Long Service Payment and SeverancePayment can also be
coveredby the EOEBG. (updated orl Septembe2016)

4. Principles and rules on usages

(@) In exercising the #xibility in the use of resources;t®olsare required to
consider carefullythe intered of both studentsand staff The annual
provision of government subvention should be sufficient for schools to
cover all operating expenditureSchools should haveound financial
planning and good budgeting in witig government fundingn order to
meet the needs of current students as well as school development and
various policy priorities Schools are reminded testablish effective
financial management progges in order taleploy their resources in a
costeffective and timely mannemd toensure that expenditigéncurred
are reasonable and necessary for educational purpo¥eékile schools
may retain up to 12 montbgrovision under the EOEBG, they are not
expected to keep too much surplus without specific purposasurting
from the 2012/13 school year, schools may use the surplus of the EOEBG
for the payment of statutory holidays/annual leave arising from the
following types of specific ngpay leavé* for their staff remunerated
under Salaries Grantupdated orl Septembe2016

(i) no-pay sick/maternity/special tuberculosis leave (referred to qmpo
sick leave);

(i) no-pay study leave for attending educati@tated courses;

(i) no-pay leave grante due to poor health condition with medical
documentary proof; and

(iv) no-pay leave granted for alleviating the redundancy problem of an
individual school/schools under the same Sponsor (prior confirmation
from the School Development Officer concerneregpuired).

For nopay leave other than the above listed, schools should take own
responsibility to fulfill all statutory requirements including meeting any
possible expenditure out of ngovernment funds.

(updated orl April 2013

(b) Schools must not use tlpeovision to procure services or materials merely
to drill students for assessments. Expenditure on celebration,
entertainment, flower baskets, fruit baskets, wreaths and all other similar
items for ceremonial activities or tributes to other schoolsilshioe kept
to theabsoluteminimum. When procuring furniture and equipment items,

14 Prevailing procedures should be followed in approvingayp leave to staff in schools. Schools should
retain allsupporting documents for payment arising from the above specifiayndeave for record and
inspection, if required.

(updated orl April 2013
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schools should observe the principles of prudence and propriety in the
management of resources and have proper checks and balances to
safeguard the use of funds in view thfeir future development. In
addition, schoolsnustensure that any recurrent consequences arising from
exercising funding flexibility will be absorbed within the EOEBG or met

by school§own funds.

(updated on 1 September 2011)

(©)

(d)

In utilising the funding flexibility of the EOEBG, schools are requested to
take notice of the following:

() Schools should ensure that the total spending should be kept within
the amount of provision and avoid deficits as far as possible. Any
deficits arising should be borne theschool's own funds

(i) Subsidy will continue to be provided for Provident Fund/MPF
contributions in respect of janitors, clerical and other supporting staff
employed within the provision allocated for Administration
Grant/Revised Administration Graht

(iif) Surplus under theOEBG can be used to top up no more than:

8 50% of recurrent cost arising from governménided projects
e.g. maintenance fee for computers bouglth the Quality
Education Fundand

8 25% of recurrent cost arising from furniture asguipment and
other facilities or educational service acquired through private
donations or other funchising schemes.g. expenses on toner
for printers from private donations

In this connection, schoolare required tcestablish proper procedures,
objective criteria and clear approving authority for transferring the surplus
out of theEOEBG.

If schoolsdeploy the school specific grants such as CEG or Administration
Grant/Revised Administration Grant or provision of baseline reference
under the EOBG to employ staff, they should set aside part of these
grants/provision of baseline reference for the payment of Severance
Payment/Long Service Payméhts outstandingommitment In case

the funds are insufficient to settle the paymeohoolsmay depby surplus
under the EOEBG to cover the deficit. Schools should keep a separate
ledger for the Severance Payment/Long Service Payment and work out the
amount payable to each staff concernedher cessatiorof service.

15

16

Including Administration Grant for Additional Clerical Assistant for aided secondary schools.

(updated on Beptember 2016)

Separatesubsidies are provided to aided primary, aided secondary and special schools to magthe L
Service Payment for neteaching staff employed under Administration Grant/Revised Administration
Grant.
these staff following the prevailing procedures. As for aided secondary schools, the Severance
Payment of the noteaching staff should be paid through Administration Grawtjch is not
reimbursable.

