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Purpose of the Code
Interpretation

Director may ddegate
powers

Management of aded
Specid schodls

Director may gppoint
additiondl managers

1.

2.

3.

4.

INTRODUCTION

(@ This Code of Aid prescribes the rules and conditions in
accordance with which the Government of the Hong
Kong Specid Adminidrative Region promotes specid
education by means of grants to such spedd schoals as
may be gpproved for this purpose by the Director of
Education.

(b) In this Code of Aid, # ovenmat” means the
Govenmat of the Hong Kong Spedd Adminidrative
Region; ¥director” meansthe Director of Education.

(© A spedd sthod means a schod with or without a
boarding section which provides educaion suitable for
pupils in need of specid education provison, and which
has been gpproved by the Director for this purpose.

(@ A Deputy Director of Educdion may exerdse awy
function of the Director under this Code of Aid.

(b) The Director may authorize any officer of the Education
Depatment to exerdse any function of the Director under
any provison of this Code of Aid.

A specid sthodl in receipt of aid under the terms of this Code of
Aid dhdl be managed and conducted in accordance with the
provisons of the Education Ordinence and of subsdiary
legidation made under that Ordinance, and in compliance with
the provisons of this Code of Aid and such indructions
concerning aded spedd schoals as the Director may from time
to timeissue An adminidraive guide for aded specid schoals
isa Appendix 1.

If it appearsto the Director -
(@ that aschodl isnot bang managed satidfectorily or thet the

education of the pupils is not being promoted in a proper
meanner; or

Nov. 98 (R)1
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Director of Auditandthe 5.
Commissone Agand
Corruptionto haveright

of accessto records and
acoounts

Govenmeantt ad ad 6.

feesto be cdculated
S0 asto enable specid
schoolsto provide
education of an
acceptable sandard

Aidtoconss of grants 7.
of specified kinds

(b) that the compogtion of the Management Committee of a
schoal is quch that the schodl is nat likdy to be managed
sidectorily, or is such that the education of the pupilsis
nat likely to be promoted in a proper manner; o

(¢) tha for any reason aschool has no manager,

he may gppoint one or more persons to be additiond managers
of the schodl for such period as he thinksfit.

As a condition of grat, the Director of Audit and the
Commissoner Againg Corruption or any officer duly authorized
by them may, if they condder it necessary in the public intered,
have access to the records and accounts of a school in receipt
of ad under the terms of this Code of Aid and to the records
and accounts of any contralling or any other agendies to which
money from the schod is diverted which is directly or indirectly
involved with the expenditure of public money, or spedd funds
esablished for educationd deveopment out of income of such a
schodl derived othewise then from government grants.  In this
connection, the gaf of a schodl or of any contralling or any
other agendes to which money from the schodl is diverted will
be obliged to explan to the Director of Audit and the
Commissoner Agand Corruption or to ther authorized
representaives, any métter rdating to the recaipt, expenditure or
cugtody of money for which the schod or any contralling or any
other agendes to which money from the schodl is diverted or
both are accountable in the public interest.

GRANT OF AID TO SPECIAL SCHOOLS

The kinds of grant necessary to cover the normd expenditure of
an aded specid school shdl be cdculated in such a way thet
such grants together with the income from tuition fees and
boarding fees, in those schools where such fees are chargegble,
should in generd be aufficent to enable an aided specid schoadl
to provide education of a sandard acceptable to the Director,
ubject to the provisons of this Code of Aid.

Nov. 97 (R)2
Aid to specid schools may consst of one or more of the
following grants:
(& Recurrent Grants-

i) Sdaries Grant
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Director to determine
grants

Powers of the Director
to reduce or withdraw
grants

8.

0.

(b)

(©

@

(b)

@

i)  Adminigration Grant
i) School and Class Grant
Iv)  Rent and Rates Grants

V) Rexource Materid Grant for visudly impared
children

vi)  Traveling Grant for resource teachers for visudly
impaired children

vi)  Specid Grant for Supportive Remedia Service
viii)  Boarding Grant

iX)  Lift Maintenance Grant

X)  Activity Grant for schoolsfor socia devel opment
Non-recurrent and Capital Grants

Recurrent and Non-recurrent Grants for curriculum
development

The Director shdl, after making such inquiries as he
consders necessary, determine to which specia schools
grants are to be made, and shdl determine the kind and
amount of grant to be made to each such schoal.

The Director may withdraw a grant whally or in part if he
is satisfied that the specid school to which the grant was
made is no longer in need of such grant or part of such
gran.

The Director may, if it appears to him tha the
Management Committee is not managing the specid
school satifactorily, or that the education of the pupils
IS not being promoted in a proper manner, or that the
class dructure is not being

Nov. 98 (R)2 & (A)2



CODE OF AID FOR SPECIAL SCHOOLS (VOLUME I) 4

Grantsto berefunded in
catan drcumstances

10.

()

©

@

(0)

organized in such a manner as may be determined by the
Director from time to time in accordance with Section
11(b) below, reduce or withdraw any grant mede to such
schodl. The Director shdl cause anatice in writing to be
sarved on the Management Committee of such spedid
schoal, setting out the grounds on which it gppears to him
thet the specid schodl is not being maneged stifactorily,
or that the education of the pupilsis nat being promoted in
a proper manner, or that the dass dructure is not being
organized in accordance with Section 11(b) bdow; ad
giving formd warning thet consderaion is being given to
reduction or withdrawd of grants

If, &fter a period of three months from the dete of the
notice ecified in (), the Director is stidfied thet the
Management Committee is not maneging the specid
schoal stidfactorily, or thet the education of the pupilsis
nat being promoted in a proper manner, or tha the dass
dructure is not beng organized in accordance with
Sction 11(b) bdow, he sdl cause anatice in writing to
be sarved on the Management Committee of the specid
schoal, dating his intention to reduce or withdraw the
grant & the termination of a period of three month from
the date of such notice

Notwithgtanding (a) and (b) above, the Director may, in
ca=s where he is tidied that there has been srious
finandd irregulaity, reduce or withdraw any grant as he
deams fit. The Director may require the Management
Committee of such specid sthoodl to refund to the
Government dl building, spedid expenditure or recurrent
grants recelved, or an equitable proportion of such grants
as as=sd by the Government.

If the Management Committee of a specid schodl wishes
to cease to manage and conduct the school under the
terms of this Code of Aid, it shdl give to the Director
threemonths' natice in writing of such intention, and may
be required on the termination of such three months
natice, to refund to the Government dl Recurrent and
Norrecurrent Grants or an equitable proportion of such
grants as assesd by the Government.

The Director may, if for any reason a spedd school
ceasess to be granted ad under the terms of this Code of
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Aid, require the Management Committee of such school
to refund to the Government dl Recurrent and Non-
recurrent Grants recaived, or an equitable proportion of
such grants as assessad by the Government.

Director to gpprove 11. (@ No additiond ad sl be gratted in respect of the

expandon expandon of an aded gpedd school, unless such
expangon has recaved the goprovd of the Director in
writing.

(b) The dass dructure of the pecd schoal shdl be such as
may be determined by the Director from time to time in
the light of public interest and with due regard to the
accommodation and fadlities avaldde in the schod and
after full conauitation with the Management Committee

Substriptions
Director may dlow 12. (@ The Director may permit a spedd sthodl to charge
ubscriptionsto be substriptions for expenditure on school and educationd
charged needs goproved by him.  The amount of such
subscriptions in eech spedid school shal be subject to the
aoprovd of the Director.

(b) However, no subscriptions should be charged in Pimary
Classes and in Secondary I-lll as a result of
implementation of free primary and junior sscondary
education, except in very spedid cases with the gpprovd
of the Director.

(© A spedd sthod may not trander income aisng from
subscriptions to any other body, or to a fund separatdy
kept by the gponsoring body for educationd deve opment
or any other purpose unless such trander has been
aoproved by the Director and his gpprovd natified in
writing.

Method of payment of 13.  Unles othawise permitted in writing by the Director, the

ubstriptions anount of subscriptions shdl be odllected in ten equd
ingaments payable on or after the firgt schodl day of each of the
months September to June indusive provided that Supervisors
may if they wish require payment of the September indament
not earlier than 1 Augus.
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Incometo be used for 14.

providon of faglitiesin

the school
Acoceptance of 15.
donetions
Other incometo be 16.

taken into account

@

(0)

@

(0)

The income of a spedid school managed and conducted
under the terms of this Code of Aid, whether derived from
grants, fees, subscriptions or any other source other than
donations, dhdl be expended only on the provison of
approved educationd fadilities and adtivities to the benefit
of pupls and goproved exiding commitments in such
soecid school, and shdl not be used for any other
purpose unless with the gpprova of the Director, natified
inwriting. Where the judtification for expenditure rets on
exiding obligations and commitments written covering
goprova mugt be sought from the Director.

In specid schools where no fee is charged, dl income
from non-government sources shl be placed in a Generd
Fund and shdl, unless the Director shdl have othewise
determined, be expended only on such purposes as the
Director shdl have gpproved.

The Management Commiittee of a gpedd sthodl should
seek prior gpprova of the Director before accepting
donations which may invalve annud recurrent expenditure
ether from the Government or school funds The Director
should be advised that a donation has been made even if
his prior goprovd is nat reguired.  All such income mugt
be properly reflected in the SubstriptionsGenerd Funds
Account and reported quarterly.

The Management Commiittee of a gpedid sthodl should
note that before donations are accepted it mug be fully
sidfied thet there is no connection between the donetion
and any sudentf® sanding or possible future ganding in
the specid schodl and thet the offers of donations from
commerda concerns cannot be interpreted in any way as
inducements

Where an aded specid schodl with the written permisson of the
Director operates a non-aided schodl in its school premises, or
lets any part or dl of its premises for any purposes, the rentd or
profit S0 recaived shdl be credited to the school accounts in
such proportion asthe Director may determine.
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SurplusesDefidits

Surplusestobecaried  17.

forward and deficitsto
betransferred

@

()

If in any year there is a surplus in the Adminigration
Grant, School and Class Grat, Boarding Grart,
Resource maeid Grat and Travdling Grant for
Resource Teachers for visudly impaired children, it shdl
be carried forward in the respective accounts. However,
if thereisanet defiat after taking into account any surplus
brought forward from the preceding year, it shdl forthwith
be trandared to the Subscriptionsd Generd Funds
Account at the end of the accounting year, or the financid
year asthe case may be.

A <hod will not be pamitted to retan in the
Adminigration Grant Account a surplus in excess of three
months provison and in the Accounts for the School and
Class Grat, Boarding Grant, Resource Maerid Grant
and Travdling Grant for Resource Teachers for visudly
impaired children, a surplus in excess of sx months

provison cdculated & dandard current raes  The
urplusss in excess of the pamitted levd will be st off
agang grants payable to the schoal on an annua besis

RECURRENT GRANTS

SHaies Grat

Sdaies Grant to cover 18.

goproved dariesless
aoproved fees

Powers of the Director
to reduce or withdraw
SHaiesGrat

Schoolsrecaving

@

()

©

Nov. 98 (R)3

The goproved Sdaries Grant will be paid monthly and will
congg of the gpproved daies for dl teaching gaff and
dl other 4aff employed in accordance with the terms of
this Code of Aid less the income from gpproved fees. To
reconcile the grants dready pad out with the actud
goproved  expenditure, adjusment of over or under
payment may be made from time to time, but the find
adjusment for the acoounting year, or the finandd year as
the case may be will be made ater the submisson of
audited annud accounts.

The payment of Sdaies Grant in regpect of daff
spedificaly provided for a paticular purpose will be
dependent on the effective carrying-out of that purpose.

For schools tha have dected to recave the
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Adminigration Grant

Director to gpoprovefees  19.

Method of payment of
fees

Head may gpprovefee
remisson

Approved
esablishments

Approved sdary scaes
and dlowances

Dae of commencamant
and of cessation of
Aaiesof gaf

20.

21.

22.

23.

24,

Adminigraion Grat, the daies for the deicd ad
janitor gaff will be paid out of the Adminigration Grant.

Tuition fees and boarding fees charged in a spedid schoadl which
isin receipt of ad under the terms of this Code of Aid, hdl be
subject to goprovd by the Director. Standard fees for aded
gpecia schools are dated at Appendix 2.

(@ Unless atherwise permitted in writing by the Director, the
tuition fees ddl be cdlected in ten equd inddments
payable on or after the fird schodl day of each of the
months September to June indugve provided that
Supervisors may if they wish require payment of the
September Ingament not earlier than 1 Augud.

(b) Unless othewise pamitted in writing by the Director,
boarding fees shdl be collected on or ater the firgt school
day of eech month during which the pupil isresdent in the
specid sthoal.

The Head may gpprove the remisson of feesin respect of pupils
in need, and hdl mantain a regider of such remissons. The
pamitted levd of fee remisSon is st out & Appendix 2
However, goprovd may be sought to vary the levd of fee
remisson in goedd cases.

Approved establishments for teachers and other 3aff are shown
a Appendix 3.

Expenditure on account of sdaries and dlowances will be
dlowed for grant purposes a the rates laid down a Appendix 4
or as otherwise goproved by the Director.

HHaies of dl gaf shdl normadly commence from the date of
asumption of full duties and shal normaly ceese immediatdy
dter the lag day of peformance of full duties, except as
provided for a Appendix 8.
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Increments may be
granted or withhed

Director may gpprove
increments for
experienceon
gppointment

25.

26.

@

()

@

Increments in dary for gt will normaly be given by the
Management Committee of agpedid schod when they fdl
due. Increments for part-time teachers will be based on
the due proportion of the full-time scae, and will be given
on an annud baaswhen they fdl due

When it gopears to the Management Committee of a
spedid schodl in recaipt of ad under the terms of this
Code of Aid, thet the service of amember of the Saff has
been unsatidectory, the Management Committee may,
ubject to gpprovd by the Director, withhold an annud
increment.  In such casg, the Managemeant Committee
ddl natify the Diretor in writing of its intention to
withhold the increment and its reasons for so doing, and
ghdl natify the member of gaf in writing of itsintention to
withhold the increment.  Such natification to the Director
and to the member of gaf Sdl normaly be given three
months before the incrementd date.

On gppointment to an aided specid school, ateacher shdll
recave incrementd credit for full-ime or pattime
previous teeching experience on the bads of one
incremat for each year of full-time savice or the
equivaent in aggregated part-time servicein -

i)  agovenment schod;
i) anaded schodl;

i) an ass3ged private school on or after 1 January
1966; or

Iv)  aprivate school on or after 1 September 1971

Savice in assded private schools prior to 1 January
1966 and in private schools prior to 1 September 1971
dhdl be credited on the bags of one increment for two
years full-time sarvice or the equivdeant in an aggregaed
pat-time savice Only pos-qudification experience
which is supported by documentary evidence ad
acoeptable to the Director dhdl be counted for the
purpose of increments. Sarvice in schools outsde Hong
Kong dhal be assessad for the purpose of increments at
the discretion of the Director and increments may dso be
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(0)

awarded for goproved training as shown a Appendix 5.

Incrementd  credit for experience on gppointment in the
caze of other professond gaff of agpedid school may be
awarded in accordance with the above principles, where
goplicable.
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[nducement Allowance

Classfication of S&ff
in goedid schodls

[nducement Allowance

27.

Subject to the agoprovd of the Director, an Inducement
Allowance may be granted to qudified teechers unqudified
teachers or supply teaches on a monthly beds who ae
gppointed to aded specid schoals in remaote aress in the New
Teritories  The dlowance will be in accordance with the
goproved rate and digible teachers gppointed on part-time bass
will be pad a apro-ratarate.

Classfication of Steff

28.

For the purpose of Sections 29-39 of this Code of Aid, with
regard to leave conditions and replacement daff, $af in specid
schools are dasdfied asfollows:

@

(0)
©

Teachars

All g&ff in the teaching grades, induding heed teachers
teachers assding in gpeech thergpy (TAST), resource
teachers, mobility indructors, low-vison traning teechers
and workshop teachers (WT).

Laboraory Technidans

Non-teaching saff

)

Soedidig ddf induding sthool socid workers,
goesch thergoids, physotherapists, occupationd
therapids, occupationd  thergpid  asddants,
educaiond psychologids, nurses  wardens,
aSdat  wardens, houseparents-in-charge,
houssparents, programme workers and bralling
gaff.

Non-specidig daff induding deks deicd
assdants, atisans, workshop atendants, specid
drivers, motor drivers, cooks, watchmen, janitor
Saff and teacher asagants.

Nov. 97 (R)3
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Leave

Pad 9ck leavead 29. (@ The Management Committee of an aded specid school

maenity leave may, ubject to the gpprovad of the Director, grant pad
9k leave to teachears laboraory technidans, and
seddig daf employed in the school. The rules
governing uch leave are as shown a Appendix 12.

(b) The Management Committee of an aided gpecid school
may, ubject to the gpprovad of the Director, grant pad
goecid tuberculoss leave to dl teachers, laboratory
technidans and gpeddis daff employed in the schoal.
The rules governing such leave are as shown a Appendix
12.

(9 The Management Committee of an aded specid schodl
may, subject to the goprovd of the Director, grant pad
maternity leave to femde teachers laboratory technidans,
and secidig gaf employed in the schodl.  The rules
governing such leave are as shown a Appendix 13.

30. (@ The Management Committee of an aded specid school
may, ubject to the gpprovad of the Director, grant pad
Sk leave to nonHteeching non-gpedidigt saff employed in
the schodl.  The rules governing such leave are as shown

a Appendix 12.

(b) The Management Committee of an aided specid school
may, ubject to the gpprovad of the Director, grant pad
maternity leave to femde nonteaching non-specidis Saff
employed in the schodl.  The rules governing such leave
are asshown a Appendix 13.

Director may gpprove 31 (@ Any teecher, laboratory technidian, or specidig gaff in an

paid sudy leave aded specid school sdlected by the Director for a course
of traning may continue to recave full Aay for the
aoproved period of Sudy leave.

(b) Teachers laboraory technicians, or specidigt gff in an
aded specid schodl atending such other course as the
Director may have goproved, may recave, for the
goproved period of dudy leave, full day or such
proportion of full sdlary as the Director may determine.
No gpplication or pad sudy leave will be consdered
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Director may gpprove 32.

the grant of pad leave
for other purposes

Director may gpprove 33.

the grant of paid annud
leaveto Seff

Director may gpprove 3.

no-pay leave

@

(0)

@

()

@

(0)

©

unless the prior goprova of the Director has been
obtained for the g&ff to attend the course

The Director may gpprove the grant of paid Sudy leave o
leave for other specidly gpproved purposes to the Heed
of an aded specid schoal. While the Head is aosent on
such gpproved leave exceading 30 days, the acting Heed
shdl recaive the gopropriate dlowance.

On the recommenddion of the gpedd schod
Management Committee, the Director may goprove pad
leave for teachers laboratory technicians and oecidist
daff for other specidly gpproved purposes,

Normaly spedd leave with pay will nat be granted to
teachers on account of persond afars during the term.
However, in exceptiond cases, the Supervisor may grant
amaximum of 2 days Joedid leave with pay per academic
year to teachers on grounds of urgent privete afars of
grave importance,

Laboratory technidans and non+teaching s&ff, who do not
enjoy schoal halidays, may be granted full pay leave onan
annud bags. Such leave gl be taken during the long
holidays as the Director will not gpprove the gopointment
of supply or temporay daf. The rules governing such
leave are shown a Appendix 14.

The Director may gpprove the grant of no-pay leave to
any teacher, laboratory technician and specidist gaff of an
aded specid schoal recommended for such leave by the
Management Committee  Such no-pay leave ddl not
count for purposes of increments.

When the last day of such no-pay leave is followed by a
Sunday or gazetted public holiday, such Sunday or
gazetted public haliday will be regarded as an extenson of
the period of no-pay leave.

When the lag day of such no-pay leave is followed by a
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@

©

school haliday other than the mgor schodl halidays i.e
Chrigmeas Holidays, Chinese New Y ear Holidays, Eader
Holidays and Summer Vecdion, payment of sdary will
resume on the day following the last day of such no-pay
leave provided thet the day is ndther a Sunday nor a
gazetted public haliday.

When the last day of such no-pay leave isfallowed by the
mgor school halidays, i.e Chrigmas Holidays Chinese
New Year Holidays Eader Hdlidays and Summer
Vecation, payment of sdary will resume on the day in
which the member of daf reports to schodl for duty
provided that it is naither a Sunday nor a gezetted public
holiday.

Where, however, no-pay leave has been granted as no-
pay maternity, Sck or specid tuberculoss leave, payment
of sday will resume on the day falowing the lagt day of
such no-pay leave, notwithgtanding thet the day fallowing
the lagt day of such no-pay leave may be a Sunday or a
gazetted public haliday.

Supply Teachers and Temporary Replacements

Director may gpprove 3B @

employment of supply
teachers and |aboratory

technidans

(0)

The Director may goprove the employment of supply
teachers and laboratory technidans, if it gppears to him
tha ther employment is necessry to subdtitute for
teachers and laboratory technicians absent on account of
Sk leave, maernity leave or oedid tuberculoss leave o
ay other goproved leave for more than two days,
whether such leave be paid or unpaid.

A supply teecher shdl be of the same grade as, or of a
lower grade then, the teecher for whom he is subdtituting;

except that a qudified teacher may be engaged to replace
an unqudified teecher in the primary section and a non-

graduate teecher may be engaged to replace an
unqudified teacher in the secondary section. A supply
teacher is pad on fixed dally rates as dated a Appendix

4.
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Director may gpprove
employment of
temporary teechersand
|aboratory technicians

36.

©

@

()

Supply laboraory technicians shdl be paid the dally rate
of a nongraduate teacher, if they hold an approved
Laboratory Technician Certificate or equivaent, otherwise
the daily rate of an unqudified teecher shdl be paid.

The Director may gpprove the employment of temporary
replacements on monthly terms of the gopropriate grade
for heads, teachers and laboratory technicians who have
been granted maternity leave, paid Sck leave, pad sudy
leave or no-pay leave for a period not less than 90 days

A temporary replacement on monthly terms may dso be
aoproved to fill a vacant teacher or laboratory technician
post of an aded spedid schoadl in drcumdances where it
aopears to the Director that the gopointment of a supply
teecher or laboratory technidan under the terms of
Saction 35 of this Code of Aid would be ingppropriate.
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Director may gpprove
employmen of
temporary replacement
for pedidig &t

Director may gpprove
employmen of
temporary replacement
for non-gpecidig it

37.

38.

@

(0)

@

()

©

The Director may goprove the employment of temporary
replacement for pedidis gaff who have been granted the
falowing leave for a period not less than 30 days : pad
gck leave, pad leave for other purposes, pad maernity
leave, pad sudy leave or no-pay leave.

The Director may goprove the employment of temporary
replacement for school nurses in gpedid schools who are
on goproved Sck leave, maernity leave or no-pay leave
for one or more days, or a the discretion of the Director,
for any unfilled vacandes provided thet the specid schoal
has made evay dfort to fill such vacandes Such
replacement temporary nurses will be paid on fixed daily
rates as announced in the rdlevant circular.

In case thet a schoal has only one derk, the Director may
goprove the employment of a temporary replacement
when the derk is on goproved Sck leave or maernity
leave for not less than 14 days Such a temporary derk
will be pad on fixed daly raes as announced in the
rdevant crcular. A replacement daff subgtituting for a
period nat less than 90 days will be pad on a monthly
bess.

The Director may gpprove the employment of temporary
replacement for motor drivers'specid drivers in gedid
schools who are on gpproved Sck leave, maernity leave
or no-pay leave for one or more days, or & the discretion
of the Director, for any unfilled vacancies provided thet
the specid schod has made evary efort to fill such
vacandes. Such atemporary driver will be paid on fixed
daly raes as announced in the rdevat drcular. A
replacement gaff subgtituting for a period of not less than
90 dayswill be paid on amonthly bess

The Director may goprove the employment of temporary
replacement for teacher assgants in specid schools who
are on goproved Sck leave or maternity leave for not less
than 14 days. Such atemporary teecher assgant will be
paid on fixed daly rates as anounced in the rdevant
dreular. A replacement gaff subdituting for a period of
not lessthan 90 days will be paid on amonthly bess

Nov. 97 (A)3
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Director may gpprove
the gppointment of
upply gt for the
boarding section

Cdculaion of
Adminigraion Grant

Appointment of dericd
and janitor g&ff in
schoolsdected to
recalve Adminigration
Grat

39.

@

()

The Director may gpprove the employment of supply Saff
in place of nurses, houseparents, cooks and janitor saff
employed in the boarding section if it gppears to him that
thelr employment is necessary to subdtitute for Saff aosent
on account of Sck leave, maternity leave or no-pay leave
for more than two days, or a hisdiscretion for any unfilled
vacandies provided thet the specid schoal has mede every
effort to fill such vacandes

For boarding sections which are fully operationd dl yeer
round, the Director may goprove the employment of rdief
workers to subdtitute for houssparents, nurses, cooks and
janitor gaff on annud leave if thar leave cannot be
daggered. Prior goprova of such leave mugt be obtained
from the Director.