Aided primary and specialhsmls may also claim reimbursement of the Severance Payment for
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(e) Schools are reminded that nreducation related expenditgras listed
below arenotallowed to be charged to the EOEBG:

(i) entertainment expenses such as lunch/dinner for staff not related to
discharge of dutié$

(i) fringe benefitévelfarefor staff, including housing benefits, provision
of food or food allowance, medical expensésavelling expense's,
etc;

(i) loans to staff or third parties;

(iv) administrative and management expenses, inclusktaries of staff
of the headquarters or otheerviceunits of theschool sponsoring
body;

(v) dondions; and

(vi) any other items announced via circular/circular memorandum issued
by theEDB from time to time.

In the event that expenditure is found improperly charged t&@EBG,

the EDB shallrequest the school concerned to explain the anomalies. In
the absence o&cceptableexplanation the school should make good such
expenditure by charging it to its own fundgupdated orl Septembe2016

Option for developing schools

For aided schools that are newly operated or in the midst of their development
stage and have yet to attain the full range of levels of classes, they may opt for
the method for the new schools or continue to adopt the method for the existing
schools when they establish their IMCsThe option is irrevocable.

Accounting arrangemés

Schoolsare required tieep a separate ledger to clearly record all the income
and expenditure chargeable to tR®EBG. While the demarcationof the

17

18

As a guiding principle, entertainment expenses such as lunch/dinner for staff should not be charged to
the EOEBG or any school funds account. However, under stlaged management, the IMC may
approve expenses on entertainment accordinghéonieeds and policy priorities of the school on
condition that the expenditures incurred are reasonable and necessary for educational purposes and met
in a costeffective manner. In this connection, the expenses in respect of breakfasts/lunches/dinners
incurred by school staff in relation to their discharge of duties in major school functions such as School
Anniversary Dinner, Parent Teacher Association Annual Dinner, etc. can be charged to the EOEBG.
Schools are required to avoid lavishness and to makgc@entious decision in providing such expenses.

The limits of such expenses per occasion and per head are $150 for breakfast, $350 for lunch and $450
for dinner with service charge and tips included. The IMC is required to provide full justifications i

the expenses exceed these limits.

The IMC may approve travelling expenses for teachers escorting students in study tours in relation to
their discharge of duties on condition that the expenses incurred are reasonable, necessary for
educational purpes and met in a cesffective manner. The expenses can be charged to the EQEBG
Schools should critically assess the necessity of providing related expenses and allocate appropriate
resources according to their needs and policy prioriti@hey are rerimded to follow established
processes in approving such expenses.

(updated orl Septembe2016
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General Domain and Special Domain is remowahoolsare advised tdake
into consideration thaschals may be required to report on the expenditure
specified for programmes under certain school specific grhkesthe CEG

As such, schoolsire also advised to keep separate-lsdger for all school
specific grants so as facilitate reportingrequirrments wherenecessary

7. Surplus retention

Schools may retain a maximumamount of surplus of up to 12 montés
provision of theEOEBG for thecurrentyear (excluding funds set aside as
outstanding commitment for the payment of Severance Payment/LongeServ
Payment for staff as mentioned in paragraptl) 4boveg. The Permanent
Secretarymay under exceptional circumstances agree that individual school
can retain surplus in excess of this level.

8. Accountability

(@) The implementation athe EOEBG gives schals greater autonomy ithe
deployment of resourcesnd, in turn, the delivery of education to their
students The quid pro quo teuchautonomy is that schools have to be
more transparent and accountable to the community for their performance
and the useof funds. Schools must establish aaccountability
framework under whichhere aresufficiert checks and balances to guard
against any untoward developmentsiwo of the key elements of a
proper accountability framework are sch@ols i n t e-negulatbn arsle | f
externalmonitoring. Self-regulationtakes place through annual planning,
budgeting regular financial reportingand review by the school
themselves (updated orl Septembe2016

(b) For external monitoring, schools areequired to disclose finaneil
information properly in their Annual School Plan ah@ annualSchool
Report,which areto be uploadednto the website of the schoolsin
addition, the IMCs are alsorequired to submit to th&DB their annual
accounts includinghe information as regjired by theEDB, which will
have been audited by artified public accountant(practising) as defined
in the Professional AccounterOrdinancegCap. 50).

(c) An IMC of a schoolis responsible forthe proper management,
administrationand operation of theschool It handles funds and assets
received from the Government in the capacity of a trustdderefore, it
is obliged tohold accountale for any improper use of public resources.

For furtherdetails, please refer to the reference materials on EQiBéadedonto
the EDB website (http://www.edb.gov.hk A  School Administration and
Managemenf, Financial Mamagemensy General Financd, Reference Materials
on E/OEBG and CFEfa&and the relevant circular

(updated orl April 2013)



http://www.edb.gov.hk/

Compendium to Code of Aid for Aided Schools (Relea&8&d).i Section 12 171

Sectionl2
Teacher Relief Grant (TRG)

1. Purpose

The TRG aims at simplifying the administrative procedure for appointing
supply teachers to replace teachers on leave and providing flexibility for
schools to opt to obita a cash grant by freezing up to 10% of their teaching
establishment in aided schootstablished with IMCs Schools will have
enhanced financial support and autonomy in plannihgir manpower
deployment, organising staff professional development amdest learning
activities, and employing staff of various d@mes.

2. Features

(@) An annual recurrent cash grant under the TRG is provided to each IMC
school to cover approved leave of eligible teacheWith the TRG,
schools are no longer required topbpfor reimbursement otupply
teaches for teachers on leaVasting for less than 30 daysSchools are
allowed toclaim reimbursementrom the EDB for appointing supply
teachers for regular teachers oraternity leave, sickeave and other
approved leee lasting for 30 days or more. For leave of 30 to 89 days,
daily-rated supply teachers can be reimbursed. For leave of 90 days or
more, monthly term temporary replacements can be resetu

(b)  With the consent of the IMC, majority of teachers and paiardgdvance,
schools may opto obtain a cash grant by freezing up to 10% of their
approved teachingstablishmenwith enhanced rates of computation.

In this connection, the existing arrangement of Substitute Teacher Grant
(STG) is replaced bthe TRG for IMC schools.

3. Ambit

Schools can use the TRG to appoitéemporary supply teachers or
teachingrelated staff. They can also have full flexibility in using the TRG to
procure educatiorelated services or employ other sthie social workers,
educationbpsychologists, professional tutors for caregented studies, etc. to
meet their schodbased needs and requirements of the various new initiatives,
including the new academic structure for senior secondary educatfothe

TRG is used for employmenf staff, expenditurelike salares contribution to
Mandatory Provident Fund, and any statutory benefits conferred by the
Employment Ordinancshould be met by the TRG.

4. Principles and rules on usages

Similar to theEOEBG, schools should ensure thia¢ texpenditure incurred is
reasonable and necessary for educational purposgsonsider carefully the
interests of students and staffSchools should ensure that the total spending
be kept within the amount of provision and avoid deficits as far asbpmss
Schools may use the surpluederthe EOEBG to bp upthe TRGin case of
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deficit. If there is still unseled deficit,ithas o0 be borne by t hi
funds.
(updated orl April 2013

5. Accounting arrangement

(@) The annual recurrent cash grast provided on a quarterly basis
September, November, February and MaVhe optional cash grant is
released to schools on a claim basis and payments are also on a quarterly
basis.

(b) For reimbursement of daHsated supply teachers to replacegular
teachers ommaternity leave, sickeaveand other approved leavasting
for 30 daygo 89 daysschools shouldise theclaim form(EDB Form No.
110) available at the EDB website Http://www.edb.gov.hk”A School
Administration and Managemend, Financial Managemen®y, General
Finance A TRG for Schools with an Incorporated Management
Committe@. For appointment of temporary teachefsr regular
teachers taking leave of 90 days or mamemonthly termschoo$ should
submit appointment form available at the EDB website
(http://www.edb.gov.hk” TeachersRelatedA Appointment & Related
MattersA Appointment Matters).

(c) Schools wishing to apply for the optional cash grant for freezingiteach
posts should use the claim forravailable at the EDB website
(http://www.edb.gov.hk”A School Administrationrand Managemeng
Financial Maagemen#, General Financé, TRG for Schools with an
Incorporated Manageme@obmmittes.

(updated orl April 2013

6. Surplus retention

(@) Schools will be allowed tcaccumulatesurplus up to threg¢imes the
annualprovisionof the TRG in the year in which tlygantis provided.

(b) Surplus of the TRG cannot be transferred aud aannot be used for
purposes outsidef the TRG. The TRG reserve must be kept separately
for control and audit purpose. Transfer between the reserve accounts of
the EOEBG and TRG as to bypass the permitted surplus level for each
account is strictly praibited.

7. Accountability

(@) Schools receiving th€RG should include in their School Report thee
of the TRGwith reference to their own situation and schibatedargets.
Schools should keep a separate ledger account to record all income and
expenditue chargeable to tHERG

(b) The IMC of a school is obliged tbold accountabldor any improper use
of the public resources including the TRG.
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(c) IMC schools are reminded to follow the rules and regulations on
procuremenprocedures as stipulated in EDBC Mé2013if they utilise
TRG for the procurement of educaticglated services.