The dally rates of pay for the above supply daff and rdief
workers are contained a Appendix 4.

Adminigration Grant

40A. (@ An Adminidgraion Grant to enable sthools to employ

B.

(0)

@

derica and janitor gaff to meat tharr spedific nesds dhdll
be pad monthly in advance to those schoals which have
eected to recaive the grant. The amount of grant shdl be
cdculaed in accordance with the formula as shown a
Appendix 33. The Adminidraion Grant may dso be
usad for the deaning of the school premises by contract.

Any surplus in the Adminigraion Grant shdl be carried
forward and accumulated from year to year to be trested
asaresarve subject to Section 17.

The Management Committee of a school dected to
recave Adminidration Grant under the terms of this Code
of Aid shdl be responghble for the gppointment, dismisA,
daies and terms of sarvice of dericd and janitor Seff,
and the sdaies of these nontteaching gaff shdl be pad
out of the Adminidration Gratt.
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School and Class Grant

Items Chargegble to
Schodl and Class Grant

Szeof dassesin spedid
schoals

(0)

The Management Committee of the schodl shdl natify the
Director promptly of the change of dericd or janitor Saff
and specify the effective date.

School and Class Grat

4]1.

@

(0)

©

@

A Schod and Class Grat indudve of a Libray Grant
dement shdl be made in respect of gpecid schools where
no tuition fee is charged or tuition fees charged do not
exceed those dipulated a Appendix 2 and shdl be pad
hdf-yearly. The amount of grant dhdl nomdly be
assessad according to goproved dass organization and
the type of specid school. The rates of the School and
Class Grant are as announced in the rdlevant dircular.

The Schodl and Class Grant for pedid schoadls for the
physicaly handicapped, the mentally handicapped and the
vidudly impeired with menta handicgp dso indudes a
Paramedicd Grant dement to cover the expenditure
rdaed to the provison of paramedicd savice in the
schodl.

Items of expenditure which may be charged to the School
and Class Grant Account are shown a Appendix 16.

The number of pupils per dassin spedd sthools shdl not
exceed the fallowing leves, exogpt with the parmisson in
writing of the Director :

)  Schodisfor the physically handicapped

10 per class
i)  Schoolsfor the hearing impaired

Nov. 98 (R)4

10 per dass ov- 98 (R)

i)  Schoadlsfor the visudly impared
15 per dlass

v) Schods for the visudly impared with mentd
handicap

10 per dass



CODE OF AID FOR SPECIAL SCHOOLS (VOLUME I) 19

Insurance

©

Insurance

42.

@

v)  Schodsfor the mildy mentaly handicapped
20 per class
Vi)  Schodsfor the moderately mentally handicgpped
10 per dass
vi)  Schodlsfor the severdy mentaly handicapped
8 per dlass
viii)  Schodlsfor sodid development
15 per dass
iX)  Hospitd schodls
ad Psychiaric- 8 per dass
b) Non-psychiatric -

Pimary - 15perdass
Secondary - 10perdass

For subsdy purpose, classes operated under the
samne gonsr in diffeent hospitds will  be
conddered as one Sngle hospital schoadl.

Nov. 98 (R)5
The Director may from time to time gpprove such other
raios of pupils per dass in repect of such other
caegories of pupils in nesd of spoedd educationd
provison, as may ssem to him necessary.

The Government hdl carry therisk of damege or lossto
the schod premises of aded schodls induding furniture
and equipment caused by fire, naturd dissdters such as
typhoons, earthquiakes, flooding, etc. and other perils such
& an aradt crash, explodon, impact by any road
vehide, gurinkler leskage or burding or overflowing of
water tanks, goparatus and pipes, riots or malicious acts
of any person, and damage caused by condruction or
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(0)

©

excavation work by athird party adjacent to the school or
in its vidnity; loss of gandard items by theft and burglary;
and loss of cash (government funds only) in transt.
Detals concaning the procedures for assessment and
settlement of dams for damege, destruction or loss of
gandard items in the cases mentioned above and rdaed
Security meesures are st out & Appendix 31. However,
schools should themsalves decide whether to take out
insurance for nonkschoal portions and above-sandard or
nondandard items of furniture, equipment and buildings
and the premiums shdl be met from schodls' own funds

The Govanment shdl take out the insurance for Public
Liahilities and Employees  Compensation as required by
the Employees  Compensation Ordinance on behdf of dl
aded schools under a Block Insurance Policy. However,
schoals should note thet gaff who are not on government
Ubvented payrdll, i.e pad through Sdaries Grant ad
Adminidration Grant, ae not covered by the Block
Insurance Policy. Schools should arange thar own
insurance to cover this type of g&f, if ay, ad the
premiums shdl be met from schods' own funds

Schools may, on behdf of paents arange with any
insurance company a separde insurance palicy to cover
persond accidents of pupils during schoadl time or whilst
the pupils are partidpaing in any sthod adtivities other
than what may have been covered by the Block Insurance
Palicy in (b) above. Parents may be requested to pay the
premium and should have the full discretion in acogpting or
not accepting such an arangement.

Rent and Rates Grants

Director may gpprove 43. The Director may goprove full rambursament of re,

rambursement of rent
and rates

government rent and raes actudly pad for spedd school
pUrpOSEs.

Resource Materid Grant for Visudly Impaired Children

Resource Maerid Grant  44(a). A Resource Materid Grant dhdl be made in respect of each
visudly impaired pupil integrated in ordinary secondary schoals
and regidered with a pedid schoal for the visudly impaired for
resource hep. The grant isto cover the expenditure rlated to
the provison of this resource hdp. The rate of the Resource
Materid Grant is as announced in the rdlevant drcular.
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Travdling Grant for Resource Teachers for Visudly Impaired Children

Travdling Grant 44(b). A Travdling Grant shal be made in respect of eech goproved
resource teacher for visudly impared pupils employed in a
goedd sthod for the visudly impared to meat traveling
expensss incurred whilst the teecher is on duty in providing
resource hep sarvice to visudly impaired pupils integrated in
ordinary secondary schools. The rate of the Travdling Grant is
as announced in the rdevant drcular.

Spadd Grant for Supportive Remedid Sarvice

Soedd Grant 44(c). Spedd sthoals for the hearing impaired operating Supportive
Remedid Savice programme are provided with a specid grant
per unit per annum.

Nov. 98 (R)6 & (A)3



CODE OF AID FOR SPECIAL SCHOOLS (VOLUME I) 22

Boarding Grant

Lift Maintenance Grant

Adtivity Grant

Director may approve
non-recurrent and capital
grants

Boarding Grant

45,

A Boarding Grant conggting of a Food Grant dement and a
Miscellaneous Grant dement shdl be made in respect of an
gpproved boarding section of a specid school and shal be paid

monthly at the rates as announced in the relevant circular. The

amount of grant shal normaly be assessed according to actua

enrolment in the boarding section. Items of expenditure which
may be charged to the Boarding Grant Account are shown a

Appendix 16.

Lift Maintenance Grant

46.

A Lift Maintenance Grant shdl be made in respect of specid
schools operating lifts for use by pupils to meet the cost of lift
maintenance and sarvicing.  The payment of this grant will be
made on a rembursement basis towards the actua amount paid
by the schools.

Activity Grant for Schools for Socid Devel opment

47.

An Activity Grant shdl be made in respect of al schools for
socid development to meet the expenses on programme
materials and miscdlaneous items for organising activities outside
the school curriculum to promote persond and socid
development, enhance students  socid integration, parent-child
relaionship, home-school co-operation and re-establish family
and community support. The rate of the Activity Grant is as
announced in the relevant circular and the amount of grant shdl
normally be assessed according to the approved capacity of the
school.

NON-RECURRENT AND CAPITAL GRANTS

48.

(& The Director may gpprove grants in respect of items such
as major repairs and additiona or replacement of mgor
items of furniture and equipment for exising schools
where such an item costs not less than $3,000. These
items will normdly attract 100% capital subsdy and the
grant shall be based on the approved tendered cost or
actud codt, whichever is the less. The Director may,
however, determine a ratio of contribution by the
Government and the school as may gppear to him
appropriate in respect of any such grant.

(b) The Director may approve for purposes of grant, items
comprising a number of parts, such as equipment for a
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laboratory or replacement of furniture.

Nov. 97 (A)4
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Director may gpprove
initid grant for schoal-
based psychologicd
svice

Director may gpprove
initid grant for resource
teaching savice for
autigtic children

Director may gpprove 49,

cgpitd grant for
new/reprovisoned
Specid schodls

() The Director may gpprove for the purpose of providing
schoal-based psychologicd savice, aninitid one-off grant
of $26,000 per psychologist for the purchase of furniture
and equipment required to sat up the operaion of the
savice. A sparae ledger would be necessary to record
the ddtalls of expenses charged to this grant.  This grant
should be completely utilized by the end of the finendd
year dter theonein which the grant ismede. Any surplus
will then be dawed back. Items chargegble to this grant
areasshown a Appendix 16.

(d) The Director may goprove for the purpose of providing
resource teeching programme for autigic children in
goedid schools for mentdly handicgpped children, an
initid one-off grant of $5,000 per resource teacher for the
purchase of additiond furniture, equipment and resource
materids required for implementing the programme. A
separate ledger would be necessary to record the detalls
of expenses charged to this grant. The grant should be
completdy utilized by the end of the finandd year ater the
one in which the grant is made. Any surplus will then be
clawed back. Items chargegble to this grant are as shown
a Appendix 16.

The Director may gpprove Capitd Grant for buildings, furniture
and equipment in respect of anew schoal, or of extenson to or
reprovisoning of an exiding school, adminisered under the
terms of this Code of Aid.

Procedures in respect of Section 48(a) & 48(b) and 49 of this
Code of Aid are shown in Appendices 17, 18 and 19.

Nov. 97 (R)6

RECURRENT AND NON-RECURRENT GRANTS FOR

CURRICULUM DEVEL OPMENT

ol

Subject to the goprovd of the Director, grants for consumable
materids may be given for catan practicd/ftechnicd subjects.
The amount of subsdy will be cdculated based on the goproved
number of participating pupils of secondary dasses in an aded
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specid schoal.

ADMINISTRATION OF AIDED SPECIAL SCHOOLS

Admisson, Sugpenson and Expulgon of Pupils

Admisson criteria 52. Admisson to and dlocation of places a aded specid sthools
shdl be regulaed as the Director may determine, and as shown
a Appendix 1.
Director to regulate 53.  Sugpenson and expulson of pupils from an aided gpecid school
ugpenson and expulson shdl be regulaied as the Director may determine, and as shown
of pupils a Appendix 1.
Teaching Practice Arrangements
Schoolsto acoept . Schoals should co-operate, whenever possible, in the training of
teaching practice teachers by accepting for teeching practice dudent teechers
arangemants undergaing training in the Hong Kong Inditute of Education and

the Universties  Conaultation among the indtitutions concerned
should be aranged prior to the placement of Sudents.

Use of Schod Premises

Useof school premises 55.

(@ Thepremisesof anaded specid school hdl be used only
for the goproved activities of such school, except as may
be permitted in writing by the Director.

() Casyooms and andllay fadlities should be mede
avalable a the request of the Director for the operaion of
pattime and evening coursss run by the Educaion
Depatment. Inmaking hisrequedts the Director will teke
into condderation any spedd difficulties and exiging
commitments, and meke full consultation with the schod
authorities concerned.  In this connection, gppropriate
remunerdtion will be made regarding hire charges
dectridty charges, expensss on consumable goods and
overtime payment for the rlevant gaff.
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Appointment and Dismiss of Saif

Director to be natified of  56.
gopointment and

digmisd of qeif

Director to gpprove 57.
gopointment of heed

Teachersand other gaff  58.
to be medicdly examined

Application for goprovd  59.
of daries

@

(0)

Appointment and dismissal of gaff shal be in accordance
with regulations 76, 77 and 78 of the Education
Regulaions 1971, in conformity with this Code of Aid,
and in accordance with such indructions as the Director
may fromtimetotimeissue

All' gopointments, resgnations and digmissds shdl be
promptly natified to the Director.  Such natification shdll
be in writing, dating the effective dates and indicaing,
where goplicable, the period of notice given.

The gpprova of the Director isrequired for the gopointment of a
head of an aded spedd schodl. Such gppointments shdl be
mede in accordance with the conditions shown a Appendix 5.

@

()

©

@

All teeching gaff, speddig gaff, atisans cooks and
workshop attendants (other than supply saff) shdl, before
gopointment, undergo a medica examindion by a
regidered medicd practiioner and a chest X-ray
examingion a a Government inditution or by a registered
medicd practitioner.

All other gaf (other then supply d&ff) dhel, before
gopointment, undergo a medicd examindion by a
registered medicd practitioner.

Saving regigered teechers on trander from one aded
schod to another without bresk of service will not be
require to atend an X-ray examindion or presat a
medicd certificate on gopaintment.

The Director may exempt teachers and other gaff from
pre-employment X-ray examination for cases mentioned
a Appendix 11.

For eech gppointment an agpplication for goprovd of
sday for grant purposes shdl be made to the Director in
the prescribed form and shdl be accompanied by such
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Heed to verify 60.

qudifications, experience
and date of birth

Qudificationsfor various  61.

grades of gaff

Preferenceto begivento  62.

Jpersons possessing
professond qudifications

Temporay employment 63.

of unqudified personsas

(0)

@

(0)

©

documents as the Director may require.

If such gopointment is to fill a vacancy caused by
resgnetion, the gpplication shdl be accompanied by a
natification of the name of the person resgning.  If such
gopointment is an increese in the totd number of gaff
employed, the goplicaion shdl be accompanied by a
natification of the authority for such an increese.

The Head of an aded spedd schod shdl inquire into,
examine and verify the catificates and tesimonids of an
goplicant for gopointment of any grade of ddf in the
schoal, and shdl veify any previous expearience damed
by such gpplicant, making reference for this purpose to
the goplicant{® former employer(s) as appropriate.

The Heed of an aded specid schodl shdl veify the date
of birth and the Hong Kong Identity Card Number of any
person employed to any grade of g&ff in the schoal, and
shdl reguire such person to produce for ingpection a birth
catificate, datutory dedaraion, the Hong Kong Identity
Cad, or such other documents as may gppear necessary
for this purpose.

Supervisor and the Head of a gpedid school shdl be
repondble for ensuring that the qudificaions and
experience damed by an goplicant for gopointment are
genuine The dams in the gopointment form completed
should be veified againg the documents produced and
intialed.

Qudifications required for digibility for employment as 4ff inan
aded spedid school are shown a Appendix 5.

The Management Committee of an aded specid schodl shdl, in
conddeing the gopointment of teeching d&ff, ssk to give
preference to persons who, in addition to the minimum
qudification for employment, possess a professond qudification
in goecid education.

@

Subject to the goprovd of the Director, the Management
Committee of an aided spedid schod may, if a qudified
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teachers

()

Contract of sarvice letter  64. €)
of gopointment

(0)

©

person isnot avaladle to fill avacancy in the teeching Saff
esablishment, employ a permitted teecher who is not in
possesson of sandard or gpproved qudifications to fill
the teaching vacancy on atemporary bass. The dary for
such an unqudified teecher shl be as shown a Appendix
4.

Notwithgtanding (8), no person shdl be employed to
teach in a workshop unless qudified to teach technica
subjects.

A teacher ddl, on gopointmet to an aded specd
school, be furnished with a contract of service and, Iin
addition, or dternativey, a letter of gopointment. Such
contract of service or letter of gopointment shall be sgned
by the Supervisor of the schodl or other members of the
Management Committee authorized to Sgn on its behdf,
and shdl be counteragned by the teacher on gppointment.

Such contract of sarvice or Ietter of gopointment shal not
be subject to annud renewd, but may specify a period of
timeto which itsterms and conditions shdll refer.

Such contract of service or leter of gopointment shdl
peaify :

i) the name of the specid schod and of the
employer, this bang the Management Commiittee
or, if any schod has only one mange, tha
manege;

i) the date from which the gopointment is to have
effect;

fif) requirements if any, reating to probation;

V) the day to be pad on commencement of the
gopointment, and any sdary scde rdating to the
pod, induding the annud incrementd dates

V) whether such teacher is to contribute to a
provident fund; and if o, what such contribution
shdl be

Vi) the entittement of such teacher to paid Sck leave
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Appointment to be
iniialy on probation

Termination of
employmat

65.

66.

or maternity leave

vii)  the minimum period of natice of termingtion of the
contract to be given by dther paty wishing to
terminate such contract as specified under Section
66;

vii)  the conditions rdating to payment of sdary on the
resgnaion or digmissd of such teeche as
specified under Section 66;

IX) that such teacher shdl act in accordance with the
teems of the Education Ordinence and of
ubsdiary legidation made under thet Ordinance,
of this Code of Aid and of such indructions asthe
Director may from time to time issue regarding the
conduct of aided specid schools

A teecher on firg gppointment to an aded goecid schoadl dhdll
srve a probaionary period of two years, ater which the
employment of such teacher shdl be permanent, sulbject to such
providons regarding temingtion of employment as may be
contained in such teecherf contract of service or letter of
gopointment.

@

(0)

The employment of a teecher who is sarving a period of
probetion shdl be termingdle by the giving of one month
B natice ether by the Management Committee of the
specid school & which such teacher is employed, or by
the teacher.

The employment of an unqudified teecher under the terms
of Section 63 of this Code of Aid shdl be termingble by
the gving of one mothf& notice dther by the
Management Committee of the pedid schodl or by the
teacher, subject to such provisons regarding termination
of employment as may be contained in such teecherf®



CODE OF AID FOR SPECIAL SCHOOLS (VOLUME I) 30

©

@

©

®

contract of service or |etter of gopointment.

The employment of a teecher who has stidactorily
completed a probationary period, shdl be termingble by
the gving of three months' natice in writing by the
Management Committee of the spedd schod or by the
teecher.

A teacher employed for a period of not less then two
years as oecified in a contract of service or letter of
gopointment shall, a least three months before the expiry
of such spedfied period, inffom the Management
Committee of the specid school whether or not he wishes
to sek a renewd of the contract of savice The
Management Committee of an aded spedid sthodl dhdl
amilaly, a lesgt three months before the expiry of such
spedified period, inform the teecher whether or not it
intends to propose renewd of the contract of service
reaing to hisemployment.

A teecher who terminates his employment without having
given such natice of intention SO to terminate as may be
required by the teems of this Code of Aid or of the
contract of service or letter of gppointment rdating to his
employment , shall be liable to pay one monthf sday in
lieu of notice, to be credited to the schoolf Sdaries
Grant  Account. Nevathdess the Management
Committee may waive the sad payment if the teecherf®
explandion is judified and inform the Director of such a
waver and the reasons thereof.

A Sthool Management Committee may, subject to the
goprovd of the Director, sugpend a teecher from his
normd duties on haf pay for aperiod of not exceeding 14
days under the fallowing drcumsdances:

i) in casss where aimind procesdings of a srious
nature have been, or arelikdy to be indituted;

i)  in casss where the teacherf sarious misconduct is
under invedigaion and it would be agang the
interest of the schoal for him to continue to teech in
the dassroom.

In case of (i), where the aimind proceedings are not
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concluded within 14 days the period of suspenson on
haf pay may be extended till the end of such procesdings.

© A sesd shod Managemet Committee shdl only
dismiss a teacher for good and sufficient ressons (see
Appendices 6 and 9). A teacher dhdl be lidde to
summay digmisa if it gopears to the Management
Committee that he has been convicted of a aimind
offence or has committed a grave breech of duty.

Appointment of pecidis 67.  The gopointment of specidig daf to aded gpecd schoals

SF: should fallow the princples outlined in Sections 64-66, where
goplicable.
Retirement
Retirement 68. @ All nonspeddig gaf employed from the Sdaries Grant

in accordance with the gpproved establishment and pay
scdes for these gaff shdl retire a the age of Sxty, except
in gpedid cases and with the gpprovd of the Director.

(b) All other gaf shdl retire a the end of the schodl yeer in
which he reeches the age of Sxty. The Director may,
however, on the recommendation of the Management
Committee of a spedd school and subject to the
submisson of a stidactory medicd catificate as to
fitness, parmit such g&ff to continue in service for aperiod
of one sthod year dter the end of that in which he
reaches the age of sixty, and for further periods each of
one schodl year, up to the end of the school year in which
he reeches the age of sixty-five

Promotion

Promation 69. The conditions under which teaching and other daff may
become digible for promation to higher ranks of gppaintment
ae s out @ Appendix 10. A teecher in service who becomes
digible for gppointment to a higher rank by resson of the
acquidtion of further qudifications will be consdered for
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gopointment to the higher rank. However, a gpecid school may
not excead the overdl entitlement in repect of grades and ranks
of gppointment as shown a Appendix 3.

Ading Appaintments

Acting gopointments 70. (@ Fulltime graduate teachers may be recommended for
gopointment to vacant promation-grade pods in the rank
of Senior Graduate Mager/Midress on an acting bess
and the rules that gpply to such acting gopointment are st
out & Appendix 10. Acting Allowances so gained will be
trested as dary for Provident Fund purposes.

(b) Fultime teechas may be recommended for acting
gopointments to goproved functionad poss when such
pods ae left vecant aidng from goproved leave or
wadtage for a continuous period of not less than fourteen
cdendar days. The gpproved functiond pods in aded
secondary spedid sthools or the secondary section of
combined levd specid schools cover podts in the rank of
Pindpd |, Prindpd 1l, Prindpd Graduate
Made/Midress, Senior Graduae Mager/Midress, and
Princpa Assgant Mager/Midress, while those in aided
pimay spedd sthools or the primary section of
combined levd specid sthools cover Prindpd Assdant
Made/Midress, Senior Assgant Magter/Midress and
Assdatt Made/Midress.  Arrangements for acting
gopointments and dlowances are set out a Appendix 4.
Acting dlowances 0 gained will be trested as day for

Provident Fund purposes.
Outsde Duties
Outsde duties 71. Sat employed full-time in a pedd schodl administered under

the terms of this Code of Aid shdl not engage in outdde duties
exoept with the prior gpprovd of the Supervisor, who must be
sidfied thet such duties contribute to the public good and are
not such asto interfere with the effident paformance of the St
& normd duties Records of such gpprova should be kept by
the schoal.

Provident Fund

Provident Fund 72. (@ A teacher in an aded spedid school who contributes to
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(0)

the Subddized Schools Provident Fund is subject to the
provigons of the Subsdized Schools Provident Fund
Rules made under the Education Ordinance. The benefits
which a teecher-contributor may recaive from the funds
are briefly reproduced from the Rules a Appendix 15.

A teacher who does not contribute to the Subgdized
Schodls Provident Fund and who contributes to another
provident or superannuation fund goproved by the
Director may on submission of origind recapts in respect
of his contribution to such fund, recaved from the
Govenment a donation in regpect of 50% of his
contribution to such fund or 5% of his bedc day in
Hong Kong, whichever istheless

73.  Laboraory technicians and non-teeching &t in an aided specid
school may paticpate in non-dautory provident fund schemes
as may be goproved by the Director and recaive bendfits in
accordance with the gpproved Provident Fund Scheme,

Schoal Accounts

Supervisorsto keep 74, €)
acoounts

The Supevisor of an aded specid schoodl ddl be
responsible for keeping proper books of account, which
shdl comprise:

i)  cashbook for government grants and cash book for
schoal funds;

i)  petty cash book for government funds and school
funds

i) in a gpedd schodl where Tuition Fees Boarding
Fees or Subsiptions are chargegble with the
pamisson of the Director, an atendance register
ad regider of fees showing inter dia recapt
number and amount of Tuition Feg, Boarding Feg,
or Subsriptions againg the name of eech pupil;

V)  revenue recapt counterfoil and Dally Collection
Summary in regpect of Tuition Fees Boarding
Fees, Subsriptions and any other income

V)  payment vouchersin repect of dl expenditure
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()

Vi) aregider of capitd asses

vii) aregiger of Non-recurrent Grants - building; and a
regider of Nonrecurrent Grants - furniture and

equipmen;

viil) regider showing recapts and expenditure of
Textbook Assgance Scheme, if necessary;

iX) a generd ledger and subsdiay ledgers showing
acoounts in repect of dl items of recurrent income
and expenditure;

X)  provident fund records for individud S&ff;
X))  regiger of hire of school accommodation; and

Xi) dock and sdes records for exercise books,
gdionay, ec., if necessy.

All books of accounts, recaipts, counterfoils and vouchers
dhdl a dl reasonable times be avalable for ingpection by
the Director or officers authorized by him in that behdf.
Records of a pamanent naure, eg. annud accounts,
inventories, records of caoitd  expenditure  and
Governmeatt nonrecurrent subgdies, records  in
connection with specid sthoadl building funds/donetions
etc., shdl not be destroyed without prior goprovd of the
Director. However, the following records may be
destroyed fter a certain period of retention, as Specified
beow :

)  Minimum period of retention - 7 years:

Books of accounts,
i.e. cash books,

Ledgers, etc.