(updated on 30 April 2033

Forfurtherdetails, please refer to the reference materials on TRG uploatiethe
EDB websiteat http://www.edb.gov.hkA School Administratiorand Management
A Financial MaagementA General FinanceA TRG for Schools with an
Incorporated Management Committee

(updated orl April 2013
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Sectionl3
Non-Recurrent Grants

A. Nonrecurrentsubsidy forfurniture and equipment itemsot covered under
Expanded Operating Expenses Block Gr&@QEBG)

1. Separate norecurrent subsidymay be provided for furniture and
equipment (F&E) itemsot covered under EOEBfer i

(&) School Administration ashManagement System;

(b) replacing standard F&E items lost in natural disaster, burglary, theft,
fire etc;

(c) reprovisioning or redevelopment of and extension to an existing
school administered under the terms of this Code of Aid; and

(d) new initiatives

2. Application for provision of the above neacurrent subsidy will be
announced througtircularfrom time to time.

3. Schools will benotified individually in writing by the responsible Section
of the Education Bureaof the gran(s) that hadiave been appved the
amount of provision and the due date for requesting the
payment/reimbursement of the subsidyschools should then proceed
with the procurement exercise as soon as possible in accordance with the
fiGuidelines orProcuremenProcedures in Aided 800l as detailed in
the School Administration Guide and relevant circuldrscircular
memorandums force.

4. Paymentand accounting arrangemepfsnonrecurrent F&E subsidy

(@) The arrangements for paymerit reimbursementof approved
nonrecurrent F&E shbsidy to aided schools arset out in the
respective approval letters to individual schools.

(b) Schools should record the income and expenditure separately for the
nonrecurrent subsidy under F&E Account fiodividual projects in
accordance withthe appoval letter The F&E items purchased
should be recorded in the Fixed Assets Regissehools should
observe the requirements laid down in the relevant Circular
Memorandum o nnual Accounts of Aided Schools.

5. Schools should ensure thdtetincome and expditure of all approved
nonrecurrent subsidyshould beproperly recordedin the appropriate
account booksvith all receipts and invoices in respect of the purchases
beingkept in the school for audit inspection purposes

(updated orl Septembe2017)

B. Major repairs angrojects of 80 million and below

1. Requests for subsidy towards the cost of itamsespect of internal/
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external/ structural repair waosk costing $8,000 (for secondary
schools)/$3,000 (for primary and special schoals) above must &
submitted to th€EDB via the appropriatehannel as detailed ithe call
circular issued annually to schools. The completpdlicatiors should
reach theEDB not later than the specified date.

2. In making their application of works, schools will have dpecify the
location and details of works to be done without giving the estimated costs
and state the reasons why twerk requestsare needed. Applications
from schools will be processed in accordance with pgireceduresfor
major repairs in respect osate and noestateaidedschools as detailed
in the School Administration Guide.

3. Subject to theavailability of funds, he EDB will inform schools of the
approved projects

4. Schools should notimat
(a) For Estate Schools

(i) All approved repair works wilbe carried out by maintenance
term contractors supervised by the term consultants appointed by
the EDB.

(i) For items involving works in a neschool portion, the school
should state clearlywhen submitting the application Normally,
the term consultantsill not be responsible for any works on
nonschool portion which is separately identifiable from the
school portion. The term consultants will only undertake works
in a nonschool portion when it is inseparable from the school
portion at which approved repawvorks are to be carried out.
Prior to commencement of works in the rsmhool portion, the
Incorporated Management Committee of the school is required to
agree in writing the scope of work and to pay the necessary costs
with an on cost at prevailing tea charged for the works in the
non-school portion.

(i) The IncorporatedVianagement Committeeas building tenants,
should be responsible for the safety and soundness of their
buildings. Theerm consultant appointed by the EDB, acting in
its role as worksagent, would be responsible only for the
sufficiency of the actual repair work projects undertaken by them.

(b) For nonestate schools

(i) For approved projects costing $2 million or below, the term
consultants appointed by the EDB will approach individual
schoos direct to discuss the details and arrange for the works
programme. For approved projects of estimated cost exceeding
$2 million each, the professional officers of the Architectural
Services Department (ArchSD) will then approach individual
schoosto arrange for the works programme.
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(i) For items involving works in a neschool portion, the school
should state clearlwhen submitting the application Normally,
the term consultants/ ArchSD will not be responsible for any
works on norschool portion wtah is separately identifiable from
the school portion. The ArchSD will only undertake works in a
nonschool portion when it is inseparable from the school portion
at whichapproved repaiworks are to be carried out. Prior to
commencement of works in theonschool portion, the
Incorporated Manageme@ommitteeof the school is required to
agree in writing the scope of work atalpay the necessary costs
with an on cost at prevailing rate charged for the works in the
nonschool portion.

(iif) Deed of Covenant

Where capital works exceeding $0.5 million is to be carried out
in school buildings erected on private land, the trustees or legal
representatives of the sponsor must execute under seal and
register by Memorial in the Lands Department a Deed of
Covenant wheh shall contain such provisions as the Permanent
Secretary may require, and shall in particular provide the
following i

8 That the premises will be used solely for approved
educational purposes or other purposes approved by the
Permanent Secretary.

8 That the school will be managed in accordance with the
Education Ordinance and its subsidiary legislation and the
Code of Aid forAided Shools.

8§ That if the trusteesor legal representatives of the sponsor
should at any time desire to be released from the forggoin
obligations, or if for any reason the school ceases to be
accepted by the Permanent Secretary as an aided school, the
trustees or legal representatives of the sponsor may be
required to repay the whole amount of grant to the
Government or an equitable gportion of such grant as
assessed by the Government.

8 That in the event of any breach or Aeerformance of any of
the terms, covenants and conditions contained in the Deed of
covenant, it shall be lawful for the Government teenger
upon the lot and theschool without the payment of any
compensation whatsoever.

(updated orl Septembe2016)

C. Grantfor Capital Cost for Buildindfor projects exceeding3® million)

1. Subject to funding and policy, the Permanent Secretary may approve
nonrecurrent granttowards the capital cost for the extension or



Compendium to Code of Aid for Aided Schools (Relea&8d).i Section 13 177

redevelopment of existing school premises.

2. The application for the grantor capital cost for buildingby the
IncorporatedManagement Committee (the Applicant) should give full
justification for the proposaincluding the proposed scope, the estimated
cost, and the amount the Applicant will contributén addition the
Applicant must state in its application whether it intends to carry out the
project by private contract under government subvention. Tmicant
should state whether a grant of site is required from the Government or
whether the proposed project is to be built on land already available. For
a proposed project on private land, the Applicant should check with the
relevant District Lands Oife that the lease conditions of the land will
permit the proposed development. A statement regarding the land title,
signed by the trustee or the legal representative of the grantee should be
forwarded with the proposal the Permanent Secretary for deration.

This statement should show the location, lot humber of the areas to be
used. All expenditure prior to notification in writing ltye Permanent
Secretary of the approval of the mmturrent grant will be the sole
liability of the Applicant.

3. Consideration and approval for nroecurrent grantare subject to the
conditions set out bthe Permanent Secretary. Funding consideration is
subject to resource allocation and the Finance Committee of the
Legislative Council. The proposed project ddobe carried out in
accordance with the requirements of the prevailing subvention policy and
conditions set out by the Permanent Secretary.

4. Non-subvented portion if required by the Applicant may be included in the
project subject to approval by the Rement Secretary even when the full
cost required, including consultancy and construction, etc., for the
nonsubvented portion is borne by the Applicant. Such-sudwented
portion and the related cost will not be eligible for recurrent or
nonrecurrent absidy from the Government.

5. Subject to justification for the proposal, the Permanent Secretary will issue
a project definition statement to the Works Agent for feasibility study and
follow up action. The Permanent Secretary will issue the project
definition statement direct to the Applicant opted to carry out the project
under private contract. Under this se#livery mode, the Applicant will
be responsible for preparing a Technical Feasibility Statement for
submission to th&DB for comment and appval.

6. Upon written approval of the Technical Feasibility Statement and
confirmation to proceed with the ptender works, the Applicant can
obtain technical and fee proposals for architectural and associated
consultancy services and quantity surveyoogsultancy services. Only
registered consultants should be invited for tender and the invitation
documents should be forwardedbe Permanent Secretafgr comment.

7. The Applicant should submit recommendations for appointment of
consultants to the dPmanent Secretary for approval on the
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10.

11.

12.