All types of vouchers,

Bank gatements.

i) Minimum period of retention - 2 yers:

Quarterly returns (duplicates),
Paysheets (duplicates),
Fees recapts/schoal attendance regisers,
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Acoountsnot to indude  75.

provison for

depreciaion

Supervisor to be 76.

repongble for bank
account

School fundstobe kept  77.

separate

Submisson of acocounts  78.

Regiger of hire of school accommodation.

An aded gpedid schoal shdl ot make any charge or provison
in its accounts for deprediation.  Expenditure in regpect of a
capitd asxt dhdl be debited to the rdevant cgpitd ast
account and shdl nat be debited to an income and expenditure
account.

(@ TheSupervisor of an aided specid school shall kegp bank
accounts in the name of the schoal, one of which acoounts
dhdl be kept soldly in regpect of moneys recaived from
the Governmentt.

(b) All disoursaments sdl, as fa as possble, be made by
chegue, which shdl be dgned by the Supervisor and,
where there are two or more registered managers, by one
other registered manager in addition to the Supervisor.

(©) The Supervisor may keep a reasonable cash bdance as
spedified by the Director from time to time to meat smdll
payments.  Alternativdly, a further account could be
opened for this purpose with chegues sgned by the Head
and the Deputy Heed of the schoal, duly authorized by the

Management Committea,

Tuition fees or subscriptions or other sums recaived by an aided
specid schoal from the Government or other sources shdl na,
In any dreumdances, be pad into a bank account kept in the
name of the Supervisor or other person or persons, whether or
not such person or persons ae members of the Management
Committee or teaching daff, but shal be pad into the bank
account maintained in the name of the schodl.

(@ The Director may require the Supenisor of an aded
gpedid sthool to submit accounts a such times and in
such manner as he may determine.

(b) The accounts of an aded specid schodl shdl, unless the
Director in writing otherwise pamits, be audited by
cartified public accountants/public accountants regisered
under the Professona Accountants Ordinance, and the
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Director may withhald 79.

grant if accounts not
submitted

Subscriptions used for 80.

development to be
separatdy accounted for

Accounts rdating to 81.

sections of goecid

©

@

audit fee shdl be charged agangt the schoolf School
and Class Grant Account/Boarding Grant Account as
appropriate.

The accounting year covered by the audited accounts shall
be from the fird day of September of one year to the
thirty-first day of Augud of the next. Schools which are
uneble to prepare thair annud accounts on this bass may
apply in writing to the Director for fallowing the treditiond
finandd year beds

For the purpose of this Code of Aid, the finandd year
dhdl be from the fird day of April of one year to the
thirty-first day of March of the next.

The Director may, if a gpedd sthod falls to submit annud
accounts or ddays the submisson of such accounts without
reesonable cause, temporaily withhold payment of such
proportion of grant mede monthly to the schodl as he gl
Oetermine.

()

@

If the Director has permitted an aded specid schodl,
under the terms of paragrgph (¢) of Section 12 of this
Code of Aid, to trander Subsriptions to a fund
separatdy kept by the sponsoring body for educationd
devdopment or other purpose, an audited annud
datement of accounts in regpect of such fund hdl be
prepared.  The accounting year, to which such accounts
dhdl refer, shdl be from the fird day of September of one
year to the thirty-first day of August of the next, except for
finandd year bass as gpoproved by the Director.

The Supervisor of such spedd school, when submitting
annua accounts of the schodl as required by the terms of
Section 78 of this Code of Aid, shdl atach thereto the
audited accounts in regpect of such fund; and these
acoounts shdl refer to the same period of time as those of
the schoal, to which they are attached.

Where the Management Committee of an aided soecid
school operaes a private section or a boarding section



CODE OF AID FOR SPECIAL SCHOOLS (VOLUME I) 37

schools not subvented
under this Code of Aid

Recurrent Grantsto be 82.

refunded and accounts
submitted, if specid
school ceasssto be
aded

Outgoing Supervisorto . 83.

hand over accounts

()

which does nat recaive finencid assigance under this
Code of Aid, the acoounts of such private section or
boarding section shdl be kept sparatdy from those of the
aded stion and audited, and shdl spedify ay
ubvention recaived from departments of the Government
other than the Education Depatment.  The accounting
year, to which such accounts shdl refer, shdl be from the
firg day of September of one year to the thirty-firg day of
Augus of the next, except for finendd year beds as
goproved by the Director.

The Supevisor of an aded specid school shdl, when
submitting accounts, dso submit accounts rdating to any
private section or boarding section of such schoal; and
these acoounts shdl refer to the same period of time as
those of the aided specid schoal.

The Management Committee of an aided specid schodl shdl, in
the event of that schoolf ceasing to be an aided school under
the tams of this Code of Aid, forthwith repay to the
Government any unexpended portion of Recurrent Grants mede
to the schoal, and submit a full st of duly audited accounts for
the period up to and induding the last day of operation of thet
school as an aded specid schoal.

@

(0)

If & any time for any cause the Supervisor of an aded
pedid schoal ceasesto act as such, he shdl hand over dll
acoounts and records rdating to the school, together with
any cash bdonging to the schod which may be in his
charge, to such other person as the Director may gpprove
as Supavisor, or, pending the Directorf approva of
such other person as Supervisor, to the Management
Committee of the schoal.

The Supervisor of an aded specid sthool, on ceasing to
act as such, shdl prepare a catificate liding dl accounts
and records rdaing to the schoal, and any cash bdonging
to the schod which may have been in his chage  This
cartificate shdl be sgned by the outgoing Supervisor and
by ether such other person as the Director may gpprove
as Suparvisor, or pending the Directorf& approva of
such other parson as Supevisor, by a mgority of the
members of the School Management Committee. A copy
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©

@

of this certificate together with a cartificate prepared by
the bank a which the schoolf accounts are kept, and
showing the date of such accounts on the date & which
the outgoing Supervisor ceasad to act as Supervisor, shdl
be submitted by the Management Committee of the
schoal to the Director.

The Director may reguire the Management Committee of
such soedd sthod to submit, in such form and within
such period of time as he shal prescribe, full accounts in
respect of the period up to and induding the day on which
the outgoing Supervisor ceased to act as Supervisor.

In the event of the Director having required such accounts
to be submitted, and the Management Committee having
faled to submit them, the Director may require the
outgoing Supervisor and the members of the Management
Committee, or such of them as he ddl deteming,
svadly o jontly to refund to the Government such
proportion of grants made to the spedid schodl during the
period in which the outgoing Supevisor acted as
Supavisor ashe dhdl asess
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Appendix 1
Administrative Guide
Hrd Aid
1. In evary specid school, except hospitd schools, there shdll be a firg-ad box, the

contents of which shdl be periodicaly checked and replaced when necessry.  The firg-ad box
should contain trestment materids induding antisgptics, digposable pladticivinyl gloves, forceps,
Serilized dressngs and bandages  In schools where there are science laboratories and workshops,
firg-ald boxes should contain maerids for giving immediate trestment to burns, scads, add/dkali
burns, shock and other injuries. Pupils should not be dlowed to peform dangerous practicd
experiments and dl reasonable precautions should be taken to guard againg accidents. Dangerous
poisons should be kept in alocked cupboard.

2. At leest two members of the gaff of every soedd school should be trained in giving
firg-aid trestment.

Fre Precautions

3. All specid schools except hospital schoals, as required by the Director of Fire Sarvices,
shdl be equipped with fire extinguishers kept in easlly accessible places and janitor gaff shdl be
traned in the use of the extinguishers which should be properly mantained and recharged annudly.
Laboratories shdl in addition be supplied with buckets of sand and water. If thereis no laboratory in
the schodl, expaiments invalving the use of candles and spirit lamps should only be demondirated by
teachersin dassooms provided with fire extinguishers, fire blankets and firg-aid boxes. The candles
or sairit lamps o0 used should be placed in ametd tray away from any combustibles.

4. Hre drills, when dl pupils and gaff mus leave the schoal building and the rall be called,
shdl be hdd once a month, or othewise as advised by the Director of Fre Sarvices and shdl be
noted in the school 1og book or in the gppropriate school record book.

5. The responghility for sounding a fire darm in a schod should nat be ddegated to one
individud. 1t should be the duty of any person discovering or sugpecting an outbregk of fire to give
thedam.

Appendix 1
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6. Where a specid schoadl has more than one fire darm bel or light, arrangements should
be made to ensure that when an darm is given on one, it is immediady rdayed to dl other darm
bdlsor lights

7. Hredrills shdl dso be hdd for the boarding section.

8. No cooking is dlowed on the schod premises, except in spedficdly desgned and
congructed kitchens goproved by the Director of Fire Services

Corr with the Education D ment

9. All correspondence should be addressed to the Director of Education but may be sub-
directed to the particular officer primarily concerned.

10. Interviews with the Director or other officars of the Education Department should,
wherever possible, be aranged by gopointment.

11 Members of the d&ff of an aided gpecid schodl should normally correspond with the
Education Department through the Head/Supervisor of the schodl.

Admisson of Pupils

12. (& TheDirector may, as hethinksfit, require an aided specid schoal to admit to that school
asapupil, achild whoisreferred by the Director to fill an available vacant place,

(b) Heads of specid sthools should ensure that children referred from other sources are
genuindy in need of the type of spedd educaion provided by the schod before
admitting them. In doubtful cases, the Education Department should be consulted.

(©) All spedd sthods sdl maintain a sysem of records giving detals of each pupil in a
form recognised by the Director.  Such records shdl give particulars of pupils entering
and leaving the schodl.
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Suspenson and Expulson of Pupils

13.

14.

15.

@

()
©

@

()

©

@

@

Pupils admitted into a course in an aided specid schodl should normdly be dlowed to
complete that school course. No pupil shal be dismissed under the age of 15 without
proper warning and natice to parents and without the prior gpprovd of the Director.

Pupils must not be expdled soldy on the ground thet they are academically wesk.

Except with the gpprovd of the Director, no pupil shdl be dlowed to reman in a
primary dass of a oedd sthod after the end of the schodl year during which he
reaches the age of 16 years and no pupil shal be dlowed to remain in a secondary dass
of a gpedd schod ater the end of the sthodl year during which his 20th birthday
OcCurs.

No pupil shal be conddered for expulson except on the following grounds:
()  Ddiberae non-payment of gazetted fees,

() A aimind o grave mord offence or serious breach of school discpling, after
reesonable measures to enlig the cooperaion of paents have proved
unsucoessul;

(i) Medicd or other grounds acogpted by the Director as sufficently serious,

Where gpproved school fees, subsoriptions, and boarding fees are charged, the
ddiberate non-payment of such feesis an acogpted ground for expulson. Supervisors
and Heeds of schools will be expected to invedigate the drcumstances and, if they are
convinced that norHpayment is genuindy ddiberate, to inform the Director accordingly
before expdling the pupil. This goplies to Al pupils, whether subject to compulsory
education or not.

Exceptiondly, if it is conddered that there are ather grounds of suffidient gravity to merit
expulson, the Director should be conaulted & an early Sage before any formd action is
taken.

If a Heed is contemplating the expulson of a pupil, evary dfort must be made to
interview the parents. A warning letter should be sent to the parents or guardians, and a
full report should be submitted to the Director for his condderation a the sametime.

Appendix 1

Suspengon from sthoal is not an gopropriate way to trest a misbehaved pupil. Under
mos drcumgances, the pupil in quesion should be dlowed to continue normd
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schodling, pending the outcome of any invedigaion into the cause of his misbehaviour
by the schoal and, if necessary, he should be referred for professond advice,

(b) The suspengon of a pupil for a short period of time may be ordered on grounds of
unsatifactory conduct after a suitable warning letter has been given to the parents or
guardians.  In exoeptiondly serious cases, suspenson may be effected immediady,
provided thet the parents or guardians are 0 advised. The Director shdl be informed of
al cases of sugpenson from schoal for more than three schoal days

(© All spedd schoals shdl kegp arecord of dl sugpensons and expulsons, showing the
reason in each and induding, in expulson cases a record of the prior goprovd of the

Director.
Attendance, Terms and Holidays
16. An attendance regider dhdl be kept for each dass and shdl be meade up within one hour

of the commencemeant of each schoodl sesson, except for hogpitd schoals which shdl complete the
atendance procedure before the end of the school day.

17. The Head of an aided specid schodl shdl keep adaily summary showing the atendance
of eech dass.

18. Soedid sthools shdl normally operate whole-day sessons.

19. The sthool hours shdl be as gpproved by the Director. If the time devoted to rdigious

knowledge and other religious observances exceeds 1'/, hours per week, such excess time shall be
additiond to the normd schoal hours.

20. No pupil shdl be compdled to atend rdigious indruction or to paticipate in any
reigious observances and sgparae provison shdl be mede for dl pupils not wishing to attend such
adtivities All pupils shdl be informed of this requirement & the commencement of each schod yesr.
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21. The number of schodl halidays, which should indude public holidays, shdl be 90 daysa
year, with three additiond discretionary holidays The 90 days school halidays should primarily be
holidays for the children. Teachers may dso enjoy these halidays but they may be reguired to carry
out extra-curricular duties or assst in performing school adminigrative duties during these holidays a
the schoo{& discretion.

22. The Supervisor shdl, in accordance with regulaion 79 of the Education Regulations,
$=d to the Director before 15 Augudt in each year notice of dl holidays it isintended to give in the
coming schoadl year, induding any spedd halidays given in honour of any particular event, and of dl
dates on which the usud work of the school will be suspended.

23. The Director may, in accordance with regulaion 82 of the Education Regulaions, by
natice in writing to the Supervisor of any specid sthoal require thet a haliday shdl be given on any
day spedified in Such natice and the Supervisor dhdl ensure that such haliday is given accordingly.

24. Schools may set asde not more than two days per schoal yeer for teachers to take part
in school-based gaff devdopment and sthool planning work, during which pupils do not need to
attend school.

Curriculum and Time-table

25. The Heed of an aded pedid schodl shdl forward to the Director a natification of any
changes in the course of sudy for the coming schoal year, not later then the first of September eech
year. The Director may withhold his gpprovd of the whole course or any portion thereof, and the
Head shdl thereupon modify it accordingly. Secondary VI may only be opened in aded specid
schoals with the goprova of the Director and in spedid drcumdances. Pupils should integrate into
ordinary schools a thisleve whenever possble

26. All pupils in Secondary V should normdly be presented for the Hong Kong Cettificate
of Education Examination but Heeds of specid schools may exerdse thair discretion in exceptiond
cas=s with prior gpprova from the Director.
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27. In every aided pecid schodl, there shdl be atime-table showing :
(@ thetimea which each daly sesson beginsand ends and
(b) thetimeof theindruction given for each subject of the curriculum.

Copies of the dass and teachers  time-tables and time dlocation table shdl be forwarded to the
Director on the date specified in rdlevant drcularsissued each year.

28. In Hecting textbooks for use by pupils, schools should obsarve the Guiddines
concerning Textbook Sdection Procedures and Acceptance of Publishers  Donations by Schools.
Textbooks should not be changed unnecessarily as this may impose an undue finandd burden upon
paents  Changes should be mede only if textbooks currently in use are found to be unsuiteble
Where changes are deemed necessary, there ought to be good educationd reasons for such changes.
Where a sries of graded books is to be replaced, the new series should be introduced gradudly,
beginning & the lowes level and not & dl levds throughout the schoadl a once except in the event of
the implementation of anew sylladbus. Any proposd to replace abook on the Recommended Ligt by
a book which is not sdlected from the Recommended Ligt must be supported by good educationa
reesons. The school should be prepared to supply such reasonsiif required to do so.

29. Each schodl should have a homework palicy for which the Head of the schodl carries
responghility in order to exercise proper control over the homework baeing set. Such apalicy should
be worked out in conaultation with teeching gaff and, wherever possble, explaned carefully to
paents. The guiding prindple in seting homework is thet it should be planned and chosen to
complement and reinforce the work being done in the dassroom and that due recognition should be
given a dl timesto the age and dbllities of pupils

Clogng of Specid Schodlsin Event of Sorms

30. (@ Spedd sthodlsfor the hearing impeired and schools for socid development should be
dosd in the event of the hoiding of any typhoon Sgnd higher thean No. 3 or as
otherwise indructed by the Director. Other specid schools should be dosad in the
evat of typhoon or dorm sSgnd number 3 or higher baeing hoiged. However, for
specid schoals with boarding sections and hospitdl schools, Supervisors of schools may
permit certain dasses to continue ther sessons. Notwithgtanding the above, oedid
schools shdl be dosed in other circumstances as indructed by the Director.

Nov. 98 (R)7
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(b) In the event of tropicd cydones, heavy persdent ran and thundersorms, Heeds of
gpedid schoals should make necessary arrangements in accordance with Adminigretion
Circuler inforce,

(©) Inexceptiond crcumdances, the Director may announce the dosing of schoals or the
sugpenson of dassesin one or moredidricts Pupils living in such didricts need not go
to school even if their schools arelocated dsawhere.

(d) If locd wesether, road, dope or trangport conditions warrant the dosing of a particular
school, and announcement has not been made by the Director to dose schoals
generdly, the Heed of the schodl may dose the schodl and natify the Senior Ingpector
(Spedid Schools Adminidration) as soon as possble aftewards.

() Headsof schoolsare advised to draw up a contingency plan to ded with the dosing of
schools or suspension of dasses due to deteriorating weether and parents should be
informed of the arrangements through a drcular letter, which should dso remind parents
of the use of thar discretion in deciding whether or nat to send their children back to
schodl in the event of heavy peragent rain or deteriorating westher, having regard in
particular to local westher, road, dope or trangport conditions

[ nventories and Stock-books

31 Schodl Heads sl keep Inventories of dl permanent fumiture and eguipment giving
date of acquigtion and date and reason of any writing off. Separate Inventories shdl be kept for
Furniture, Gymnadtic Equipment, etc. The Library Caidogue shdl be kept in such form asto sarve
asan Inventory for Books.

Communication between Management Committee and Teaching St

32. The Supervisor of an aded specid schoal shdl be respongble for making arrangements
stidactory to the Director for consultation between the Management Committee and the teaching
gaff.
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Sde of School Textbooks, Exercise Books, School Uniforms and Misodllaneous Items inducding B
uck Shop' Items

33. No trading operation of any kind is dlowed in the schodl except with the prior approva
inwriting by the Director. Any profits so derived should be reflected in the school{; account.

3. The Head of an aded gpecid sthoadl shdl be respongible for ensuring that the provisons
in the Code of Prectice rdaing to Sde of Textbooks, Exercdse Books and School Uniforms and
other School Accessories are fully complied with.

35. Comprehengve price ligs of dl commodities for sde to pupils must be displayed
prominently in the schodl.



CODE OF AID FOR SPECIAL SCHOOLS (VOLUME I) 49

Appendix 2
Standard Tuition and Boarding Fees
and Levels of Fee Remission
Typeof Fees Amount of Fees Fee Remisson
(@ Tuition Fees ) 45% of totd feeincome
(Secondary 1V-V) ) As announced in the rdevant
) draular inforce
(b) Boarding Fees ) 10% of tota feeincome

Note : Totd feeincome meansthe maximum fee payable times the goproved enrdlment.
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Appendix 3

Staff Establishment

SCHOOL SECTION

1

Teaching Edtablishment

@

(b)

(©

(d)

Saffing Retios

The daffing ratios for dl levels will be 1.5 teachers per class. The
number of teachers will be caculated separately for the primary and secondary
sections.  In order to avoid the use of fractions of a teacher, where 0.5 of a
teacher results from the gpplication of this retio, it will be rounded up to the
nearest whole number, except where 0.5 of ateacher results for both sections. In
this case, the 0.5 will be rounded up in the section with the minority number of
classes, and the 0.5 in the section with the mgority number of classes will be
rounded down. Teachers for split classes and mobility ingtructors, where
gpproved, will be included in the cadculation of the teaching establishment for the
relevant section before the rounding up or down of fractiond staff.

Head of School

In schools with more than 3 classes, the calculation is exclusive of the
post of the Head of the school. For grading of the Head of School, please refer
to Attachment A.

Senior Teachers

Senior Teachers for the primary section are included in the teaching
establishment. The rank of a Senior Teacher will be Assstant Master/Mistress or
Primary School Magter/Midtress. Senior Teachers will be required to undertake
specific duties in addition to classteaching. These duties are shown in Attachment
B. Inaprimary specia school with 12 or more equivaent ordinary classes, one
of the Senior Teachersin the rank of Assstant Master/Mistress or Primary School
Magter/Mistress will serve as the Deputy Head.

Teachersfor Split Classes

At the request of the Head of the school, the Director may approve
the gppointment of additiona teaching saff under the terms of the sdaries grant to
cover dtaffing needs in respect of approved additional class periods for split
classes, practica indruction, and specidist teaching requirements in specia
schools.
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Part-time Teachers

To determine the appropriate fraction for a part-time teacher, the
following formula should be used :

Number of periods taught by teacher per week

15 X
Total number of periods taught per week

Teachers Assisting in Speech Therapy (TAST)

Schools for the hearing impaired, for the visudly impaired with mental
handicap, for the physicaly handicapped, and for the mentaly handicapped may,
with the approva of the Director, gppoint teachers asssting in speech thergpy on
the following scde :

Type of School Retio of Provison
Hearing impaired, or Visudly impared with menta 1 for 3 classes
handicap
Physicdly handicap, or Mentaly handicapped 1for 4 classes

The number of TASTSs should be caculated for the school as a whole. Where
fractiond staff results, thiswill be rounded up when it reaches 0.5, otherwise it will
be rounded down. The resulting number will then be gpportioned between the
primary and secondary sections of the school in accordance with the number of
classes in each section, in such away that no fractiond staff for either section will
result. TASTs will form part of the non-graduate teaching establishment of the
school.  With effect from September 1996, one of the gpproved TAST posts in
each of the above schools has to be reserved for the gppointment of a speech
therapi<.

Mobility Ingtructors

A school for the visudly impared or the visudly impared with
mentd handicap may, with the goprovd of the Director, gppoint 0.5 mobility
indructor per class.  Mohility ingructors, where approved, will then be
goportioned between the primary and secondary sections of the schools in
accordance with the number of classes in each section and be included in the
cdculation of the teaching establishment for the rdevant section before the
rounding up or down of fractiond staff. Mobility Instructors will be reckoned as
members of the non-graduate teaching establishment of the schooal.



CODE OF AID FOR SPECIAL SCHOOLS (VOLUME I) 53

Nov.98 (R)9
Appendix 3

() Resource Teachers

0)

(if)

Resource Teachersfor Visudly Impaired Children

A sthoadl for the visudly impaired may, with the gpprovd of the
Director, gppoint resource teachers to teach visudly impaired children who
attend ordinary sscondary schools and who regigter with the schoal for the
visudly impaired for resource teaching, a the raio of 0.5 teecher for 1-4
dudents.  Such teechers will be reckoned as members of the graduate
teaching establishment of the secondary section.

Resource Teachers for Autigic Children

A specid schodl for mentaly handicapped children may, with
the goprovd of the Director, gppoint 1 additional non-graduate resource
teacher in its primary section for children with autidic disorder, taking into
account thar neads for varying degree of remedid support a the following
provison raio

No. of children No. of
with autistic disorder teachers provided
Every 8 requiring intensive remedid teaching 1
programme
Every 16 requiring less intensve remedid teaching 1
programme

The additiond teaching podt is gpproved on the understanding
that the operaiion of remedid teaching programme for autistic children is
judtified by the actud enrdlment of such pupilsin the school. The pogt will
be dawed back when it isno longer judtified.

Resource Teachers for Supportive Educationd Programmes

Specid schools operating secondary dasses may, with the
goprova of the Director, gopoint additiona non-graduate teachers in
accordance with the following ratios to strengthen the support for library
sarvice, computer education, dvic education, sex education and school
leavers programme:

Nov.98 (R)10
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Size of school Provison of
(with secondary classes) additiona teachers
Less than 6 classes 0
6 - 9 classes 05*
10 classes or above 1

The resource teacher will be included in the establishment of
the non-graduate teachers of the secondary section as net additional
provison and will not be rounded up if 0.5 additiond teacher is provided.

For combined grades specid schools for the mentdly
handi capped, the provision will apply to each section separately.

* To be provided only when there is no rounding up of the
non-graduate teaching establishment of the schoal.

(v) Resource Teachersfor Supportive Remedid Service

(@ A specid schoal for hearing impaired children may, with the gpprovd
of the Director, appoint 1 additional non-graduate resource teacher in
its primary section to provide remedid teaching support to hearing
impaired pupils who are atending ordinary primary schools and are
identified to be backward academically, at theratio of 1 teacher for 1
unit. Thedzeof aunit is 1-20 pupils.

(b) A specid school for hearing impaired children may, with the gpprova
of the Director, gppoint 1 additiona resource teacher at GM grade in
its secondary section to provide remedia teaching support to hearing
impared sudents who are a junior secondary level in ordinary
schoals, a the ratio of 1 teacher for 1 unit. The Sze of a unit is 1-10
students.

Expangon of Graduate Posts in Special Schools with a Secondary Section

For higher teaching standards, a specid school with a secondary
section, may upgrade a maximum of four non-graduate teaching posts to graduate
teaching posts provided that no serving teacherf sarvice may be terminated for
the purpose of taking advantage of this provision.
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() Greded Podswithin the Edablishment

The number of podts in each grade shdll be determined by meking
reference to the following attachments :

Attachment C-  Teaching Egadblidment for Pimary Clases in
Specid Schools

AttachmentD-  Teeching Egtablisment for Secondary Classes in
Specid Schools without Senior Secondary Classes

Attachment E - Teaching Edablishment for Secondary Classes in
Specid Schools Operating Secondary 1-V

Nov. 97 (A)5
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Hexibility in Teaching Saf Sructure

In view of the varying needs of different categories of specd
schoals, Heads and the Management Committee of a school may propose,
for the goprovd of the Director, teaching saff sructures for the secondary
sections of ther schools with a higher proportion of non-graduate pods
then in the Sandard manning scales, sUbject to the following conditions:

()  No saving teacherf& sarvice may be terminated for the
purpose of taking advantage of this provison; and

(i) When a teaching daff dructure of a schod has been
goproved and implemented which involves additiond
AM or SAM pogts, it will only be possble to rase the
proportion of graduate posts when AM and SAM posts
fdl vacat. It will not then be possble to replace a
departing CM withaGM.

Low-vison Traning Teacher

A spedid sthodl for the visudly impaired (specid schodl for
vigudly impaired children with menta handicgp exduded) may, subject to
the needs identified and the goprovd of the Director, gopoint not more then
1 additiond nongraduate teacher in its primary section for low-vison
traning programme.

2.  Workshop Teachers

@

)

©

In specid schools with workshops in the secondary section, one Certificated
Mader/Midress (Workshop Teacher) may be gppointed per goproved
workshop.

In gpecid scthools with workshops in the sscondary section, one Assdant
Mader/Midress (Workshop Teacher) may be gopointed for every 4 gpproved
workshops.

A schoal with secondary dasses may, with the gpprova of the Director, gopoint a
Workshop Indructor 111 to give indruction in those trades for which no qudified
teechersare avalable The pogt will be hdd againg, and will not be additiond to,
posts on the teaching establishment.
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3. Laboratory Technicians

@

(b)

(©

(d)

(€

Laboratory Technicians I1/111 for science laboratories may, with the gpprova of
the Director, be gppointed on the following scae :

Number of Laboratories Number of Laboratory Technicians
1 1
2 2
3 3

In schools for the hearing impaired with up to 17 classes, an additiond
Laboratory Technician 11/I11 may, with the gpprova of the Director, be appointed
for the maintenance of audiologica equipment and hearing aids. A second
additional laboratory technician may be gppointed at the discretion of the Director
in schools for the hearing impaired with 18 classes or more.

In specia schools with five or more laboratories in the secondary section, one of
the laboratory technicians may, a the discretion of the Director, be gppointed at
the Laboratory Technician | leve.

In a gpecia school for the hearing impaired with more than 17 classes, one of the
laboratory technicians gppointed for the maintenance of audiologica equipment
and hearing aids may, a the discretion of the Director, be gppointed at the
Laboratory Technician | levd.

In a specid school for the visudly impaired (specid school for the visudly
impaired with menta handicap excluded), a Laboratory Technician 11/I1 may,
with the approva of the Director, be gppointed for the maintenance of specia
equipment/technical aids, and for providing technica assstance in setting up and
operating the equipment.

4. Specia School Socia Workers

@

(b)

(©

Specid schools may, with the gpprova of the Director, gppoint 0.5 specia schoal
socia worker for every 35 pupils. However, where a sponsor operates two or
more specid schoals, the ratio of provison may, at the discretion of the Director,
be gpplied to the combined capacity of the schools asif they were a single schooal.

Specia school socid workers should, in generd, be ranked at the Senior Socia
Work Assgant levd.

Socid workers in the following categories of specia schools should be ranked at
the Assstant Socia Work Officer levd, if graduate socid workers are employed;
or a the Senior Socid Work Assgtant level if the posts are filled by non-graduate
socid workers,
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() schoodlsfor socid development;

(i)  schoolswith senior secondary dasses; or

(i)  schools where there are three or more professond disciplines (eg. Soeech
thergoigts, physothergpists, occupationd thergpigts and nurses) in addition
to teechers and socid workers, and where the socid workers are given the
additiond responghilities of arehabilitation co-ordinator.

5. Speech Therapids

Schodls for the hearing impaired, for the visudly impared with menta
handicap, for the physcaly handicgpped, and for the mentaly handicgoped may, with
the gpprova of the Director, gopoint one soeech thergpidt to offset one of the goproved
TAST podsin the sthodl.

6. Physothargpigsand Artisans

(@ Schodsfor the physicaly handicgoped and for the severdy mentdly handicapped
may, with the goprova of the Director, gopoint 0.5 physiotherapist for every 15
pupils and one artisan to support every two physothergoidts.

(b) The Saff Structure for Physothergpists (PTs) should be asfollows:

Ranking of Staff
No. of PTsentitled SPT PTI PTII
1 1 -
15 1 05
2 1 1
25 1 15
3 1 2
35 1 25
4 2 2
45 2 25
5 2 3
55 2 35
6 1 2 3
Nov. 98 (R)14
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7.  Occupationd Therapists and Occupationd Therapy Asssants

(@ Schodsfor the physicaly handicgpped and for the severdy mentdly handicgpped
may, with the goprova of the Director, gppoint 0.5 occupationd thergpist and 0.5
occupdtiond thergpy assdant for every 15 pupils

(b) The Staff Structure for Occupationd Thergpids (OT9) should be asfollows

Rerking of Saif
No. of OTs entitled soT oT | oT Il

1 1 -
15 1 05
2 1 1
25 1 15
3 1 2
35 1 25
4 2 2
45 2 25
5 2 3
55 2 35
6 1 2 3

8.  Educdtiond Psychologiss

(@ For sponsoring bodies operating a minimum of 30 specid sthool dasses, spedid
schools (except hospital schools) with the gpprova of the Director, may gopoint
school-based educationd  psychologiss. While each psychologis may sarve
more than one specid sthool under a particular oponsor, he/she will be employed
by and gationed a one of the schools and conddered as a member of the non-
teeching pecidig gdaff of tha school.  Provison ratios for educationd
psychologigts to be employed by specid schools are asfollows:

No. of Classes
Operated by the Same Sponsor Provisons of Psychologist(s)

30-59
60 - 99
100- 139
140- 179

A WN P
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(b) School-based educational psychologists should, in genera, be ranked at
Educationd Psychologist | levd. When fully qudified educationd psychologists
are not avalable in the job market, a candidate without a Post Graduate
Certificate in Education and 6 years  relevant experience may be appointed as EP
1, should he/she meet the entry requirements for this rank.

9. School Nurses

Specid schools for the physicadly handicgpped, for the mentaly
handicgpped and for the visudly impared with menta handicagp may, with the
gpprova of the Director, appoint full-time registered nurses on the following scae :

Type of School No. of Pupils  No. of School Nurses
(i) Physcadly handicapped or 40 - 129 1
Severely mentally handicapped 130 or more 2
(i) Mildly mentaly handicapped, 40 or more 1
Moderatdly mentaly
handicapped, Combined mildly
and moderately mentally

handicapped, or Visudly
impaired with menta handicap

10. Clericd Steff

Specid schools may, with the gpprova of the Director, gppoint clerica staff
on thefollowing scde :

Capacity at Full Development No. of Clericd Staff
up to 49 1 Clericd Assgant
50-99 1 Clerk Class i
100 - 149 1 Clerk Class 11 and 18k
lerical Assgtant
150 or more 2 Clerk ClassllIs

11. Brailling Steff
Specid schools for the visudly impaired operating the resource teaching
programme for visudly impared pupils integrated in ordinary schools may, with the
goprova of the Director, gppoint brailling saff at the following ratios :

No. of Visudly Impaired Integrators

reqistered for Resource Teaching Provison of Brailling Steff
8 0.5
16 1
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Workshop Attendants

Soedd schools may, with the gpprova of the Director, gopoint one
workshop atendant for each approved workshaop.

Janitor Sff

Soedid schoals may, with the gpprova of the Director, gopoint one third
janitor daff for every dassoom and goproved specid room.  In schoals for the
physcaly handicapped and for the severdy mentdly handicgpped, 0.75 janitor Saff
may be 0 gopointed for every dassoom and 0.5 for every gpproved specid room.
Fractiond gtaff will be rounded up after summation.

Motor Drivers

(@ Spedd schodls for the visudly impaired, for the physcaly handicapped, for the
moderatdy and severdy mentdly handicapped, for the hearing impaired and
schoals for sodd devdopment may, a the discretion of the Director, gopoint
motor driversfor regisered gpecid school buses

(b) Drivers who are required to drive aregistered school bus with 30 or more seats
will be gopointed as Specid Drivers Those who are assgned to drive regidered
schoal buses with fewer than 30 seats will be gppointed as Motor Drivers

Teacher AsSgants

Teacher Assgants may, with the goprova of the Director, be gppointed in
the following categories of specid schoadls at theratio of 0.5 teacher assdant per dlass:

(i) schodlsfor the severdy mentdly handicapped,

()  schod for the visudly impeired with mental handicap;

(i)  schodsfor the physcaly handicapped,;

(v)  psychidric unitsin hogpita schodls and

) preparatory dasses in sthoals for the hearing impaired and the
schoadl for the visudly impaired.
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BOARDING SECTION

All specid schools with an gpproved boarding section subvented by the Education

Depatment may be provided with the following S&ff :

1.

3.

Wardens

(@ Spedd schodls may, with the goprovd of the Director, gopoint one warden for
the boarding section.

(b) The warden should, in generd, be ranked a the Assstant Sodd Work Officer
leve.

(0 Asandtenaiverank for the warden grade, the pogt can befilled by non-graduate
sodd workers a the Chief Socid Work Assgant leve for aboarding section with
a cgpacity of 50 boarders and above, or the Senior Socid Work Assigant leve
for aboarding section with a cgpecity of lessthan 50 boarders

Assgant Wardens

An assgant warden may, with the goprovd of the Director, be gopointed
among the goproved establishment of housgparents and programme workes The
assgant warden should be ranked a the Senior Socd Work Assdat levd for a
boarding section with a cgpacity of 50 boarders and above, and a the Socd Work
Assdant levd for aboarding section with a cgpacity of lessthan 50 boarders.

Houseparentsin-charge

For a boarding section with a cgpacity of 50 boarders and above, a
houseparent-in-charge may, with the gpprova of the Director, be gppointed amongst
evay 4 pods of houssparent. The houssparent-in-charge should be ranked a the
Socid Work Assgant leve.
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4. Houssparents

Houssparents at Sodid Work Assgant leve may, with the gpprovd of the
Director, be gppointed on the following scde:

Wesk-end & Sunday rdio
(inadditionto the

Categories of boarders Week-day ratio week-day provison)
Hearingimpared or Visudly 2 for 15 boarders 1.2 for 15 boarders
impaired
Moderady mentaly 2 for 12 boarders 1.2 for 12 boarders
handi capped
Physcaly handicgpped, 2 for 8 boarders 1.2 for 8 boarders
Svady mentdly
hendicgpped, or Visudly
impaired with mental
handicgp

5. Programme Workers

Programme workers a Sodd Work Assgant leve may, with the gpprova
of the Director, be gppointed on the fallowing scae

For week-ends & Sundays

(inadditionto the
Number of boarders For week-days provison for week-days)
60 or less 1 05
61- 120 2 10
121 or more 3 15
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6. Nursss
Nurses may, with the goprovd of the Director, be gopointed on the
fdlowing cde:
Week-end & Sunday ratio
(in addition to the
Categories of boarders Week-day ratio week-day provision)
Hearing impaired, Visudly 1 Enrolled Nurse for 0.6 Enrolled Nurse for 20 or
impaired or Moderately 20 or more boarders ~ more boarders
mentally handicapped
Physicaly handicapped, 1 Registered Nurseor 0.6 Registered Nurse or
Severdy mentaly Enrolled Nursefor 25 Enrolled Nurse for 25
handicapped, or Visualy boarders boarders
impaired with mentd
handicap

Where fractiond gaff reaults, this will be rounded up to the next whole
number.

For boading sections of spedd sthools for the moderady mentdly
handicapped, the severdy mentdly handicapped, the physcdly handicgoped or the
visudly impared with mentd handicgp, the minimum provison will be one nurse & any
one time during the operationd hours of the boarding section irrepective of itssze

7.  Cleicd Assdants

1 deicd assgant may, with the goprovd of the Director, be gppointed for
eech boarding section.

8.  Cooks

Cooks may, with the goprovd of the Director, be gppointed on the

falowing cde:
Number of boarders Number of cooks
39 or less 2
40-79 3
80 or more 4
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Wachmen

2 Watchmen may, with the gpprovd of the Director, be gppointed for each
boarding section.

Janitor SAff

Janitor gaff may, with the goprovd of the Director, be gopointed on the
falowing scde:

Week-end & Sunday ratio

(inadditionto the
Categories of boarders Week-day retio week-day provison)
Hearing impaired Onefor 20 or fewer 0.6 for 20 or fewer boarders
boarders
Visudly impaired or Onefor 15or fewer 0.6 for 15 or fewer boarders
Moderady mentaly boarders
handicapped
Physicdly handicapped, Onefor 10 or fewer 0.6 for 10 or fewer boarders
Severdy mentdly boarders
handicapped, or Visudly
impeaired with menta
handicap
Cdauldion of Pat-time Saff for Houssparents, Programme Workers & Janitor Staff

In cdeulaing the number of gaff, individud fractions of these three grades
will be added together and the fraction resulting, if any, will be rounded up to the next
whole number. Pogts cregted after summation and rounding up of the fraction may, with
the gpprovd of the Director, be gppointed as housgparent/programme worker/janitor
gaff a the discretion of the school to meet operational nesds.
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Appendix J/Attachment A

Ranking of Heads of Special Schools

A. ia schodlswith combined levels or junior dassesonl
1. Theranking of heeds of aided specid schools with combined levels or junior secondary
dases only is determined on the beds of the number of equivdent full-streamed
ordinary secondary dasses worked out according to the fallowing weighting system and
redivity ratio
(@ Waeaghting sysem
() 21spedd primary dass= 0.6 full-sreamed goecid sscondary class
() 1 specd junior sscondary class = 0.8 full-sreamed specid secondary dass
(i) 1 specid senior secondary dass = 1 full-sreamed gpecid sscondary dlass
(b) Rdativity of headship ranking between specid schools and ordinary schools:

A sthodl with 18 equivdent full-streamed specid sscondary dasses = a schoadl
with 24 ordinary secondary dasses

2. Theconveted number of equivdent ordinary secondary dasses with fractiona numbers
rounded down, will determine the headship rank for a gpecid schoal in accordance with

thefalowing scde:
Number of
equivaent full-dreamed
ordinary secondary dasses Headship rank
24 or more Principd 11 (Pr 11)#** Principd | (Pr )
15t0 23 Principd 11 (Pr 11)
14 or less Principd Graduate Magter/Migtress (PGM)

Wherefractiond dass results, thiswill be rounded down.

**  Prindpd | (Pr 1) pogt will only be provided for gpecid schools operating senior

secondary dasy(es) with 24 or more eguivdent full-streamed ordinary secondary
classes,

Appendix J/Attachment A

B. Pimay gedd schodls
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1. Theranking of heads of aded primary specid schodls is determined by the number of
equivdent ordinary primary dasses worked out according to the following reaivity
ratio:

A sthodl with 18 spedid primary dasses = aschoal with 24 ordinary primary dasses

2. The converted number of equivdent ordinary primary dasses, with fractiond numbers
rounded down, will determine the headship rank for a gpecia schoal in accordance with

thefdlowing scde:
Number of equivaent
ordinary primary dasses Headship rank
24 or more Princdpd Assdant
Mage/Midress (PAM)
or
Headmester/Headmidress| (HM 1)
12t0 23 Senior Assdant
Mager/Midress (SAM)
or
Headmeder/Headmidress |1 (HM 1)
*4t011 Assgant Mager/Midress (AM)

or
Primary School Magter/Midress (PSM)

*  The teeching edablisiment is indusve of the head of the sthod (Assgant
Mage/Midress or Primary School Mager/Midress levd) with four equivdent

ordinary primary dasses
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Appendix JAttachment B

Duties of Senior Teachers in
the Primary Section of Special Schools

The duties of the Senior Teachers in the primary section of a spedd school may be
grouped asfollows:

@

)

©

@

©

®

Gengrd Adminidrative Duties : time-tabling, didributing teeching loads, contral of
officemenia g&ff, schoal functions such as open day, speech day etc., parent-
teecher assodation, induction of new teechers, insavice traning and daff
deveopment, sarving as a link between the Head of the school and the teaching
Seff;

Duties rdaing to Academic Studies - organisng remedid teaching, co-ordinating
the work of teechers in charge of the various subjects monitoring individua
education programmes and producing the textbook lig;

Duties rdating to Counsdling and Guidance - disapline matters, tracing and
reporting drop-outs, counsdlling and guidance, mord education, carear guidance,
ligison with parents, liaison with Student Guidance TeacherdOfficars; liaison with
the Police

Duties rdating to Generd Affairs - Sck/maternity leave arrangements, acquistion
of supply teechers, arrangements for teaching practice for Hong Kong Indtitute of
Education sudents, admisson of new pupils, schodl internd examinations matters
pertinent to public examinations and sudent records;

Duties rdding to Extracurricular and Other Activities - culturd and physicd,
games day, inter-school gports and dance adtivities, inter-school musc and
Speech adtivities, Sger Schools Scheme, organisng educationd vigts, fire drills,
safety patral, Community Y outh Club and Junior Police Cdll activities eic,;

Duties rdating to Teaching Aids, Furniture and Equipment - ETV, audio-visud
ads and schoal furniture and equipment, notice boards, minor repairs, fird ad,
school/dasslibraries, ec.

Note : Oneof the Senior Teachersin the rank of AM or PSM of a primary specid school with
12 or more equivdent ordinary primary dasses will sarve asthe Deputy Heed.
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Appendix JAttachment C

Teaching Establishment for
Primary Classes in Special Schools

Total Staff Entitlement Number of Postsin Each Rank
(Excl. Head) * AM CM
1 - 1
2 - 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 2
30 7 23
31 8 23
32 8 24
33 8 25
4 8 26
35 9 26
36 9 27
37 9 28
38 9 29
39 10 29
40 10 30
1 10 31
12 10 32
43 11 32
v\ 11 33
45 11 4
46 11 35
47 12 35
48 12 36
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Nov. 97 (R)12
Appendix J/Attachment C

Note : * One of the Senior Teechers in the rank of Assgant Mager/Midress or Primary
School Mage/Midress of a primary specid schoal with 12 or more equivdent
ordinary primary dasses will serve as the Deputy Heed.
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Appendix JAttachment D

Teaching Establishment for Secondary Classes in

Special Schools without Senior Secondary Classes

No. of Pogsin Each Rank

Sub-totd

— NN M

™

4

10
10
11
12
12
13

14
14
15
16
17
17
18
19
19
20
21

21

22

23
24
24
25

CM

— —

—

N

10
11
11
11

11
12
12
13

Non-graduates

AM

—i

SAM

i

Graduates
GM

Sub-totd

Totd Seff

Entitlemant

(Exd.Heed) | SGM

AN M<

o

10
11

13
14
15
16
17
18
19
20
21

23
24
25
26
27

28
29

31
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Note :

1.

Appendix JAttachment D

(@ A spedd school operating a secondary section and with 15 or more equivaent
full-dreamed ordinary secondary dasses is entitled to two deputy heeds a
Principd Graduate Mager/Midress (PGM) rank. One PGM pogt will be
provided for every two Senior Graduate Mager/Midress (SGM) podts, off st
by the ddetion of one SGM pos.

(b) If the number of SGM podsisinaufficent to dlow the provison of PGM pods
to the maximum number entitled, one PAM pogt will be provided to sarve as
deputy head for every two SAM podts, offset by the ddetion of one SAM

post.

One pogt in the rank of SAM s upgraded to PAM for a specid school operdting a
secondary section and with 24 or more equivaent full-streamed sscondary classes
with the functiond duties of coordinating pastord care and extra-curricular activities,
and attending to the gpedid neads of the pupils.

One pod in the rank of Graduate Mager/Midress (GM) is upgraded to Senior
Graduate Mager/Midress (SGM) in an aded specid school operating 15 or more
equivaent full-sreamed ordinary secondary dasses
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Appendix JAttachment E

Teaching Establishment for Secondary Classes

in Special Schools Operating Secondary | - V
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Note :

Appendix JAttachment E

(@ A spedd school operating a secondary section and with 15 or more equivaent
full-dreamed ordinary secondary dasses is entitled to two deputy heeds a
Principd Graduate Mager/Midress (PGM) rank. One PGM pogt will be
provided for every two Senior Graduate Mager/Midress (SGM) podts, off st
by the ddetion of one SGM pos.

(b) If the number of SGM podsisinaufficent to dlow the provison of PGM pods
to the maximum number entitled, one PAM pogt will be provided to sarve as
deputy head for every two SAM podts, offset by the ddetion of one SAM

post.

One pogt in the rank of SAM s upgraded to PAM for a specid school operdting a
secondary section and with 24 or more equivaent full-streamed sscondary classes
with the functiond duties or coordingting pastord care and extra-curricular activities,
and attending to the gpedid neads of the pupils.

Saoondary sthoals offering spedified subjects i.e Desgn and Technology, Art and
Design, Home Economics, Physicd Education & Mudc a senior secondary leve are
dlowed to gppoint a teacher possessing a recognized relevant degree as a Graduate
Mage/Midressin charge of the subject with a maximum of 4 such gopointments in
each dandard 9ze school. The dlocation of such additiona graduate posts will be
determined by the Director. The new podts creeted will be offsat by the deletion of
an equivaent number of exising non-graduate pods in the schools concerned.

One pod in the rank of Graduate Mader/Midress (GM) is upgraded to Senior
Graduate Mager/Midress (SGM) in an aided spedid school operating 15 or more
equivaent full-dreamed ordinary secondary classes
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Appendix 4
Salary Scales and Allowances
This Appendix should be reed in conjunction with Appendix 5
l. ALARY SCALES
A. School Section
SHay Scde
Grade/Rank (Paints on the MPS)

1. Princpd | (Pr1) 45 - 49

2. Prindpa Il (Pr11) 40- 44

3. Prindpd Graduae Magter/Midress (PGM) 38-41

4.  Senior Graduate Mager/Midress (SGM) 34-39

5. Graduae Mage/Midress (GM) 17-33

6. @
(0)
7. @
(0)
8. @
(0)

(Without acquiring a Pog-Graduate Cetificatie in Education or an equivdent
qudification acoepteble to the Director, a GM gppointed on or after 5 December
1980 and before 1 September 1997 will not be dlowed to proceed beyond Point
27, and a GM gppointed on or after 1 September 1997 will not be dlowed to
proceed beyond Point 22.)

Principd Assgant Magter/Migress (PAM) 34-36

Headmegter/Headmidress| (HM 1) 38-41

Sanior Assgant Mader/Midress (SAM) 30-33C
(*Bar a Pt. 33)

(* Passage requires acquiring a Bachdor of Arts Degree in Primary Education, or
equivdent, and holding aheadship pogt in aprimary specid schodl.)

Headmagter/Headmidress |1 (HM 1) 34-39
Assgant Magter/Migress (AM) 25-29
Primary School Mader/Midress (PSM) 30-33

Nov. 97 (R)13
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10.

11.

12.

13.

14.

15.

16.

17.

Appendix 4
SHay Sde
GradeRank (Points on the MPS)
(@ Cetificaed Magter/Midress (CM) 14-24

(with sub-paint of 10 - 13 and asdary bar a point 19 beyond which an untrained
teacher cannot proceed)

(b) Assgtant Primary School Magter/Mistress (APSM) 17-29

(aday bar & point 27 beyond which an untrained teacher cannot proceed)

Unqgudified Teacher (UQT) 4
Specid School Socid Worker
(@ Senior Sodd Work Assgant (SSWA) 23-29
(b)) Assgant Socid Work Officer (ASWO) 18- 33(16- 27)
(with omitted points
a Pt. 20, 24 & 30)
Speech Thergpigt (ST) 18- 33
Senior Physothergpist (SPT) 34-39
Physothergpist | (PT I) 25-34
(with omitted point a Pt. 30
and an effidency bar a Pt
28)
Physothergpigt I1 (PT 11) 14-24
Senior Occupationd Thergpig (SOT) 34-39
Occupationd Thergpigt | (OT 1) 25-34
(with effidency

bar a Pt. 29)
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18.

19.

20.

21.

22.

23.

24.

25.

26.

21.

28.