13.

recommendations othe ArchSD. The technical proposal and fee
proposal are to be kept distinctly separated. Any opening of fee
proposals prior tathe EDB/ArchSD examination of the technical marking

will immediately invalidate the tender or disqualify the tender from
subvention. The recommended technical and fee proposals should not be
accepted until written approval is given by the Permanent Secreflng
Applicant should also submit tender documents for varioestemder
works like site investigation for approval before commissioning the
contracts.

The Applicant should only proceed into the poshtract stage upon the
written notification of the Finance Committeéunding approval. Prior

to issue of tendefor construction work, the Applicant should forward a
list of proposed tenderers together with the draft tender documents for
ArchSD& comment and approval thePermanent Secretary

For postcontract works, a minimum of ten tenderers should be uhtde
tender. The Applicant should require the tenderers to deposit their
tenders into the Public Works Tender Board (PWTB) Tender Box. In this
regard, the Applicant should give advance notice to the Secretary of the
PWTB of the works and the tender clogidate. The tender closing date
and time must be set at noon on a Friday not being a public holiday.
Upon receipt of tenders, the Applicant will be informed by PWTB for
collection of tenders.

The Applicant should submit the tender recommendatiaihaédDB for
approval. It should be noted that without exceptionally valid
justifications, the Applicants required to accept the lowest complying
tenders. The Applicant must not accept any tender unless there is prior
approval fromthe Permanent Secrata The school shall be liable for all

the consequences of accepting tenders in excess of the approved project
estimates without prior approval from t&®B.

Any financial commitment accepted without the prior approval of the
Permanent Secretary shia# the sole responsibility of the sponsor.  After
the Permanent Secretary has given approval for the recommended tender,
the Applicant may arrange for the signing of the contract and the
commencement of construction work in accordance with the terms of th
contract. A copy of the signed contract should be submitted t& DB

for record.

When a project is not fully financed through the capital subvention, the
school should use up its agreed contribution or any other payment
arrangement as referred tm the Letter of Approval (excluding
contribution to provide furniture and equipment, if applicable) before
requesting payment of the subvention. If the total tender price is higher
than the estimated construction cost of the school as referred to in the
Letter of Approval, the school should also absorb the difference according
to the payment arrangement as stated in the Letter of Approval.

Where the new building or extension is to be erected on private land, the
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14.

15.

16.

17.

trustees or legal representatives @& #iponsor must execute under seal and
register by Memorial in the Lands Department a Deed of Covenant which
shall contain such provisions as the Permanent Secretary may require, and
shall in particular provide the following:

(@) That the premises will besed solely for approved educational
purposes or other purposes approved by the Permanent Secretary.

(b) That the school will be managed in accordance with the Education
Ordinance and its subsidiary legislation and the Code of Aid.

(c) That if the sponsorh®uld at any time desire to be released from the
foregoing obligations, or if for any reason the school ceases to be
accepted by the Permanent Secretary as an aided school, the sponsor
may be required to repay the whole amount of grant to Government or
anequitable proportion of such grant as assessed by the Government.

(d) That in the event of any breach or Aoerformance of any of the
terms, covenants and conditions contained in the Deed of Covenant, it
shall be lawful for the Government to-eater uponthe lot and the
school without the payment of any compensation whatsoever.

Payment of capital subvention to a school is subject to the conditions
stated inthe Letter of Approval issued by the Permanent Secretary to the
school receiving the subventioninterim payment of building grant may

be requested after the agreed contribution of the school towards the
building cost has been fully expended. Requests for payment by the
Applicant must be supported by properly receipted bills and where an
architectis employed, by the architect's certificate to the effect that the
work for which payment is claimed, has been satisfactorily completed.
Where circumstances justify e.g. the original receipts, invoices or
certificates submitted are found not acceptathiie,Permanent Secretary
could cease to make payment of subvention to the school and the school
shall repay partly or fully the subvention received if requiredthy
Permanent Secretary.

The final submission of original invoices and receipts for wehauld be
made tothe Permanent Secretary within the Period of Final Measurement
as stated in the building contract (usually 12 months from the date of
practical completion of the project). Under normal circumstances, the
account of the project should lséosed as soon as possible and in any
event within three years from the handover of the completed school
building.

Current consultancy guidelines mandate Bills of Quantities. It should
also be noted that all materials and workmanship for any works Ineun
accordancewi t h t he | at e sGeneak 8pedificabon foro f t
Bui | dpublisheddy thérchSD.

For projects of $0 million and below, please refer part B of thissection
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The above serves the purpose of a general guide whithevilevised from
time to time in accordance with the prevailing policy and practice.

(updated orl Septembe2016)