GradeRank

Occupationd Therapigt 11 (OT 11)

Occupationd Therapist Asigtant (OTA)
Educationd Psychologit | (EP1)
Educationd Psychdlogist 11 (EP 1)

School Nurse (Registered Nurse) (RN)

Assgant Mager/Midress (Workshop Teacher)
(AM(WT))

Cetificated Magter/Migtress (Workshop Teacher)
(CM(WT))

Appendix 4

SHay Sde
(Points on the MPS)

14 - 24
(with omitted

point a Pt. 16)
7-15
34-44
25-33
15-25

(with omitted points
a Pt 17& 21)

25-29

14-24

(asday bar a point 19 beyond which an untrained teecher will not be dlowed to

proceed)
Workshop Ingructor | (W1 1)

Workshop Ingtructor 1 (WI 11)

24-28

14-23

(Note : The Workshop Indructor scaes goply to persons gopointed before 1
September 1993; and the Workshop Teacher scales goply to persons gppointed
theresfter and to those Workshop Indructors | or 11 who were regraded to
CM(WT) or AM(WT) on 1 September 1993 upon successful completion of the
converson course a the Hong Kong Technicd Teachers College. Workshop
Indructor experience will not be counted for the purpose of increments for
gppointment as Certificated Magter/Midress of non-workshop sream).

Workshop Ingtructor 111 (WI 111)

Laboratory Technician| (LT I)

6-13

22-28
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29.

30.

31

32.

35.

36.

37.

39.

GradgRank

Laboratory Technician II (LT 11)

Bralling St

Clerk (Classll)
Clericd Assgant (CA)
Artisan

Soedid Driver

Motor Driver

Laboratory Technician 111 (LT I11)

Workshop Attendant (WA)

Jenitor Saff

Teacher ASgant

Appendix 4

Sday Scde
(Points on the MPS)

10-21

(with effiGency

bar a Pt. 17)
8-15
3-15
1-10
6-8
9-10
6-8

(Pointson the TPS)

4-6

(Pointson Modd Scdel)

4-8
1-3

1-3

Nov. 97 (A)9
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@

)

Supply Teachers

Appaintment
Secondary Section

Graduate
Non-graduate
Unqudified teecher
Primary Section

Qudlified Teacher
Unqudified Teecher

B. Boading Section

1

Grade
Warden

(@ Asigant Sodd Work Officer

(b) Chief Sodd Work Assgtant
(© Senior Sodd Work Assgant
Assgant Warden

(@ Senior Sodd Work Assgtant

(b) Sodd Work Asistant

Appendix 4

Say per Working Day

N N N N N N N N

SHay Sde

Refer to therdevant drculars
on Revisd Dally Retes Pay for
Supply Teechers currently in force

(Points on the MPS)

18- 33

(ith omitted points at Pt. 20, 24 and 30)

30-33

23-29

23-29

11-22

(with omitted point a Pt. 13+ Afffdditional

increments)

Nov. 97 (R)14
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10.

11.

Houseparent-in-charge

Hous=parent

Programme Worker

Regigered Nurse (RN)

Enrolled Nurse (EN)

Clericd Asigart (CA)

Cook

Wachman

Jenitor Saff

Appendix 4

11-22
(with omitted point at Pt. 13
+ 2 additiond increments)

11-22
(with omitted point a Pt. 13)

11-22
(with omitted point & Pt 13)

15-25
(with omitted points & Pt. 17 and 21)

9-21
(with omitted points & Pt 11 and 15)

1-10
6-8

(Pointson Modd Scdel)
4-8

1-3

Nov. 98 (R)20
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Appendix 4
Supply Staff and Relief Workers

Appointment Sday per Working Day
Regigered Nurse )
Enrolled Nurse )
Houssparent )
Cook ) Refer to therdevant drculars on
Janitor Steff ) Revisd Daly Rates Pay for
Clek (Classll) ) Supply Steff currently in force
Cleicd Assgant )
Specid Driver )
Motor Driver )
Teecher Assdant )

Nov. 97 (A)10
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Appendix 4
Il ALLOWANCES
A.  Headship and Deputy Headship Allowances
(@ Regponshility Allowance for Heeds and Deputy Heeds of Primary Specid Schods

()

() A regponghility dlowance will be payable to heeds of aded primary soecid
schools @ the rate of one increment above the subgtantive pay of the heeds,

(i) A regponghility dlowance will dso be payable to Asssant MasersMidresses or
Primary School MagtersMistresses who sarve as deputy heads of aided primary
goecid schools with 12 or more equivaent ordinary primary dasses a a rate
equivdent to 75% of one increment above the subdantive pay of the deputy
heeds.

Note : Heads on pasond scdes will not be dighble for the Responghility
Allowance

Heedfl Responsibility Allowance : Boarding Section

In recognition of the additiond respongibility undertaken by the Heed of a
specid schoal with an goproved boarding section, the Supervisor may recommend that
the Head should recaive a specid dlowance equivaent to 15% of the mid-paint of the
sday scdefor Senior Sodd Work Assdan.

B. Spedd Educaion Allowance

@

A spedd education dlowance may be avarded to CM/GM/APSM, while sarving in
such cgpadity in agpedd sthool, who are undergoing a recognized course of training in
spedid education run by the Hong Kong Indiitute of Education. The dlowance will be a
arae eguivden to oneincrement next on the Mader Pay Scde above the leve of thar
Subdantive pay.
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Appendix 4

(b) A spedid education dlowance may be awarded to &t in the ranks of CM/AM/SAM/
PAM/GM/SGM/PGM/Pr 11/Pr |/ APSM/PSM/HM [I/HM |, while sarving in such
cgpadity in a gpedid school, who have successfully completed a recognized course of
traning in spedd educaion run by the Hong Kong Indtitute of Education, or a course
recognized by the Director as an equivdent. The dlowance will be & a rate equivaent
to two increments next on the Mader Pay Scae abovethelevd of thar subgtantive pay.

() For heads of aded spedd sthools halding a Pr | pog, ther subdantive sdlary plus
specid education dlowance should not exceed the top of the Madter Pay Scdle, thet is,
Magter Pay Scale Point 49.

(d) St in the above ranks gppointed as temporary replacements will be digible for the
gpedid education dlowance if they have completed specid education training recognized
by the Director.

(e Pat-time daf in the above ranks will be digible for the gpecid education dlowance on

a prorda bags if they have completed specid education training recognized by the
Director.

C.  Inducement Allowance

An inducement dlowance may, subject to the gpprovd of the Director, be granted
to qudified teachers unqudified teachers or upply teechers on a monthly bess who are
gopointed to specid schoals in remote aress in the New Territories The dlowance will be in
accordance with the gpproved rate and digible teachers gppointed on part-time bass will be
pad at apro-ratarete.

D. AdingAllowance

A full-time PGM/SGM/GM/SAM of the sscondary section and AM or CM  of
the primary section of the school who has been recommended and gpproved to take up the
functiond duties of ahigher office in the rank of Pr I/Pr 11/PGM/SGM/ PAM/SAM or AM as
gopropriate on an acting bags for a qudifying period of not less than 14 cdendar days will be
entitled to draw an acting dlowance for the period concerned asfallows:
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Note :

@

(0)

Appendix 4

Ading-up with replacement (this involves acting in a functiond post which
caries ahigher maximum salary point than thet of the teecherf sUbgtantive
rank) - 100% of the difference between the teacherf subgtantive sday
and the minimum sday of the higher rank in which heisadting; or a arae
equivdent to the increment next on the rank-scde of the acting pogt above
the levd of the teacherfl; sUbgtantive salary if it is the same or more then
the minimum salary of the acting podt.

Doubling-up without replacement provided (this involves acting in a
headship pogt which carries a higher maximum sdary point then thet of the
teacherfl substantive rank in addition to undertaking his own duties) - 25%
of the minimum sday of the higher rank or the rate for acting-up in (8
above, whichever isthe more

Sundays and schod  hdlidays immediatdy preceding and fallowing the
period of absence of the subgtantive pogt holder form part of the qudifying
peiod but not induded in the cdculaion for ading dlowance  Acting
gppaintments which fdl soldy within the summer vacation will not atract
acting dlowance

If the heed or the deputy heed of a primary soecid schodl is of the same
rank as the teacher gppointed to act as the head or the deputy heed, the
ading heed or acting deputy head will then draw the responghility
dlowance for an AM head or deputy heed, necesstaing the head or
deputy heed on leave to forfeit such dlowance during the whole period of
leave.

In the case of a teecher gppointed to act in a primary headship post higher
then his subgantive rank, he will receive the gppropriate acting dlowance
and nat the responghility dlowance. Under no drcumdgtances would an
acting heed of a primary soecid schoal be dlowed to draw both the acting
and responghility dlowances.

L eave exceading three consacutive working days or leave necesstating the
grant of an acting alowance to ancther teacher for the whole or part of his
leave involves the farfature of the acting dlowance for the whole period of
leave.

Appendix 4
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5. Leaveexceading 30 days or leave necesstating the grant of another teecher
to act as the head or deputy head for the whole or part of hisleave involves
the forfature of the repongihiility dlowance for the whole period of leave

E  Allowancesin this Appendix, with the exception of Inducement Allowance, will be trested as
sdary for Provident Fund purposes.

Nov. 97 (R)15
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Appendix 5

Qualifications Required for Grades of Appointmentsin Aided Special Schools

A.  Tesching Sf

1. B I/ [I/PGM/SGM/IGM/PAM/ISAM/AM/ICM/HM __I/HM __II/PSM/APSM/
AMWT)/CM(WT)

The guides to gppointment in respect of the grades and ranks, Prindpd |,
Principd 11, Principd Graduate Mader/Midress, Senior Graduate Mader/Midress,
Graduate Mage/Midress, Principd Assdant Mader/Midress Senior Assdant
Meade/Midress Assgait Made/ Midress Catificaied Madea/Midress,
Headmegter/Headmidress |, Headmege/Headmidress 1l, Primay  School
Mader/Midress, Asssant Primary School Mader/Midress, Asssant Magter/Midress
(Workshop Teacher) and Certificated Magter/Migress (Workshop Teacher) ae a
AttachmentsA to J.

2. Teschar Assging in Spesch Thearapy (TAST)

21 To be dighle for gopointment as Teechas Asading in Speech Thergpy,
Candidates mudt :

(@ mea thequdificationsfor gopointment as a Cetificated Magter/Midress,
(b) beassessad to have normd hearing and be free from speech impediments;
(¢ befluetin Cantonese and

(d) have completed or be prepared to undergo the rdevant training course run
by the Hong Kong Indtitute of Education.

2.2 Thedutiesof aTAST aeasfollows:
(@ toprovideindividud and group thergpy as prescribed by a speech thergpist
to schoal children with aticulaion defects and retarded speech ad
language devd opmert;

(b) to work in dose co-operaion with dassoom teachers on language
gimulaion programmes, and

Appendix 5

(o) toperform such other duties as may be required.
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3. Mobility Instructor

3.1 Tobedigiblefor appointment as Mohility Indructors, candidates must :

@
(b)
(©

meet the qudifications for gppointment as a Certificated Magter/Mistress,
be fluent in Cantonese; and

have completed or be prepared to undergo a training course for mobility
instructors recognised by the Director.

3.2 Thedutiesof aMohility Ingtructor are asfollows:

@

(b)

to provide training in orientation and mobility indruction to visudly-impaired
pupils, and

to perform such other duties as may be required.

4. Resource Teacher

4.1 Resource Teacher for Visudly Impaired Children

@

(b)

To be digible for appointment as resource teachers for visudly impaired
children, candidates must meet the qudifications for gppointment as a
Graduate Master/Mistress.

The duties of a resource teacher for visudly impared children are as
follows

()  to provide resource help to visualy-impaired sudents integrated into
ordinary secondary schoals; and

(i)  to perform such other duties as may be required.

4.2 Resource Teacher for Autistic Children

@

To be digible for appointment as resource teachers for autistic children,
candidates must meet the qualifications for gppointment as a Certificated
Master/Mistress.

Nov. 98 (R)21
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(b) Thedutiesof aresource teecher for autigtic children are asfollows:

() toprovideremedid support to autistic children assessad to have such
anead in spedid schoolsfor the mentaly handicgpped; and

()  to peform such other duties as may be required.

4.3 Resource Teacher for Supportive Educationd Progranmes

(@ To be digble for gopointment as resource teachers for supportive
educationd programmes, candidates must megt the qudifications for
gopointment as a Catificated Mager/Midress

(b) Thedutiesof aresource teecher for supportive educationd progranmes are
asfalows:

() to provide support for library service, computer education, dvic
education, sx education and schodl leavers programme in specid
schoadls, and

(i)  topeform such other duties as may be required.

44 Resource Teacher for Supportive Remedid Sarvice

(@ Tobedigiblefor gopointment as resource teechers for supportive remedia
savice candidaes mus megt the qudifications for gopointment as a
Certificated Magter/Midress or Graduate Mader/Midress.

(b) The duties of a resource teacher for supportive remedid sarvice are as
folows:

() to provide remedid support to hearing impared children admitted in
ordinary schodls and

(i) to perform such other duties as may be required.

5. Workshop Indructor |11

To be digible for gopointment to the rank of Workshop Ingructor 11, a
candidate mugt :

Nov. 98 (R)22
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(@ have completed an goprenticeship or a course of dudy in an
aopropriate trade or be adle to furnish evidence to show they have
had a leest 5 years  experience in atrade approved by the Director;
ad

(b) befluent in Cantonese and adle to write Chinese.
Note : Anagpplicant will betested on histechnica proficency and aility to indruct.

6. Low-vison Traning Teecher

6.1 Tobedigblefor gopointment aslow-vison training teechers, candidates mudt
(@  me the qudifications for gopointment as a Catificated Mager/Midress
(b)  befluent in Cantoness and

(0 have completed or be prepared to undergo a traning course on low-
vigon.

6.2 Thedutiesof alow-vison traning teecher are asfollows:
(@  toprovidelow-vidon traning for visudly-impared children; and

(b)  toperform such other duties as may be required.

Nov. 97 (A)12
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B. Laboaory Technidans

1.

Laboratory Technician 111

To be digible for gppointment to the grade of Laboraiory Technidan 1, a
candidate should preferably be under 35 years of age and mudt have ather five subjects,
induding English and two subjects rdevant to the duties of the pod, such as physics,
chemidry or biology, a Grade E or above in the Hong Kong Certificate of Education
Examination (English), or an equivdent qudification.

Laboratory Technician |

Thisis apromation podt for Laboratory Technician 111, The conditions for
promotion are st out a Appendix 10.

Laboratory Technician |

Thisisapromoation pog for Laboratory Technician I1. Such pogswill only
be established, however, in large spedd schools and in a specid schoal for the hearing
impaired with more than 17 dlasses a the discretion of the Director. The conditions for
promotion are st out a Appendix 10.

C. Nonteaching Staff

Soedidis Seff
1. Specd Schodl Socid Worker

11 Tobedigiblefor gopointment to the grade of specid school socid worker ranked
a the Senior Sodid Work Assdant leve, acandidate must have:

(@ regigered under the Socid Workers Regidration Ordinance, Chapter 505;

(b) () a Dipoma in Sodd Wok awaded by the Hong Kong
Polytechnic/Polytechnic Universty, or equivdent; or

(i) aCetificatein Sodd Work awarded by the Academic Board of the
Inditute for Socid Work Training, Hong Kong; or

Nov. 98 (R)23
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(i) aDiplomain Socd Work awarded by a recognized post-secondary
college issued efter the dete of itsregidration, or equivaent;

(¢ Engdlish Language (Syllabus B) and Chinese Language & Grade E or aove
in the Hong Kong Cetificate of Education Examination, or equivaen;

(d) fiveyears recognized pos-qudification experiencein soda work; and
(e thedbility to spesk fluent Cantonese.
1.2 Tobedigiblefor gopointment to the grade of gpecid school sodd worker ranked
a the Assgant Socid Work Officer leve, a candidate must have
(@ regigered under the Socid Workers Regidration Ordinance, Chapter 505;

(b) () alocd degree in Sodd Scence mgoring in Sodd Work, or
equivaent; or

() alocd degree or equivaent, and has successfully completed a one-

year post-graduate course in Socid Work at an gpproved inditution;
or

(i) alocd degree, or equivdent, and has successfully completed an
aoproved two-year post-graduate course in socid study/socid work;
or

(v) alocd degres or equivdent, and a Mader degree in Socid Work
obtained a an gpproved inditution;

(©) English Language (Syllabus B) and Chinese Languege a& Grade E or aove
in the Hong Kong Cetificate of Education Examination, or equivaent; and

(d) thedhility to spesk fluent Cantonese.

Nov. 98 (R)24
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2. Educationa Psychologist | and |1

The guides to gppointment in respect of the grade of Educationd
Psychologist | and Il are a Attachment K.

3. Speech Therapist

To be digible for gppointment to the grade of Speech Thergpidt, a
candidate must :

@ have a degree in speech therapy from a loca universty, or
equivdent; or

@)  have the Diploma of Membership of the Royd College of
Speech and Language Therapidts;
(b) have English Language (Syllabus B) and Chinese Language a Grade
E or above in the Hong Kong Certificate of Education Examingtion,
or equivaent; and

() spesk fluent Cantonese and have a good knowledge of written
Chinese.

4. Physotherapist 11

To be digible for gppointment to the grade of Physiothergpigt Il, a
candidate must :

@ () bhave aprofessond Degree/Diploma in Physotherapy issued
by the Hong Kong Polytechnic/Polytechnic Universty, or
equivaent; or

@) have a phydothergoy qudification recognized for full
regigtration by the UK Council for Professons Supplementary
to Medicine;

(b) have English Language (Syllabus B) and Chinese Language a Grade
E or above in the Hong Kong Certificate of Education Examingtion,
or equivaent; and

(© speak fluent Cantonese.

5. Physiotherapist |

Promotion rank for Physiotherapist 1.
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6. Senior Physotherapist

Promotion rank for Physiotherapist 1.

7. Occupational Therapist 11

To be digible for gppointment to the grade of Occupational Therapist 1, a
candidate must :

@ () bhaveaprofessond Degree/Diplomain Occupationa Therapy
issued by the Hong Kong Polytechnic/ Polytechnic Universty,
or equivaent;

(i) be registered in Hong Kong in Part | or 1l of the Register of
Occupationd Thergpigds under the Regiger of the
Supplementary Medica professions Ordinance Chapter 359;

@) have a vdid Practisng Certificate issued by the Occupationa
Therapists Board;

(b) have English Language (Syllabus B) and Chinese Language at Grade
E or above in the Hong Kong Certificate of Education Examination,
or equivdent; and

(©  gpesk fluent Cantonese.

8. Occupationd Therapist |

Promotion rank for Occupationa Therapist 11.

0. Senior Occupationa Therapist

Promotion rank for Occupationa Therapist 1.

10. Occupationa Therapy Asssant

To be digible for gppointment to the grade of Occupational Therapy
Assgant; acandidate must :

(& bhave completed an gpprenticeship or a course of study in an
appropriate trade, or be able to furnish evidence that he has had at
leeast 5 years experience in an area of work acceptable to the
Director, eg.
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@) Carpentry
Generd techniques with knowledge of cabinet-making;

(i) Gened
ills or activities which may be gpplied as trestment media,
with knowledge of handicrafts,

(i) Med Work

Gengd techniques with knowledge of dectricd wdding and
use of bench latches;

(v) Rattanrwork

With knowledge of light and heavy ratarwork, induding
fumiture meking;

(b) preferadly have teeching experience in the gopropriate fidd; and
() beddeto gpesk fluent Cantonese and write Chinee.

11. School Nurse (Registered Nurse)

To be digible for gopointment to the grade of School Nurse (Regisered
Nurse), acandidate must :

(@ have the Cetificate of Regigration (Part I) issued by the Nursng
Board of Hong Kong or equivaent; and

(b) have English Language (Syllabus B) and Chinese Languege & Grade
E or aove in the Hong Kong Catificate of Education Examingion,
or equivdent; and

(© befluentin Cantonese

12. Schod Nurse (Enrolled Nurse)

To be digible for gopointment to the grade of School Nurse (Enrolled
Nurse), acandidate must :
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(@ have the Cetificate of Enrdlment (Part 1) issued by the Nursng
Board of Hong Kong or equivaent; and

(b) befluentin Cantonee,

13. Waden

13.1 To be digble for gopointment to the grade of Warden ranked a the Assdant
Socid Work Officer levd, a candidate must have :

(@ regigered under the Socid Workers Regigtration Ordinance, Chapter 505;

(b) () alocd degree in Sodd Scence mgoring in Sodd Work, or
equivaent; or

() alocd degree or equivaent, and has successfully completed a one-

year post-graduate course in Socid Work at an gpproved indtitution;
or

(i) a locd degres, or equivdent, and has successfully completed an
aoproved two-year post-graduate course in socid sudy/socid work;
or

(v) alocd degres or equivdent, and a Mader degree in Socid Work
obtained & an gpproved inditution;

(0 English Language (Syllabus B) and Chinese Language a Grade E or aove
in the Hong Kong Cetificate of Education Examination, or equivaent; and
(d) 3yeas expeienceinresdentid care and

(e thedability to spesk fluent Cantonese.
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Appendix 5

To be digible for gopointment to the grade of Warden ranked a the Chief
Sodid Work Assgant levd, acandidate mudt have :

@

()
©
@

©

regidered under the Socd Workers Regidration Ordinance, Chepter
505;

arecognized sodd work diplomaor cetificate in socid work;

a ledt fiveyears  experience a the SSWA rank;

English Language (Sylldbus B) and Chinee Languege & Grade E or
above in Hong Kong Cetificate of Education Examinaion, or equivaet;
ad

the ability to speek fluent Cantonese

To be digible for gppointment to the grade of Warden ranked a the Senior
Sodid Work Assgant levd, acandidate mudt have :

@

()

©

@
©

regidered under the Socdd Workers Regidration Ordinance, Chepter
505;

() a Dipoma in Sodd Wok awaded by the Hong Kong
Polytechnic/Polytechnic Universty, or equivdent; or

() aCatificate in Socid Work awarded by the Academic Board of
the Inditute for Socdd Work Traning, Hong Kong; or

(i) a Diploma in Sodd Work awarded by a recognized podt-
secondary  college issued dter the date of its regidration, or
equivaen;

English Language (Sylladbus B) and Chinee Languege & Grade E or

above in the Hong Kong Catificate of Education Examination, or

equivaet;

fiveyears recognized pog-qudification experience in socid work; and

the ability to speek fluent Cantonese
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14. Assdant Warden

141 To be digible for gopointment to the grade of Asssant Warden ranked at the
Senior Sodd Work Assgtant levd, acandidate must have :

(@ regigered under the Socid Workers Regigtration Ordinance, Chapter 505;

(b) () a Dipoma in Sodd Wok awaded by the Hong Kong
Polytechnic/Polytechnic University, or equivdent; or

() aCatificate in Sodd Work awarded by the Academic Board of the
Inditute for Socid Work Training, Hong Kong; or

(i) aDiplomain Socdd Work awarded by a recognized post-secondary
college issued dfter the dete of itsregidration, or equivdent;

(0 English Language (Syllabus B) and Chinese Language & Grade E or aove
in the Hong Kong Cetificate of Education Examingtion, or equivaet;

(d) fiveyears recognized pos-qudification experiencein sodd work; and
(e theability to spesk fluent Cantonese.

14.2  To be digible for gopointment to the grade of Asssant Warden ranked & the
Socid Work Assgant leve, a candidate must have

(@ regigered under the Socid Workers Regidration Ordinance, Chapter
505;

(b) (@ a Dipoma in Sodd Work awaded by the Hong Kong
polytechnic/polytechnic universty; or equivaent; or

() aCatificae in Socd Work avarded by the Academic Board of
the Inditute for Socd Work Training, Hong Kong; or
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a Diploma in Sodd Work awarded by a regigered pod-
secondary  college issued dter the date of its regidration, or
equivaet;

(©) Engish Language (Sylldbus B) and Chinee Languege & Grade E or
above in Hong Kong Catificate of Education Examinaion, or equivaet;

ad

(d) thedbility to goesk fluent Cantonese.

15. Houseparent-in-charge

To be digible for gppointment to the grade of Houseparent-in-charge, a
candidate mugt have :

@

()

©

©

regidered under the Socid Workers Regidration Ordinance, Chapter
505;

() a Dipoma in Socdd Wok awaded by the Hong Kong
polytechnic/polytechnic univeraty; or equivadent; or

(i) aCatificate in Sodd Work awarded by the Academic Board
of the Indtitute for Socid Work Training, Hong Kong; or

(i) a Diploma in Sodd Work awarded by a regidered pos-
secondary college issued dter the date of its regidration, or
equivden;

English Languege (Syllabus B) and Chinese Language & Grade E or

above in Hong Kong Caetificate of Educaion Examindion, or

equivdent; and

the ability to spesk fluent Cantonese.
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16. Houseparent/Programme Worker

To be digible for appointment to the grade of Houseparent/Programme
Worker (ranked at the Social Work Assistant level), a candidate must have :

(@ registered under the Sociad Workers Registration Ordinance, Chapter
505;

(b) () a Diploma in Socid Work awarded by the Hong Kong
Polytechnic/Polytechnic University; or equivalent; or

(i) aCertificate in Social Work awarded by the Academic Board of
the Ingtitute for Social Work Training, Hong Kong; or

(i) a Diploma in Socid Work awarded by a registered post-
secondary college issued after the date of its registration, or
equivaent;

(c) English Language (Syllabus B) and Chinese Language a Grade E or
above in the Hong Kong Certificate of Education Examination, or
equivaent; and

(d) the ahility to speak fluent Cantonese.

17.  Brailling Staff
(@) Tobedigible for appointment to the grade of Brailling Staff, a candidate must :
()  have 5 subjects, including Chinese Language, English Language (Syllabus B)
and Mathematics at Grade E or above in the Hong Kong Certificate of
Education Examination; and

(i)  have completed an appropriate course of training in braille.

(b) Theduties of abrailling gtaff for the resource help programme for visualy impaired
pupils integrated into ordinary schools are as follows :

()  Brailling, printing and binding of notes, supplementary learning materids and
examination papers,

(i)  Transcription of visudly impaired integrators assgnments, homework,
papers etc. into normal writing/print;

(i)  Embossing ink diagrams into tactile diagrams;
(iv) Repair of books; and

(v)  Performing such other duties as may be required.
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To be digible for gppointment to the grade of Clerk Class |1, a candidate

1. Cek
must have ether :
@
(b)
©
(d)
©
()

2. Claicd Assgat

5 subjects, induding English Languege (Syllabus B) & Grade E or
above in the Hong Kong Cetificate of Education Examination or 4
ubjects, induding English Languege (Syllabus B), one of which mugt
be a Grade E or above and the others at Grade C or above; or

a Grade C or above in English Language (Syllabus A) in the Hong
Kong Cetificate of Education Examination, together with ether 4
other subjects at Grade E or above or 3 other subjects & Grade C
or above or equivdent; or

5 subjects, induding English, a Grade E or above in the Hong Kong
Catificate of Education Examination (English) or 4 subjects induding
English, one of which mugt be & Grade E or above and the other &
Grade C or above (awarded before 1974); or

a Grade C or above in English in the Hong Kong Cetificate of
Education Examindion (Chine®) together with dther 4 other
subjects a Grade E or above or 3 other subjects a Grade C or
above (awarded before 1974); or

aHong Kong English Schodl Cettificate (awarded before 1968) with
apaessin English; or

a Hong Kong Chinese Schodl Cetificate (awarded before 1968)
with acredit in English.

To be digble for gppointment to the grade of Clericd Assdant, a

candidate mudt :

@

have completed Secondary 1V (dl subjects) in a government school
or aschod of equivdent ganding; and
Appendix 5
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(b) be fluent in Cantonese and have a good working knowledge of
English.

3. Specid Driver

To be digible for gppointment to the grade of Specid Driver, a candidate

(& have an gppropriate vaid driving licence to drive a registered school
bus with 30 or more seets, and

(b) have acceptable driving experience, preferably not lessthan 5 years.
4.  Motor Driver
To be digible for appointment to the grade of Motor Driver, a candidate

(& havean appropriate vaid driving licence; and
(b) have acceptable driving experience, preferably not lessthan 5 years.

To bedigible for appointment to the grade of Artisan |1, a candidate must :

(& bhave knowledge and ahility to work as a physiothergpy attendarnt;
ad

(b) be fluent in Cantonese and be able to write Chinese and have some
knowledge of English.

6. Workshop Attendant, Watchman, Cook and Janitor Staff

For the appointment to the grades of Workshop Attendant, Watchman,
Cook and Janitor Staff, no specid qudifications are required.

7. Teaxcher Assgant

To be digible for appointment to the grade of Teacher Assgant, a
candidate must :

(@ have completed Secondary V (al subjects) in a government school
or aschool of equivadent sanding; and

(b) befluent in Cantonese.
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Appendix 5/Attachment A

Guides to Appointment
Aided Special Schools

Pindpd |

(For information : This document is not part of any agreament of sarvice)

1. Qudifictionsand

Expei

for Appointmen :
2 Duties
3 SHay Se:

4,  Promotion Prospects:

5. Any Otha Remaks:

@

(0)

Normdly - Promotion

Promation rank for Prindipds Il or Princpa Graduate
MagerdMidresses or Senior Graduate
MagersMisresses.

Exceptiondly - Direct Entry

Candidetes should have fulfilled dl requirements for
normd promation to this rank. The Director may
require the School Management Committee to submit
judtifications for the exceptiond nature of the proposed
promotion/gppaintment for which the Director will have
discretion dther to gpprove or rgect having regard to
the gpecid drcumdiances

Principd of aspecid schoal operating Secondary |-V and with
24 o more equivdent full-dreamed ordinary sscondary
classes

MPS Point 45 - Point 49

Nil

Nil
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Appendix 5/Attachment B

Guides to Appointment
Aided Special Schools

Pindipd 1

(For information : This document is not part of any agreament of sarvice)

1. Qudifictionsand

Expei

for Appointmen :
2 Duties
3 SHay Se:

4,  Promotion Prospects:

5. Any Otha Remaks:

(@ Nomadly - Promation

Promation  rank  for  Prinapd Graduate
MagerdMidresses or Senior Graduate
MagersMisresses.

(b) Exceptiondly - Direct Entry

Candidetes should have fulfilled dl requirements for
normd promation to this rank. The Director may
require the School Management Committee to submit
judtifications for the exceptiond nature of the proposed
promotion/gppaintment for which the Director will have
discretion dther to gpprove or rgect having regard to
the gpecid drcumdiances

Principd of a spedid school operating secondary dasses and
with 15 to 23 equivdet full-dreamed ordinary secondary
classes

MPS Point 40 - Point 44
Prindipd |

Nil
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Appendix 5/Attachment C

Guides to Appointment
Aided Special Schools

Principd Graduate Mader/Midress

(For information : This document is not part of any agreament of sarvice)

1. Qudifictionsand @
Expei
for Appaintmen :
(b)
2. Dutes: €)

(0)

Normdly - Promotion

Promotion rank for Senior Graduate
MagerdMidresss.

Exceptiondly - Direct Entry

Candidates should have fulfilled dl reguirements for
norma promation to this rank. The Director may
reguire the School Manegement Committee to submit
judtifications for the exceptiond neture of the proposd
promoatior/ gppointment for which the Director will have
discretion ether to goprove or rgect having regard to
the gpecid drcumdances

Heed of a specid school operating secondary dasses
and with 14 or fewer equivdent full-dreamed ordinary
secondary classes, or

Deputy Heed of a specid school operating secondary
dases and with 15 or more equivdent full-greamed

ordinary secondary dasses.

3. SHaySde: MPS Point 38 - Point 41
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4.

5.

Promoation Prospects:

Any Other Remaks:

Appendix 5/Attachment C

Prindipal /11

Pindpd Graduae MagesMidresses will be digible for
condderaion for promotion to Principas I/l provided thet
they have undataken traning in  seconday school
adminigration/management spedified by or acogptable to the
Director.

In the case of promoation to Principd 11, asthe sday scdeof a
Principd Graduaie Magter/Midress overlgps that of a Principa
I (MPS Pt 40 - 44), the promotees <day scde ad
incrementd date will be determined asfollows:

(@ if thar pay before promoation is less then the minimum of
the pay scde of the new higher office by more than one
point, they will enter & the minimum and thar new
incrementd date will be determined by the date of thar
promotion;

(b) if ther pay before promoation is less then the minimum of
the pay scde of the new higher office by not more than
one point, they will enter a the minimum and retain thar
exiding incrementa dete

(o) if thar pay before promation is not less than the minimum
of the pay scde of the new higher office and subject to
the maximum point of the new scde not being exceeded,
they will enter the new scde a the paint which is next
above thar pay and retan thar exising incrementd date;
ad

(d) if the promotees are dready recaving the maximum pay
of thar former office at the date of promation, they will
enter the new scde a the point next above ther pay and
thelr new incrementd date will be determined by the dete
of promation.



CODE OF AID FOR SPECIAL SCHOOLS (VOLUME I) 99

1.

Appendix 5Attachment D

Guides to Appointment
Aided Special Schools

Senior Graduate Mager/Midress

(For information : This document is not part of any agreament of sarvice)

Qudifictionsand
Experi
for Appointmen :

Sday Scde:

@

(0)

@

(0)
©

Normdly - Promotion

Promoation rank for Graduate MagerdMidresses.

Exceptiondly - Direct Entry

Candidetes should have fulfilled dl requirements for
normd promation to this rank. The Director may
require the School Management Committee to submit
judtifications for the exceptiond nature of the proposed
promotion/gppaintment for which the Director will have
discretion dther to gpprove or rgect having regard to
the gpecid drcumdiances

In chage of an academic subject in the sscondary
section of agpecid schoal; or

Performing duties of soedid responghility; or

Other related duties as may be conddered gppropriate.

in addition to dass teaching up to Secondary 5 levd in a
Specid schoal.

MPS Point 34 - Point 39
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4.

5.

Promoation Prospects:

Any Other Remarks:

Appendix 5Attachment D

Prindipd Graduate Magter/Mistress/Principd 11/ Principd |

Smior Graduate MadersMidresses will be digible for
conddedion for promotion to Prindpd Graduae
MagesgMidresesPrincipds 11/Principas | dfter they have
had a least three years of acoceptable sscondary school
experience in the pogt in the sscondary section of an aided
goecid school with proven ablity to teke charge of an
academic subject or to peaform other duties of specid
responghility and have undertaken training coursg(s), induding
traning in seconday schod  adminidration/management,
specified by or acceptable to the Director.

In the ce= of promotion to Prindpd Graduate
Mader/Midress, as the sday scde of a Senior Graduate
Mage/Midress overlgps that of a Prindpd Graduae
Mage/Midress (MPS Pt 38- 41), the promotees <day
scde and incrementd dete will be determined asfollows:

(@ if thar pay before promoation is less then the minimum of
the pay scde of the new higher office by more than one
point, they will enter & the minimum and thar new
incrementd date will be determined by the date of thar
promotion;

(b) if ther pay before promoation is less then the minimum of
the pay scde of the new higher office by not more than
one point, they will enter a the minimum and retain ther
exiding incrementa dete

(¢) if thar pay before promation is not less than the minimum
of the pay scde of the new higher office and subject to
the maximum point of the new scde not being exceeded,
they will enter the new scde a the paint which is next
above thar pay and retan thar exising incrementd date;
ad
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@

Appendix 5Attachment D

if the promotess are dreedy recaving the maximum pay
of thar former office at the date of promation, they will
enter the new scde a the point next above ther pay and
their new incremental date will be determined by the dete

of promation.
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Appendix 5/Attachment E

Guides to Appointment
Aided Special Schools

Graduate Mader/Midress

(For information : This document is not part of any agreament of sarvice)

1. Quificationsand @)

Expei
for Appointment :

A degree from a locd universty, or equivdeat (the
degree means a Bachelor degree); or

Note: Preference will be given to candidetes with a Pogt-

(0)

2. Dutes: @

(0)

©

Graduate Catificate in Education or an eguivaent
qudification acceptable to the Director.

A non-locd degree with a Podt-Graduate Catificate in
Education from alocd universty w.ef. 1.9.1995

Class teacher in the secondary section of a specid
schoal; or

Resource teecher for visudly impared dudents
integrated into dasses in ordinary secondary schools
and

Other rdated duties as may be considered appropriate.

3. SHaySde: MPS Point 17 - Point 33

Note : (@) Graduae MagergMidresses with qudifications

a 1(a) gppointed on or after 5 December 1980
will not be dlowed to proceed beyond MPS
Point 27 without acquiring a Pod-Graduate
Catificste in Eduction or an eguivdeat
qudification acceptable to the Director.

(b) Graduate MagergMidresses with qudifications
a 1(b) will enter & MPS Point 19.

Nov. 98 (R)30
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4.

5.

6.

Period of Probation:

Promotion Prospects:

Any Other Remarks:

Appendix 5/Attachment E

Two years

Senior Graduate Mager/Mistress

Graduate MagerdMidresses will be digible for condderation
for promotion to Senior Graduae MaderdMidresses
provided they have obtained a Pos-Graduate Cetificate in
Educaion, or an equivdent qudification acogptable to the
Director, have successully completed a course of training in
gpecid education recognised by the Director; and have hed five
years of acceptable secondary school experience in a graduate
post in an aded or assged private school and have dearly
shown &hility to take charge of an academic subject or to
perform other duties of gpedid responghility in a secondary
schoal; and have undertaken training course(s) Soedified by or
acceptable to the Director.

(@ Direct entrants with a Degree, but no Pos-Graduate
Catificate in Education or Teacherf Cetificate or
equivdent qudification acceptable to the Director, will
enter a the minimum of the dary scde

(b) Direct entrants with a Degree plus a Pod-Graduate
Catificate in Education or Teacherf Cartificate or an
equivdent qudification acceptable to the Director, will
enter & thethird point in the dary scde

() Entrants having acceptable teaching experience will be
awarded increments in the sdary scde a the discretion
of the Director;
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Appendix 5/Attachment E

(d) Saving Graduae MagargMidresses who acquire a

©

Pogt-Graduate Certificate in Education or an equivaent
qudification acceptable to the Director after pursuing a
full-ime or pattime course will be awaded two
additiond increments if they entered & the firg point in
accordance with paragrgph 6(a) or have not been
previoudy awarded additiond increments on the strength
of such, provided that the maximum of the Hary scdeis
not exceeded;

Graduate MagtergMidresses not possessing a Pogt-
Graduate Catificate in Education or an equivdent
qudification acceptable to the Director, but gppointed
prior to 1 September 1978 will be digble for
condderdion for promotion to Senior Graduate
Magterd Midresses provided that they have completed
training as Yoecified by or acogptable to the Director.



CODE OF AID FOR SPECIAL SCHOOLS (VOLUME I) 105

Appendix 5/Attachment F

Guides to Appointment
Aided Special Schools

Principd Asssant Meder/Midress

(For informetion : This document is not part of any agresment of sarvice)

1. Qudifictionsand (@ Nomdly - Promation
Experience
for Appointment : Promoation rank for Senior Assdantt

MagerdMisresses.

(b)  Exceptiondly - Direct Entry

Candidetes should have fulfilled dl requirements for
norma promation to this rank. The Director may
require the School Management Committee to submit
judtifications for the exceptiond neture of the proposed
promation/gppaintment for which the Director will have
discretion ether to goprove or rgect having regard to
the specid arcumstances.

2. Dutes: (@ Head of a gedd schod with 24 or more equivdent
ordinary primary dasses,

(b) Coordinating pastora care and extra curricular activities
and atending to spedid needs of pupilsin junior formsin
addition to teaching duties in the secondary section of a
gpedid school.

() Peforming duties of spedid regponghility in the capacity
of Deputy Head of a specid sthoo operding a

secondary section.
3. SaySce: MPS Point 34 - Point 36
4.  Promation Prospedts: Nil
5. Any Other Remarks: Nil

Appendix 5/Attachment F
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Guide to Appointment
Aided Primary Special Schools

Headmader/Headmigress |

(For informetion : This document is not part of any agresment of sarvice)

1. Qudificaionsand A)

Experi
for Appointmen :

®)

Normdly - Promation/Rearading

@

(0)

Promotion - promation rank  for
Headmagter/Headmidress 1.

Regrading - Prindpd Assgant Magter/ Midress
saving in the nominaing primary spedd school
with arecognised locdl firs degree or equivdent is
digble for congdedion for regrading as
Headmagter/Headmidtress |.

Exceptiondly - Direct Entry

Candidetes should have fulfilled dl requirements for
noomd promotion to this rank.  The Schodl
Management Committee mugt submit judtifications for
the exceptiond nature of the proposad gppointment for
which the Director will have discretion ether to gpprove
or rgect having regard to the specid circumgtances.

2. Dutes: Head of a primary spedd schodl with 24 or more equivdent
ordinary primary dasses

Nov. 98 (R)31
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3. SHaySde:

4,  Peiod of Probation:

5. Promation Prospects

6. Any Otha Remaks:

Appendix 5/Attachment F

MPS 38 - 41

2 yearsfor direct entrants

Nil

The <SHay <sde ad incemetd dae  of
Headmagter/Headmidress | regraded from the rank of
Princpd Assdant Mage/Midress will be determined as
folows:

0)

If immediady before regrading, their pay plus the
reponghility dlowance is less then the minimum of the
new affice, they will recaive the minimum; but if they are
qudified for an increment in thar former office and have
dready earned sUfficent increment to bring thair pay plus
the regponghility alowance up to the minimum of the
scde of the new office, any bdance of the increment in
the former scde will be taken into account in fixing the
date of thefird increment inthe new scae

If thar pay plusthe responghility dlowanceisthe same
o more then the minimum and not more then  the
maximum of the new cffice, they will recave the day
point which is equivdent to thar exising subdantive
sday plus the responshility dlowance until by length of
svice a the new incementd rae they have
eaned Uffident increment to bring them to the next
pont in the new scde but if they arequdified for
an incemet in thar former office the date of
increment in the

Nov. 98 (R)31
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(i)

V)

Appendix 5/Attachment F

new scde will be advanced proportionatdy,
notwithsanding immediate grant of one increment
and that the advancement of the normd date for a
further increment may result;

If the maximum pey of ther former office is the
same o more than the minmum of thar new
office and they have, a the dae of regrading,
saved a the maximum for more than one yes,
one-hdf of the excess period will count towards
an increment in the new scde subjett to a
maximum grant of one increment on this accourt;

If they are regraded on their incrementd date, for
the purpose of these rules ther pay plus the
responghility dlowance before regrading will be
taken to be the pay they would have received on
that date had they not been regraded; and

If the effective date of pay progresson resulting
from regrading fdls on or between the 1 and the
15th day of the month, the incrementa dete will
be taken to be the firg day of that month. If the
resultant date fals on or between the 16th day
and the end of the month, the incremental date will
be taken to bethe firg day of the following month.

Nov. 98 (R)31
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Appendix 5/Attachment G

Guides to Appointment
Aided Special Schools

Senior Assgant Mage/Midress

(For information : This document is not part of any agreament of sarvice)

1. Qudifictionsand

Experi

for Appaintment :
2 Duties
3. SHaySde:

4.  Promotion Progpects :

@

(0)

@

(0)

Normdly - Promotion

Promotion rank for Assstant MagerdMistresses.

Exceptiondly - Direct Entry

Candidetes should have fulfilled dl requirements for
normd promation to this rank. The Director may
require the School Management Committee to submit
judtifications for the exceptiond nature of the proposed
promotion/gppaintment for which the Director will have
discretion dther to gpprove or rgect having regard to
the gpecid drcumdiances

Head of a primay spedd school with 12 to 23
equivaent ordinary primary dasses; or

Class teaching up to Secondary V in the sscondary
section of a spedd schod or peaforming duties of

pecid responghility.

MPS Point 30 - Point 33C ((ber & Point 33)

Principd Asssant Magter/Midress

Sior Assdant MagersMidresses will be digible for
conddgaion for promotion to Prindpd Assdat
MagerdMidresses after they have:
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(@ demondraed ther ability to undertake more respongble
duties by serving satifactorily for & leest 3 years as
Senior Assdant MagersMidresses in a specid school
of which 1 year should be in the capacity as Heed of a
spedid school with 12 to 23 equivdent ordinary primary
classes or

(b) savedfor a lesst two yearsin the post in the secondary
section of agpecid schoal;

and have undeateken traning ocoursg(s) specified by or
acceptable to the Director.

5. Any Other Remarks: Passage beyond MPS Point 33 requires the possession of a
Bachdor of Arts Degree in Primary Education, or equivaent
and holding aheadship pod in aprimary goecid schoadl.
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Appendix 5/Attachment G

Guide to Appointment
Aided Primary Special Schools

Headmegter/Headmidress|

(For information : This document is not part of any agreament of sarvice)

1. Qudificstionsand (A) Nomdly - Promation/Regrading
Expei
for Appointmernt : (@ Promation - promation rank for Primary School
Mager/Midress.

(b) Regrading - Senior Assgant Magter/ Midress
s|aving in the nominating primary specid school
with arecognised locd fird degree or equivaent is
digble for condderaion for regrading as
Headmagter/Headmidtress 1.

(B) Exceptiondly - Direct Entry

Candidates should have fulfilled dl requirements for
norma promotion to this rank. The School
Management Committee mugt submit judtifications for
the exceptiond nature of the propased gppointment for
which the Director will have discretion @ther to gpprove
or rgect having regard to the spedid drcumdances

2. Duties: Head of a primary spedd schod with 12 or 23 equivdent
ordinary primary dasses

Nov. 98 (R)32
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4.

5.

6.

Say Sde:

Period of Probation:

Promoation Prospects:

Any Other Remaks:

Appendix 5/Attachment G

MPS34 -39

2 yearsfor direct entrants

Headmegter/Headmigress|

A Headmegter/Headmidress |1 will be digible for congderaion
for promotion to Headmaster/ Headmidress | after he/she has
served successfully asfallowsin aprimary specid schoal for a
leest 3 years, of which one year should be in the capacity as
Heed of aprimary specid school with more than 23 equivaent
ordinary primary dasses, and undertaken training coursg(s)
Specified by or acceptable to the Director :

Either
() asaHeadmagte/Headmigressll,

or

() & a Senior Assdant Mage/Midress and then as a
Headmagter/Headmigtress 1.

The SHay <sde ad incemetd dae of
Headmester/Headmidress |1 regraded from the rank of Senior
Assgant Mager/Midresswill be determined asfollows:

@ If immediady before regrading, thar pay plus the
responghility alowance is less then the minimum of the
new office they will recave the minimum; but if they
are qudified for an increment in thar former office and
have dreedy earned suffident increment to bring

Nov. 98 (R)32
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(if)

Appendix 5/Attachment G

their pay plus the reponghility dlowance up to the
minimum of the scale of the new office, any bdance of
the increment in the former scde will be taken into
acoourtt in fixing the dete of the firdt increment in the new
sde

If their pay plus the responghility dlowance is the same
o mare then the minimum and not more then the
maximum of the new office, they will recave the Hary
point which is eguivdet to thar exising subdantive
sday plus the responghility alowance until by length of
svice a the new incrementd rete they have earned
uffident increment to bring them to the next paint in the
new scde but if they are qudified for an increment in
thar former office, the date of increment in the new scale
will be advanced proportionatdy, notwithsanding
immediate grat of one incemet and tha the
advancemant of the normd date for a further increment

may result;

If the maximum pay of thar former office is the same or
more then the minimum of thar new office and they
have, a the date of regrading, sarved a the maximum
for more than one year, one-hdf of the excess period
will count towards an increment in the new scae, subject
to amaximum grant of one increment on this accourt;

If they are regraded on ther incrementd date, for the
purpose of these rules, their pay plus the responghility
dlowance before regrading will be taken to be the pay
they would have recaived on that date had they not been
regraded; and

Nov. 98 (R)32
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(v) If the efective date of pay progresson resulting from
regrading fals on or between the 1 and the 15th day of
the month, the incrementd date will be taken to be the
firg day of that month. If the resultant date fdls on or
between the 16th day and the end of the month, the
incrementa date will be taken to be the firg day of the
falloming month.

Nov. 98 (R)32
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Appendix 5/Attachment H

Guides to Appointment
Aided Special Schools

Asssant Mager/Midress

(For information : This document is not part of any agreament of sarvice)

1. Qudificstionsand
Experi
for Appointmen :

@

(0)

@

(0)

©

Normdly - Promotion

Promoation rank for Certificated MagtersdMidresses

Exceptiondly - Direct Entry

Candidetes should have fulfilled dl requirements for
normd promation to this rank. The Director may
require the School Management Committee to submit
judtifications for the exceptiond nature of the proposed
promotion/gppaintment for which the Director will have
discretion dther to gpprove or rgect having regard to
the gpecid drcumdiances

Head of a primay spedd schood with up to 11
equivaent ordinary primary dasses; or

Senior Teacher in the primary section of a gpecid school
with dutiesin addition to dass teaching; or

Class teaching up to Seconday IV levd in the
secondary section of agpedid schoal.

MPS Point 25 - Point 29
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4.

5.

Promoation Prospects:

Any Other Remarks:
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Senior Asssant Magter/Midress

Assgant MagersMidresses will be digible for congderaion
for promation to Senior Asssant MagesMidresses dter
they have demondraied ther ability to underteke more
respongble duties by sarving stifactorily for :

(@ three years regulaly teaching an academic subject a
Secondary V leve inaspedd schodl; or

(b) two years paforming duties of specid regponghility in
the secondary section of agpecid school; or

(© 5 yeas as an Assidant Mader/Midress in a specid
schoal of which 1 year should be as Heed of a specid
schod with more then 11 equivdent ordinary primary

classes,

and have undeateken traning ocoursg(s) specified by or
acceptable to the Director.

Nil
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1.

Appendix 5/Attachment H

Guide to Appointment
Aided Primary Special Schools and
Special Schools with Primary Section

Primary School Mager/Midres

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

Qudificationsand
Experi
for Appointment :

(A)

®)

Normdly - Promation/Regrading

(8@ Promotion - promotion rank for Assigtant Primary
School Magter/Midtress.

(b) Regrading - Assdant Made/Midress saving in
the nominating primary soedd sthod or the
primary sction of a gedd sthod with a
recognised locd fird degree or eguivdent is
digible for condderation for regrading as Primary
School Magter/ Midress.

Exceptiondly - Direct Entry

Candidetes should have fulfilled dl requirements for
noomd promotion to this rank.  The Schodl
Management Committee mugt submit judtifications for
the exceptiond nature of the proposed gppointment for
which the Director will have discretion ether to gpprove
or rgect having regard to the specid circumgtances.
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3. SHaySde:

4,  Peiod of Probation:

5. Promation Prospects

Appendix 5/Attachment H

Either as the head of a primary spedd schod with 4-11
equivaent ordinary primary dasses, or as the deputy head of a
primary specid schodl with 12 or more equivaent ordinary
primary dasses, or as senior teacher in the primary section of a
goecid schoal.

MPS 30 - 33

2 yearsfor direct entrants

Headmager/Headmigress ||

A Pimay Sthod Medea/Midress will be digble for
condderaion for promation to Headmaster/ Headmistress |
ater he/dhe has served successfully as fallows in a primary
gpecid schodl or the primary section of a specid schodl for at
leegt 5 years, of which one year should be in the capacity as
Heed of aprimary spedid school with more than 11 equivaent
ordinary primary dasses, and undertaken traning coursg(s)
Specified by or acceptable to the Director :

Either
() asaPrimay Schoo Mage/Midress,
or

() asan Assgat Magea/Midress and then as a Primary
School Mager/Midress

Nov. 98 (R)33
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6. Any Other Remarks: Primary School MagtersMidresses regraded from the rank of
Assgant Mager/Midress will enter & the minimum of the
Pimay Schoo Mader/Midress pay scde with ther new
incrementa date determined by the date of their regrading.

Nov. 98 (R)33
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Guides to Appointment
Aided Special Schools

Catificaed Mader/Midress

(For informetion : This document is not part of any agresment of sarvice)

1. Quificationsand @

Experi
for Appointment :

(0)

@

©

Teacherf Catificate from the Hong Kong Indtitute of
Education obtained after a threeyear full-time training
course, or an equivdent qudification; or

Technicd Tescherf; Catificate obtained after a three-

year full-time technicd teecher traning course, or an
equivaent qudification; or

Higher Diploma/Certificate’, or equivaent qudification,
plus one yearf rdevant pos-gudification working
experience; or

Diploma* or equivaent qudification, plus ather:

() one yearf rdevant pog-qudification working
experience and one year of full-time (or two years
of part-time) technica teecher traning; or

() 2 yeas rdevat pogd-qudification working
experience; or

Sordaid or commedd catificate®, or equivdent
qudification, plusether :

() 1 yearf8 rdevat pos-qudification working
experience and one year of full-time (or two years
of part-time) technical teacher training; or

() 2 yeas rdevat pog-gqudificaion working
experience.

*  Obtained from alocd universty or atechnicd inditute
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4,  Peiod of Probation:

5.  Promation Prospects:

Appendix 5/Attachment |

® @ An Asessret Cetificate (Pimay levd) from
the Education Department obtained after having
pased Pat | and Pat Il of the Non-graduate
Teecher Qudifications Assessment (NGTQA); or

() An Assessmat Cetificate (Primay levd) from
the Education Department obtained after having
passed Part |, Part 11 and Pat 111 of the Non-
gradugte Teecher Qudifications Assessment
(NGTQA).

(@ A qudification other than (g) to (f) above, acoeptable to
the Director.

(@ Classteaching inthe primary dasses or lower secondary
clases of agpedid school; and

(b) Where necessxy, other rdaed duties as conddered
aopropriate.

Baac scde
MPS Point 14 - Point 24

Note: A day bar is & MPS Point 19 beyond which
untrained teechers gppointed on or after 1 January
1991 will not be dlowed to proceed.

Two years

Assgant Mager/Midress

Catificsted MadersMidresses possessing a Tescher 1
Catificate or an eguivdent qudification and who have
successfully completed a course of traning in specid education
recognised by the Director will be digible for condderation for
promotion to Assgant MagersMidressssif they have



CODE OF AID FOR SPECIAL SCHOOLS (VOLUME ) 122

@

(0)
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in a secondary specid schoal or the secondary section
of agpedid schod if they have:

0)

five years satidactory and acceptable experience
as a teecher or heedmagter/ headmidress in a
government or aided secondary schoal or, Snce 1
Jnuary 1966 in an assged privae secondary
schoal; or

five years satidactory and acceptable experience
as a teacher or headmage/ headmidress in a
govenment or aded seconday or primay
schoal, or ance 1 January 1966, in an asssted
private secondary schoal, of which the lagt two
years mud be in the secondary section of the
nominating gpedid schod; and

in a primary gedd sthodl or the primary section of a
goecid schod if they have:

0)

(if)

five years satifactory and acceptable experience
as ateecher in a government or an aided primary
schoal with a Tescherf Certificate: or

five years satifactory and acceptable experience
as ateecher in a government or an aded primary
shod with the daus of qudified teecher
awarded after successful completion of In-sarvice
Course of Traning for Teachers; or

five years satifactory and acceptable experience
as ateecher in a government or an aded primary
shod with the daus of qudified teecher
avaded dfter passing the Non-Graduate
Teechas Qudifications Asessmet  ad
successful completion of Insarvice Course of
Traning for Teachars or a period of supervisd
teaching for a leest one yesar;
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6.

Any Other Remarks:
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and have undeateken traning ocourse(s) specfied by or
acceptable to the Director.

@

(0)

©

@

©

®

Direct entrants who have completed two years of
continuous full-time teecher training (acquired prior to
1982) a a Callege of EducationyHong Kong Technica
Teachers College will enter the scale a the sub-point.

Direct entrants with the qudifications & 1(d) will enter
the scde a the second point.

Direct entrants with acceptable qudifications under 1(g)
will be gopointed to a point, or sub-point, of the scae
conddered gopropriate by the Director.

Direct entrants having goproved teaching/ practicd
expeaience in excess of that required for gopointment
may be avarded increments in the basc scde a the
discretion of the Director.

Saving Catificatled MagdagMidressss who ae
gppointed under 1(c), 1(d)(ii) or 1(&)(ii) and who have
successfully undertaken a two-year part-time technica
teecher training course a the Hong Kong Inditute of
Education or a Technicd Inditute may be avarded an
additiona increment if they are not dready a the top of
thebasc scde

Saving Catificatled MadagMidressss who  ae
gopointed under 1(g) a a sub-paint of the scae without
teacher traning and who have successfully undertaken a
part-time In-sarvice Course of Teacher Training or Pogt-
Graduate Cetificate in Education may be awarded an
additiona increment if they are not dready a the top of
thebasc scde
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)

@

()
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Certificated MagtersMidresses not possessing teacher
traning or an equivaent qudification but gppointed prior
to 1 January 1991 will be digible for condderation for
promation to Assstant MastersMigtresses provided thet
they have undertaken training course(s) soecified by or
acceptable to the Director.

Direct entrants with non-dandard qudifications under
1(f) will enter & MPS Point 12.

Saving Catificaed Mage/Midresses who ae
appointed under 1(f)(i) shdl be dlowed to proced
beyonrd MPS Point 19 ater having successully
completed the Insarvice Course of Teacher Traning.
No additiond increment will be awaded for the
uccessful completion of the Insarvice Course of
Teacher Traning.

Saving Catificaied MeadagMidresses who ae
gppointed under 1(f)(ii) shdl be dlowed to procesd
beyond MPS Point 19 and will be awarded an additiond
increment after having successully completed aperiod of
upavisd teeching for & lesst one year in a primary
schoodl or a primary specid sthool.  No additiond
incement will be awarded to such teachers for
ubssquent completion of an Insavice Course of
Teacher Traning.
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Guide to Appointment

Aided Primary Special Schools and
Special Schools with Primary Section

Assgant Primary School Maga/Midress

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

1. Qudifictionsand

Experi

for Appointment :
2 Duties
3 Hay Scde:

4, Peiod of Probdion:

New Recruitment

Candidates should possess a recognised locd Bachdor of
Education degree in Primary Education (Full-time).

Regrading Saving Teschers

Catificated Mager/Midress saving in the nominaing primary
gpecid schoal or the primary section of a gpecid school with a
recognised locd fird degree or equivdent is digible for
conddaation for regrading as Assdant Primary School
Mager/Midress.

Mainly deployed asteacher of senior primary dasses

MPS17-29

2 yearsfor new entrants

Nov. 98 (R)34
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5.

6.

Promotion Prospects :

Any Other Remarks:
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Primary School Magter/Midress

An Assgatt Primay Schod Mader/Midress possessng a
Pogt-graduate Diploma/Certificate in Education, or a Teacher
& Catificate from a locd College of Education/the Hong
Kong Inditute of Education, or equivdent and who hes
successtully completed a course of training in spedid educaion
recognized by the Director will be digible for consderation for
promotion to Primary School Mager/Midress fter he/she has
saved successully asfallowsin aprimary spedd schoal or the
primary section of a gpecid sthodl for a leest 5 years ad
undertaken training course(s) specified by or acceptable to the
Director :

Either
() asanAssdat Primary School Made/Midress,
or

() @& a Catificated Magea/Midress and then as an
Assdant Primary School Mager/Midress

(@ Candidates without a Post-graduate Diplomal Certificate
in Education, or a Teacherfl§ Catificate from a locd
Cdllege of Education/the Hong Kong Inditute of
Education, or equivdent will enter & the minimum of the
pay scae on gppointment.

(b) Candidaes who dso poses a Pod-graduae
DiplomalCartificate in Education, or a Teacher &
Catificate from a locd College of Education/the Hong
Kong Inditute of Education, or eguivaent will enter a
MPS 19 on gppointment.

Nov. 98 (R)34
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A say bar is a MPS 27, beyond which Assgant
Primay Schoo MadegMidresses without a Pog-
graduate Diplomal/Cetificate in Education, or a Teacher
& Catificate from a locd College of Educdionthe
Hong Kong Inditute of Education, or eguivaent will not
be dlowed to procesd. However, untraned Assgant
Primary School MasersMidresses regraded from the
rank of Certificated Mader/Midress but gppointed to
the non-graduate rank prior to 1 January 1991 without
bresk of service will not be subject to the dary bar.

Saving Assgat Primary School Mages Midresses
who acquire a Pod-graduate Diploma/Cetificate in
Educdtion, or a Teacherf Catificate from a locd
Cdllege of Education/the Hong Kong Inditute of
Education, or equivdent ater pursuing a full-time or
pattime course will be awaded two additiond
incrementsiif they entered & the firg paint in accordance
with paragraph 6(8) or have not been previoudy
avarded additiond increments on the srength of such,
provided thet the maximum of the day stde is nat
exceeded.

Assgant Primary School MastersMidresses regraded
from the rank of Certificsted Mager/Midress and not
possessing a Pod-graduate  DiplomalCetificate in
Educdtion, or a Teecherf Catificate from a locd
Cdllege of Educationthe Hong Kong Inditute of
Education, or equivdent but gopointed to the non
graduate rank prior to 1 January 1991 without breek of
svice will dill be digible for conddeaion for
promotion to Primary School Madter/Midress, provided
that they have undertaken training course(s) as Secified
by or acceptable to the Director.

Nov. 98 (R34
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The -day scde and incementd date of Assdant
Primary School MastersMidresses regraded from the
rank of Cetificated Mader/Midress will be determined
asfolows:

0)

(if)

If immediatdy before regrading, thar pay is less
then the minimum of the new dfficg they will
recave the minimum; but if they are qudified for
an incement in thar former office and have
dready earned suUffident increment to bring ther
pay up to the minimum of the scde of the new
office, any balance of the increment in the former
scde will be taken into account in fixing the date
of thefirg increment in the new scde

If their pay is the same or more than the minimum
and not more than the maximum of the new office,
they will continue to recave ther existing pay urtil
by length of sarvice a the new incrementd rate
they have earned suffident increment to bring them
to the next point in the new scde but if they ae
qudified for an increment in their former office, the
dae of incemet in the new scde will be
advanced  proportionady,  notwithgtanding
immediae gratt of one incremat and that the
advancement of the normd date for a further
increment may result;

If the maximum pay of thar former office is the
same o more then the minimum of ther new
office and they have a the date of regrading,
saved a the maximum for more then one yes,
one-hdf of the excess period will count towards
an increment in the new scde subjett to a
maximum grant of one increment on this accournt;
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(iv) If they are regraded on tharr incrementd dete, for
the purpose of these rules ther pay before
regrading will be taken to be the pay they would
have recaived on that date had they not been
regraded; and

(v) If the effective date of pay progresson resulting
from regrading fdls on or between the 19 and the
15th day of the month, the incrementd date will be
teken to be the fird day of tha month. If the
resultant date fdls on or between the 16th day and
the end of the month, the incrementd date will be
teken to bethefirg day of the fallowing month.

Nov. 98 (R)34
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Appendix 5/Attachment J

Guides to Appointment

Aided Special Schools with Secondary Classes

Assgant Magter/Migress (Workshop Teacher)

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

1. Qudifictionsand

Experi

for Appaintment :
2 Duties
3. SHaySde:

4.  Promotion Progpects :

@

(0)

@

(0)

©

Normdly - Promotion

Promation rank for Cetificaled Maderd Midresses
(Workshop Teacher)

Exceptiondly - Direct Entry

Candidates should have fulfilled dl reguirements for
norma promation to this rank. The Director may
reguire the School Manegement Committee to submit
judtifications for the exceptiond neture of the proposd
promotion/gppointment for which the Director will have
discretion ether to goprove or rgect having regard to
the gpecid drcumdances

Workshop indruction and management which indude
enauring of sefety in the workshops, maintenance of tools
and equipment, prepardion of maeids submisson of
annud edimates and keegping record of inventory and
consumables,

Class teaching in a soedd sthool with sscondary
Classs,

Where necessxy, other rdaed duties as conddered
aopropriate.

MPS Point 25 - Point 29

Nil
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Appendix 5/Attachment J

Guides to Appointment
Aided Special Schools with Secondary Classes

Cettificated Magter/Mistress (Workshop Teacher)

(For information : This document is not part of any agreament of sarvice)

1. Qulificationsand @

Expei
for Appointment :

(0)

©

@

©

Technicd Tescherf; Catificate obtained after a three-
year full-time technicd teecher traning course, or an
equivaent qudification; or

Higher Diploma/Certificate’, or equivdent qudification,
plus one year {8 rdevant pradticd pogt-qudification
experience; or

Ordnay/Technidan  Diploma& o equivdent
qudification, plus ether;

() one yearf rdevant post-qudification prectica
experience and one year of full-time technicd
teacher training; or

() 2 yeas rdevant pog-qudification precticd
experience, or

Sorday or commerdd  catificate, or equivdent
qudification, plusether :

() 1 yearf8 rdevant pos-qudification prectical
experience and one year of full-time technicd
teacher training; or

() 2 yeas rdevant pog-qudification precticd
experience.

A qudification other than (a) to (d) above, acceptableto
the Director.

*  Obtained from alocd universty or atechnicd inditute
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4.

5.

6.

Period of Probation:

Promoation Prospects:

Any Other Remaks:

Appendix 5/Attachment J

(@ Workshop ingruction and workshop management which
indude ensuring of sfety in the workshop, mantenance
of tools and eguipmentt, preparaion of maerids,
submisson of annud edimates and keeping record of
inventory and consumables;

(b) Class teaching in a gpedd school with secondary
Classs,

() Where necessty, other rdaed duties as conddered
aopropriate.

Baac scde

MPS Point 14 - Point 24
Two years

Assgant Mager/Midress (Workshop Teacher)

Thee is provison of one AsSdat Made/Midress
(Workshop Teecher) post for every four workshops
Catificated MagergMidresses (Workshop Teacher) will be
dighble for oconddeaion for promotion to Assdant
MageasMidresess (Workshop Teecher) if they have five
years satidactory and acceptable experience as a Cettificated
Mager/Midress (Workshop Teacher) or Workshop Indructor
gopointed before 1 September 1993 in an aded secondary
schodl of which the legt two years mudt be in the nominating
aded spedid schools and have undertaken a course of training
in specid education recognised by the Director and other
training course(s) pecified by or acceptable to the Director.

(@ Direct entrants who have completed two years of
continuous full-time teacher training (acquired prior to
1982) a the Hong Kong Technicd Teechers Callege
will enter the scde @ the sub-pairt.
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(0)

©

©

Appendix 5/Attachment J

Direct entrants with the qudifications a 1(c)(i) will enter
the scde a the second point.

Direct entrants with acogptable qudifications under 1(e)
will be gppointed to the point, or sub-point, of the scale
conddered gopropriate by the Director.

Diret  emtrants having agoproved  rdevat
teaching/practical experience in excess of thet required
for gopointment may be avarded incrementsin the basic
e a the discretion of the Director.
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Appendix 5/Attachment K

Guides to Appointment
Aided Special Schools

Educationd Psychologist |

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

1. Qudificstionsand Candidates should have :
Experi
for Appaintmernt : (@ afird degree in Psychalogy from a locd universty or

(0)

©

@

©
®

()

©

@

equivaernt;

a Mader f§ degree in Educationd Psychology
(Professond  Practice) from a locd universty or
equivdent;

a Pogt Graduate Cetificate in Education from a locd
universty or equivaet;

aminimum of 6 years rdevant post-degree experience
of which a leas 3 years should be as an Educationd
Psychologist;

good commeand of Cantonese and written Chinese; and

good commiand of poken and wrritten English.

as=3ment and review of progress of individud pupils,
induding besdine assessmet dter admisson ad
assessment of schodl leaversfor further training;

formulaion of individudised educationd programmes for
individud children;

thergpeutic intervention for pupils with emationd and
adjusment problems;

parent training programmes;
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3.

4.

5.

Say Sde:

Period of Probation:

Any Other Remarks:

©
®

Appendix 5/Attachment K

conaultation and gaff deve opment; and

conducting research and experimentd projects on the
goedd neads and problems of pupils in leaming and
sodid adjusment.

MPS Point 34 - Point 44

2yeas

@

(0)

Holders of degrees in Psychology other than those from
a locd universty or equivdet may goply, but should
dtach copies of transxyipts of dudies to ther
goplications

The candidate mugt be digible for graduate membership
of the locd Psychologica Sodety or equivdet. The
Master 8  Degree in Educationd Psychology
(Professond Practice) obtained must be one which can
prepare the candidate for independent professond work
asan educaiond psychdogis.
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Appendix 5/Attachment K

Guides to Appointment
Aided Special Schools

Educationd Psychologigt |1

(For informetion : This document is not part of any agresment of sarvice)

1. Qudifictionsand Candidates should have :
Experi
for Appointmen : (@ afirg degree in Psychology from a locd universty or

(0)

©
@
©

(0)

©

©
©
®

equivaen;

a Mader f§ degree in Educationd Psychology
(Professond Practice) from a locd universty or
equivaent;

amnmumof 4yeas relevant pos-degree experience;
good commeand of Cantonese and written Chinessr and

good command of gpoken and written English.

ases3ment and review of progress of individud pupils,
induding basdine assessment dter admisson and
as=s3ment of schoal leaversfor further training;

formulation of individualised educationd programmes for
individud children;

thergpautic intervention for pupils with emationd and
adjugment problems,

parent traning programmes,
conaultation and gaff deve opment; and
conducting research and experimenta projects on the

goecid neads and problems of pupils in leaming and
sodid adjustment.
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4.

5.

Sday Scde:

Period of Probeation:

Any Other Remaks:

Appendix 5/Attachment K

MPS Point 25 - Point 33

2yeas

@

(0)

©

Holders of degrees in Psychology other than those from
a locd universty or eguivdet may aoply, but should
dtach copies of tranxipts of dudies to ther
goplications

The candidate mugt be digible for graduate membership
of the locd Psychologicd Sodety or equivdent. The
Master f§  Degree in Educationd Psychology
(Professond Practice) obtained must be one which can
prepare the candidate for independent professond work
as an educaiond psychaogig.

For promotion to Educaiond Psychoogig |,
Educationd Psychologigt I1 must have obtained :

() aPog Graduate Cetificate in Educetion from a
locd universty or equivaert.

(i) 6 yeas rdevant pod-degree experience of
which a leest 3 years should be as an Educaiond
Psychalogid.
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Appendix 6

Teaching Stafff Contracts

1.  SchooHE entering into a Contract with a Teacher immediately after Probation

The Management Committee of agoedd schod should enter into a contract with
ateacher immediady after histwo years of probationary period, which shdl not be subject to
annuda renewd.

2. Dismisd/Termination of Appointment of a Teacher after Probetion

The procedures rdaing to Dismissal or Termingtion of Appointment of a teecher
as pdt out a Appendix 9 of this Code of Aid should be observed drictly.

3. Disnisd/Termindion of Appointment of a Teacher in the Midde of the Academic Year
during Probationary Period

The procedures rdating to Dismissd or Termination of Appointment of a teecher
as pdt out a Appendix 9 of this Code of Aid should be obsarved dricily.

4, Dignisd/Temindion of Appointment of a Teacher a the End of the Fre and Second
Academic Y ear during Probationary Period

If ateacher is dill found by the School Management Committee to be performing
his duties in an unsstiFactory manner (induding persondity, character and philosophy of
education), and showing no improvement in his work after being advisad, the Management
Committee can opt for any one of the following three meeaures :

dther (@ To fdlow the procedures with regard to Dismissd or Terminaion of
Appointment of ateacher as spdt out a Appendix 9 of this Code of Aid.

or (b) A vebd warning can be given to the teecher by the school Heed. The
content of the warning should be noted down in the schodl record for
future reference. The teacher, to whom the warning is given, may note
down the content of the warning for his own reference and improvement.
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Appendix 6

or (©) After informing verbaly the teacher of his shortcomings, the school Heed

may sarve the teacher awritten letter, lising the wesknesses mentioned in
their discusson, and may ask the teecher to Sgn in acknowledgement of
the letter.

For the Management Committee opting for (b) or (¢), the fallowing paints should

be observed :

0)

It is unnecessary for the Management Committee to natify the Director of
such verbd warning(s). However, the record(s) should be mede available
for ingpection by the officars of the Education Department, if and when
required.

The written letter should be copied to the Education Department for record
purpose.  The Director may invedigae a the request of the teacher
concerned.

If the teecher concaned takes no natice of the verbd waning(s), the
Schod Management Committee may terminate the gppointment of the
teacher by giving one monthf notice a the end of the school year.
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Appendix 7

Terms of Employment for Laboratory Technicians

1.  SchooHE entering into a Contract with a Laboratory Technician on Appointment

The Management Commiittee of a schodl, on the gppointment of a laboratory
technidan, should enter into acontract of sarvice with him.

2. Schoolf entering into a Contract with a Laboratory Technician immediately after Probation

The Management Committee of a schod should enter into a contract with a
laboratory technidan immediatdy after his two years of probationary period, which shdl not
be subject to annud re-newd.

3. Teams of Employment to be mentioned in the Contract of Savice for the Laboraory
Technidan

(@ Probationary Period

The duraion of probation for a laboratory technician shdl be two years o
on completion of an goproved Laboratory Technidan Cetificate Course or an
goproved gppropriate course of training, whichever isthe longer.

(b)  Temination of Appointment during and after Probationery Periad

()  During probationary Period

The gppointment of a laboratory technidian who is sarving a period of probeation
shdl be terminable by the giving of one monthf natice in writing by the Schodl
Management Committee or by the laboratory technician.

(i) After Probationary Period

The gppointment of a laboratory technicdan who has satisfactorily completed a
probationary period, shal be teeminable by the giving of three months' natice in
writing by the School Management Committee or by the |aboratory technidian.
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Appendix 7

4,  Working Experience counted for Incrementd Purpose

Rdevant laboratory technician experience in the universties and polytechnic, and
in a cgout or asssted private or bought-place school bound by contract Snce 1 September
1990, shd| be acoepted as recognized experience for incrementd purposein aded schools

5. Sagning of an Undertaking by the | aboratory Technician recommended to attend an Approved
Laboratory Technician Ceartificate Course or an Approved Appropriaie Course of Traning

The laboratory technician who has been recommended to attend an gpproved
Laboratory Technidan Certificate course or an gpproved gppropriate course of training shdl
sign an underteking with the schodl by which he agrees to sarve in the schodl for & leest one
year after completion of the course.

6. Direct Appointment of Laboraory Technidan Il

Should there be a vacancy, it is pemissble for the schodl to offer direct
gopointment of Laboraiory Technidan 1l to the gopropriate gpplicant who is sarving as
Laboratory Technician |1 in another aided school even under a different sponsor. In the case
of laboratory technidians for the maintenance of audiologica equipment in schoals for the
hearing impaired, candidates with the gppropriate traning and three years of rdevat
experience may aso be congdered for direct gopointment as Laboratory Technician |1,

Nov. 98 (R)35
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()

©

@

2.

Appendix 8

Payment of Salaries on Appointment, Resignation,
Retirement or Termination of Appointment

A teacher with one academic yearf sarvice or more without bresk whose appointment
terminates no earlier than the beginning of

() the mgor school holidays, i.e, Chrigmas, Chinee New Yeaxr and Eader
Halidayswill be paid to the end of the schodl halidays

()  the Summer Vacation will be peid to the end of August

A teacher with sarvice of less than one academic year but more than 59 days whose
gopointment terminates no earlier than the beginning of

() the mgor school holidays, i.e, Chrigmas, Chinee New Yeaxr and Eader
Halidays will be paid to the end of the schodl halidays

()  the Summer Vacation will be peid to the end of Jly.

A teacher with service of 59 days or less shdl be pad up to and including the last day of
the performance of full duties

A teacher who resgns from one aided sthodl to take up a new gppointment in another
aded sthod or in a government school, without bregk in teaching sarvice, other then
such bresk as the Director may goprove, will be pad by the schodl he leaves for the
period up to and induding the lagt day of performance of full duties in that schoal, and
by the schod to which he is nenly gppointed from the day falowing his lagt day of
performance of full dutiesin the former schodl.

In a newly-opened specid sthodl, the date of assumption of full duties shdl normdly be

deamed to be the date of commencement of dasses. The Director may goprove, for purposes of
grant, the gppointment of aff who are reguired for essentid prdiminary planning of new specid
schoalsin advance of the date of commencement of dasses, and in the case of reprovisoned specid
schoals he may gpproved the continued payment of the sdlaries of gt of the origind dasses should
the completion of the building be ddayed beyond the scheduled date.
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follows:

Appendix 9

Procedure to be followed in Case of Dismissal
or Termination of Appointment of a Teacher

The procedure to be followed by the School Management Committee should be as

(@ The teacher concerned should be given a warning, or warnings that his work is
unsatisfactory. This should be recorded in the schodl files

(b)  If noimprovement in the teacherfi; work is noticesble after an gppropriate period
then aformd written warning embodying rdevant criticdsms should be given to the
teacher, and a copy of this letter should be forwarded to the Director for
information  This should be recorded in the schodl files

(© Onrecapt of thisletter the Director shdl invedtigate the drcumstances

(d) If theteacher after recaving the warning letter dill shows no improvement after an
goproprigte period, normaly not less than one month, and the Management
Committee intends to dismiss him or nat to renew his contract &fter the dete of
expiry, the Supervisor shdl so inform the Director.

(e Ineach caeof digmisd of ateacher, a aufficent period of notice of termination
of employment must be given in accordance with Section 66.
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Appendix 10

Conditions for Promotion and Acting Appointment

A. PROMOTION

1. Genad

All promations are subject to the gpprova of the Director and the following
common conditions :

@

()

©

@

©

®

With the exception of the ranks of Laboratory Technician [Il and Il
and Educationd Psychologig II and | which have a combined
edablishment, a vacancy mugt exig in the higher rank to which a
candidate is recommended for promotion.

The candidate must be recommended by the Head with the agreement
of the Management Committee  In the case of promation to the
School Heed rank, the candidate must be recommended by the School

Management Committee,

The candidate must be stisfectorily reported upon by the Sarvices
Divison/Advisory Ingpectorate Divison.

The candidae mugt have undetaken traning(s) Soedified by or
acceptable to the Director.

Nominaions for promation mugt be submitted Sx months before
proposed effective dates to ensure suffident time to arange the
ingoections of the nominated teachers  Late submissons will not be
conddered unless there are very oedid reasons and in no case will
any nominaions be agoproved retrogpectivdy for sdaies grat
purpose.

Teechas nominatled for promotion in  Sgptember  mudt
complete/acquire the oedified traning in the same academic year.
Those nominated after September may completel acquire the training
in the fallowing academic yeer if they cannot be accommodated in the
spedified traning coursss in the same academic year.  If for no
acceptable reasons a teacher goproved to act in the promotion post
fals to complete the reguired training within the prescribed period, the
Schod Management Committee should meke dterndtive gppaintment
for the promotion pog.

Appendix 10
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2.

@
(0)

@
()

@
()

Catificated Mage/Midress to Asssant Magter/Mistress, and

Assgant Primary School Mage/Migressto Primary School Mager/Migress

Please 322 Guides to Appointment. (Appendix Y/Attachment [)

Assgant Mager/Midress to Senior Asssdant Mager/Midress, and

Primary School Magter/Midress to Headmaster/Headmisress ||

Please s2e Guides to Appointment. (Appendix YAttachment H)

Senior Assgant Mager/Migressto Principd Assgant Mager/ Midress, and

Headmader/Headmidress |1 to Headmeader/Headmidress |

Please see Guides to Appointment. (Appendix S/Attachment G)

Graduae Mader/Midress to Senior Graduate Mager/Migress

Please s2e Guides to Appointment. (Appendix YAttachment E)

Senior Graduate Mager/Midress to Prindpd Graduate Mage/Migress Principd |1/

Principd |

Please 3¢ Guides to Appointment. (Appendix YAttachment D)

Prindipd Graduate Mage/Midressto Principd [1/Principd |

Please 322 Guides to Appointment. (Appendix YAttachment C)

Ceatificated Maeder/Midress (Workshop Teecher) to Assdant Made/Midress

(Workshop Teacher)

Please see Guidesto Appointment. (Appendix SYAttachment J)
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9.

10.

11

12.

13.

Appendix 10

Educationd Psychologid 11 to Educationd Psychologidt |

Please s2e Guidesto Appointment. (Appendix YAttachment K)

Laboraory Technidian 111 to Laboratory Technician 1l

Laboraory Technicans 111 will be digible for congderation for promation to
Laboratory Technidan |l on having :

(@ been confirmed to the pamanent edtablishment and completed 3
years satidactory sarvice

(b) served for one year on the 3rd point of the dary scae

(c) obtaned an goproved Laboratory Technician Cetificate or equivadent;
ad

(d) obtained avdid and gpproved Firs Aid Cetificate, if the Catificatein
(c) aove does not contain firg ad traning as one of its course

components.

Laboraory Technidan |l to Laboraory Technidian |

Laboratory Technidans |1 will be digible for congderation for promoation to
Laboratory Technidans| provided thet they have a leedt five years of satiSactory sarvice
as Laboraory Technidans I1. It should be noted, however, that pods of Laboratory
Technidans | will only be esabdlished in secondary specid schoadls with five or more
|aboratories or in a schoadl for the hearing impaired with more then 17 dasses, and a the
discretion of the Director.

Physotherapist 11 to Physothergpist |

Physothergoigs 1l will be digible for congderation for promation to
Physotherapids |, if they have & lees two years of sidactory service as
Physothergpigtsil.

Physotherapig | to Senior Physotherapist

Physothergoigs | will be digible for congderation for promotion to Senior
Physotherapids if they have a least 5 years of satisfactory sarvice as Physothergpidsl.

Nov. 98 (R)36
Appendix 10
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14. Occupationd Therapis |1 to Occupationd Therapit |

Occupationd Thergpigs 11 will be digible for congderation for promation to
Occupdtiond Thergpids |, if they have a leest two years of sidactory sarvice as
Occupationd Thergpigs|I.

15. Occupationd Therapigs| to Senior Occupationd Therapist

Occupationd Thergpids | will be digible for congderation for promation to
Senior Occupationd Thergaidts, if they have a leest 3 years of stifactory sarvice as
Occupationd Thergpigts.

16. Assgant Warden to Warden

Please see the qudifications and experience required for gppointment to the
pogt of Warden. (Paragraph 13 Section C of Appendix 5)

17. Houssparent/Programme Worker to Assdant Warden

Housegparents and Programme Workers with five years  recognised pod-
qudification experience may be conddered for promoation to Assdant Wardens a the
Senior Sodd Work Assgant levd for boarding sections with a cgpecity of 50 or more
boarders. For boarding sections with a cgpacity of less than 50 boarders, one of the
Houseparents or Programme Workers may, with the goprovd of the Director, be
assSgned as Assdant Waden a the Socdd Work Assdant levd and be granted a
responghility alowance equivaent to the two additiond increments above the subgtantive
pay of the Assstant Warden on the Socid Work Assdant scde.

B. ACTING APPOINTMENTS

Full-time Graduate MagtersMistresses may be recommended for gopointment to
vacant promotion-grade podsin the rank of Senior Graduate MagtersMidresses on an acting
beds and the fallowing ruleswill gpply to dl acting gppoaintments:

(@ The peiods of acting will normdly be for one year, or until the teacher
becomes fully qudified, whichever isthe longer;

(b) Before the end of an acting period, the teecher should normdly be
recommended dther for subgtantive promoation to the higher pogt or for
reverson to hisformer pog;

Nov. 98 (A)4
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(@ shorter peiods of acting (not less than Sx months) and longer periods of
acting (not more than two years) may be recommended, where there are
goad reasons for doing S0, and will be conddered. However, extensons of
acting beyond two years will not normely be gpproved unless there are
very specid drcumgtances to warrant such an extenson (for example, thet
the teecher is dill nat fully qudified).
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Appendix 11

X-ray Survey of Staff

Applicaion

1. Application for x-ray examination before gppointment should be mede on ED. Form
223.

Exemption

2. Supply gaff are exempt from pre-employment X-ray examination. However, they may
be required to undergo a chest X-ray in connection with regidration as a teecher or the issue of a
permit with regard to their employment as teechers

3. The Director may exempt from pre-employment X-ray examination :

(@ Saf who can show that they have undergone a satifactory chest X-ray a a
Government medicd inditution, H.M. Forces medicd indiitution or by aregistered
medicd practitioner, not more than tweve months before ther dates of
gopointment;

(b) SEff in possesson of aWHITE Government Chest Clinic Regidration Card (MD
708) showing atendance a a Govaernment chest dinic twdve months or less
before their dates of appointment;

() Sdf in possesson of a catificate from a regigered medicd practitioner,
confirming thet they are pregnant. Exemption granted to gt in this category will
continue until the end of thar subssquent meternity leave, a which time they
should be indructed to meke their own arrangements for X-ray examingtion, usng
E.D. Form 223, and to forward the result of the X-ray to the Director through
their Supervisor/Head.



CODE OF AID FOR SPECIAL SCHOOLS (VOLUME I) 150

Appendix 12

Grant of Sick Leave and Special Tuberculosis Leave

.  SCKLEAVE

1.

Teachers, Laboratory Technicians and Specidis Saff

@

)

©

()

The Director may gpprove paid Sck leave for teechars laboratory technicans
and pedidig gaff in an aded specid schoal.

Each member of d&ff so entitied may be given on gopointment up to 28 days Sck
leave, and on completion of each sucoceading year of sarvice a further 48 days.
The maximum balance which may be accumulated shdl be 168 days

A spedd schod dhdl kegp Sck leave records for each member of its daff 0
entitted. As 9ck leave is taken, this will be noted in the records and deducted
from the aff memberfE: balance.

The Director may, once the balance of sck leave has been exhaugted by a d&ff
member, goprove additiond Sck leave without pay.

Non-specidist Steff

Subject to the provisons of the Employment Ordinance,

@

(0)

©

The Director may gpprove full paid Sck leave for non-gpecidist g&ff in an aded
Specid sthodl.

The entitlement to 9ck leave is a the rate of two pad sckness days for each
completed month of sarvice during the firg 12 months of employment and 4 paid
sckness days for eech month of sarvice thereefter.

The maximum 3¢k leave baance which may be accumulaied shdl be 120 days
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Pad sckness days are divided into two categories. Category 1 is made up of
pad dckness days accumulated each month up to a tota number of 36 days
Caegory 2 is made up of paid sckness days in excess of 36 days which cannot
be entered in category 1, but the tota number of paid Sckness days in this
category cannot & any time exceed 84 days. Pad sckness days accumulated in
Caegory 1 can be taken upon the production of a catificate issued by any
medicd practitioner. Where the number of paid Sckness days taken exceeds the
total number of paid Sckness days in Category 1, the excess days shdl be
deducted from the total number of paid Sckness days accumulated in Category 2.
In this case, the member of g&ff can be required to produce a certificate issued by
ahogpita doctor atending him as an out-patient or in-patient in a hospitd.

¢Eospita” in this context indudes dl government hospitas and specidigt dinics
and private hospitds regidered under the Hospitds Nursng Homes and
Maternity Homes Regigered Ordinance)

A spedid schoadl shdl keep Sck leave records of every member of daff. Assck
leave is taken, this will be noted on the record and deducted from the member of

g baance of Sck leave.

The Director may, once the baance of sSck leave has been exhaudted by a
member of gaff, goprove additiond Sck leave without pay.

II.  SPECIAL TUBERCULOSSLEAVE

1.

Teachars Laboratory Technidians and Spedidig Staff entitled to sck leave under the
terms of paragraph 1 of Section | who are suffering from tuberculoss may be granted
specid pad sck leave asfollows:

@

(0)

those with more than one but less than four years sarvice may be granted up to
three months leave on full pay;

thase with four or more but less than eght years sarvice may be granted up to Sx
monthsleave on full pay;

those with more then eight years service may be granted up to Sx monthsleave on
full pay plus two weeks additiond Sck leave in respect of each additiond year of
s|avice over @ght years up to amaximum of twelve months leave on full pay.

A ix 12
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Savice under dl these provisons means service deemed to be continuous by the
Director.

2. TheDirector shdl have the power to extend these periods of Sck leave in cases which
have his specid gpprovd.

Notes:
1.  Forthepurpose of this Appendix, gaff in gpecid schools are dassfied asfallows
@ Texher
All g&f in the teaching grades, induding head teachers, teechers assding in peech

therapy (TAST), resource teechers, mohility indructors, low-vison training teechers and
workshop teechers (WT).

(b) Laboraory Technidans

() Nonteeching Steff

() Speddid Saf indudng school sodd  workes  spesch  therapids,
physothergpids occupaiond therapids, occupdiond therapid  assgants,
educationa psychologiss nurses, wardens, asssant wardens, houseparents-in-
charge, housgparents, programme workers and bralling Saff.

() Nongeddis daff induding deks dericd assdants atisans workshop
atendants specid drivers, motor drivers, cooks watchmen, janitor gaff and
teacher assgants

2. Sick leave not exceeding two days may be gpproved for teachers, laboratory technicians and
oedidig af by a School Head without the production of amedicd cartificate. The grant of
such sck leave should be reported to the Education Department, and shdl be recorded as
indicated in paragrgphs 1(c) and 2(€) under Section | above.

3. Insseking goprovd for the grant of dck leave in excess of two days for teechers, |aboratory
technidans and specidis daff \Heads mug forward an acceptable medicd catificate to the
Director.
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4. In seking goprova for the grant of specid tuberculoss leave for teechers laboratory
technidans and speddis daff, Heads mug forward an acceptable medicd catificate to the
Director.

5.  Pat-time gaf and monthly-paid temporary aff are entitled to Sck leave in accordance with
the Employment Ordinance.

6.  Daly-rated gaff who has worked for the same school under a continuous contract for not less
than 4 weeks is digible for gckness dlowance a the rate of two paid Sckness days for each
completed month of employment. To be digible for sckness dlowance -

() thedck leavetaken by the teacher must not be less than four consecutive days
[a femde teecher who has entittement to a Sckness dlowance sl be pad tha
dlowance for every sckness day when sheis absent from work for medicd examingtion
in relaion to her pregnancy or pog-confinement medicd trestment, or when she is
absent from work by reason of miscarriage];

(i) thedck leave must be supported by an gopropriate medicd catificate:

(i)  theteacher has an accumulation of Sckness days by virtue of hisher length of service

Thedally rate of Sckness dlowanceis equd to two-thirds of the normd wagesfor that day.
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Appendix 13
Grant of Maternity Leave to Female Staff
1. Femde ddf who have completed 40 weeks of resdent sarvice prior to the

commencement of maternity leave may be granted 10 weeks full-pay maemnity leave. There is no
limitation on the number of surviving children thet afemde d&ff may have in order to be qudified for
metemity leave pay.

2. Femde qaf employed under a continuous contract but with less than 40 weeks of
resdent sarvice may be granted maternity leave without pay.

3. The Director may grant maternity leave to femde gaf. Maemnity leave shdl be the
aggregate of

(@ acontinuous period of 10 wesks from and indusive of -

() thedaeof commencement of maternity leave as determined under section
12AA of the Employment Ordinance (see bdow); or

(i) the actud date of confinement, if confinement occurs before the dete of
commencament mentioned in subparagraph (i);

(b) afurther period equd to the number of days if any, beginning on the day after the
expected date of confinement up to and induding the actud date of confinemert;
such further period of leave is to be taken immediady falowing the period of
leave under paragrgph (a); and

(c) afurther period, not excesding 4 weeks, on grounds of illness or disability arisng
out of the pregnancy or confinement.

Under section 12AA of the Employment Ordinance, a pregnant employee may, with the
agreement of the employer, decide on the date of commencement of her 10 weeks
maernity leave, provided that such date is within a period of not less then 2 weeks
before, and not more than 4 weeks before, the expected date of confinement. If the
employee does not exerdise her option to decide on the date of commencement, or if
she fails to secure her employerf® agreement to her proposed leave schedule, the date
of commencemeant of maernity leave sl be 4 wesks immediatdy before the expected
date of confinement.
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The entitlement to pay is, however, limited to the period of 10 weeks. An accurae
record of any maternity leave granted shdl be kept by the school.

4. When more absence is recommended by a registered medica practitioner, additional
maternity leave may be granted by the Director as no-pay leave to bring the total absence up to 6
months. Further leave without pay on the same terms may be granted at the discretion of the
Director.

5. The following categories of teachers/specidist saff/laboratory technicians will adso be
eigible for full pay for any part of the maternity leave which fdls within a mgor school holiday, i.e,
Christmas, Chinese New Y ear, Easter and Summer Vacation :-

(& Femde gaff whose maternity leave exceeds 10 weeks as provided in paragraph
(3)(a) and the excess portion of maternity leave as provided in paragraph (3)(b)
and/or (3)(c) fdlswhally or partly within amgor school holiday; and

(b) Female gtaff who are employed under a continuous contract but have less than 40
weeks resdent sarvice to qudify for full pay maternity leave as provided in
paragraph (3) and whose maternity leave fdls whally or partly within a mgor

school holiday.
6. Maternity leave is not counted as Sick leave.
7. A femde gaff is not entitled to maternity leave whilst absent from duty for other reasons.
8. In order to enjoy maternity protection, the female staff has to serve notice of pregnancy

and of her intention to take maternity leave to her employer after her pregnancy has been confirmed
by a medica cetificate. If required by the employer, the femae dtaff has to produce a medica
certificate which specifies the expected date of confinement for the 10 weeks of maternity leave
under subparagraph (3)(a)(i) or a medica certificate which specifies the date of confinement for the
10 weeks of maternity leave under subparagraph (3)(a)(ii). A femde staff who may take any period
of maternity leave under paragraph (3)(b) shdl, if so required by her employer, produce a medica
certificate specifying the date of confinement.

0. A pregnant femae staff may, on producing amedicd certificate with an opinion asto her
unfitness to handle heavy materids, work in places where gas injurious to pregnancy is generated, or
do other work injurious to pregnancy as specified in the medica certificate, request her employer to
refrain from giving her such work during her pregnancy period.
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Appendix 14
Grant of Leave on an Annual Basis
1. Laboraory technidans and nonHeaching daff are not entitled to school holidays, but

may be granted leave on an annud bassasfallows:

(@ Laboraory technicians and specidigt daff may be granted not less than 22 days
of pad leave on an anud bass during the mgor sthodl holidays subject to
mutud agreement between the schodl and the S&ff.

(b) The Management Committee of a gpecid school may grant paid leave up to 14
days per annum to members of non-gpecidigt gaff with not more than 10 years
savice and 22 days per annum to those with more then 10 yers  sarvice. Pad
leave shd| be taken during the long holidays

2. A spedid sthool dhdl keep arecord of such leave for every member of Saff so entitled,
showing such leave earned and taken.

3. Employment in apost on a part-time bass will earn such leave on apro-ratabess & the
rates gpplicable to amember of gaff occupying the pogt on afull-time bads

4, Such leave should normdly be taken during the mgor schodl holidays.  In specid
drcumdances such leave not fdling within the mgor school hodlidays may be granted as
recommended by the school and gpproved by the Director. The mgor school holidays are
Chrigmas, Eadter and the Summer Vacation, the exact dates of which will be reckoned according to
the halidays ligs submitted by individud soedid schools  If, however, a school announces a longer
Chinese New Y ear haliday period then the Christmas or Eagter holiday period, a Chinese New Year
holiday period may betaken in lieu of ether the Chrigmas or Eagt haliday period.

5. A member of daf who resgns after sarving the requidte period of notice may be
granted such leave, which he has earned up to the dete of expiry of hisnatice. A smilar member of
gaff who resigns by paying one monthf& sdary inlieu of naticeis dso entitled to such leave.

6. No replacement gaff will be granted for gaff on such leave
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Appendix 15

Subsidized Schools Provident Fund

Teachers joining the Subsdized Schools Provident Fund are subject to the Rules of the
Fund which are gatutory rules made under the Education Ordinance. The following are extracts of
cartain main fetures for easy reference only.

1. With effect from 1 September 1980, Government & subsidies towards the employers

contribution in repect of the Subsidized Schodls Provident Fund shdl be made in accordance with
thefollowing scde:

Length of continuous Employaers  contribution
contributory service (percentege of employees  Aary)
Lessthen ten years 5%
Not lessthan 10 years ) 10%
but lessthen 15 years )
Not lessthan 15 years 15%
2. Employess  contribution shdl remain & 5%.
3. Every teacher who is nat over the age of 55 years upon hisfirdg gopointment to a school

on or after 24 June 1982 is required to contribute to the Fund. A part-time teacher employed on a
regular bass may a his option contribute to the provident fund. Full-time teachers taking up part-
time teeching on atemporary basswill nat entitle to further contribute to the provident fund.

4, An annud dividend to each contributor of 5 per cent of his account is guaranteed and
any shortfdl in funds for the purpose of the guarantesd dividend Is to be met by aloan (repayadle
without interest) made by the Government to the Funds No supplementary dividend may be
dedlared if thereis an outstanding loan.

5. Bendfits to contributors are increasad on the following diding scale according to length
of continuous contributory sarvice on withdrawd from the Fundsin normd drcumdances :
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Appendix 15
Benefits on Withdrawd
Contributor{E; Govenment{&;

_ own contribution donation plus
Length of continuous plusdividends dividends
contributory service dedared thereon dedared thereon
Lessthan 5 years 100% Nil
Not lessthan 5 years ) 100% 50%
but lessthen 6 years )
Not lessthan 6 years ) 100% 60%
but lessthan 7 years )
Not lessthan 7 years ) 100% 70%
but lessthen 8 years )
Not lessthan 8 years ) 100% 80%
but lessthan 9 years )
Not lessthan 9 years ) 100% 90%

but lessthan 10years )

Not lessthan 10 years 100% 100%
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Appendix 16

Items Chargeable to Grants

ITEMS CHARGEABLE TO SCHOOL AND CLASS GRANT

Schodl-based items

1. Podage and gamp duty

2. Newspaper and megazine

3. Teephone

4. Cdeuaions and entertanment (The expenses for the provison of lunches/dinners for
daff cannot be charged to this account or to any school funds account.)

5 Audtfee

6. Wreaths, flower-baskets and smilar tributes on behdlf of the schools

7. Professond fees for essentid professond advice of a legd, architecturd, or Smilar
nature (See Note (3))

8.  Expenditure on supplementary teaching $aff (See Note (4))

9. Expenditure on gt traning (See Note (6))

Class-based items

1.  Reparscoging lessthan $3,000 (SeeNote (2))

2. Trangport and traveling expenses whally incurred on schoal business, exduding traved
between home and school

3. Other minor items spedficdly accepted by the School Management Committee as
essertid or of educationd vaue, not exceeding $500 for any oneitem (See Note (5))

4. Teachers textbooks mapsand setsof books for supplementary reading, etc.

5.  Consumable dores (See Noate (1))
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

Fud, light and power
Cleaning materids
Prizes
Library booksfor pupils
Furniture and eguipment codting lessthan $3,000 (See Note (2))
Weater
Hrg-ad fadlities
Sports
Extra-curricular adtivities induding educationd vigts
Printing and Sationery
Uniformsfor jenitor Sff
Bank chargesfor sarvice in the auto-pay sysem for fee collection

Medicd fee for examinaion and diagnods (not trestment) by a private doctor of pupil
suspected with infection or infetation

Retirement or death bendfits for g&f not digible for any other scheme, provided that
such benefits do not exceed whose avalade to Smilar Saf digible for another scheme,
such as provident fund.

Paramedica grant dement (for schools with paramedica sarvices)

a  Soreand maeridsfor thergpeutic services

b. Sationey and printing rdaed to paramedicd sarvices

c. Reeaencebooksfor paramedicd daff

d.  Reparsand mantenance for thergpeutic equipment and furniture

e.  Purchaseof amdl items of equipment and furniture for thergpy

Appendix 16
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f.  Podage and damp duties rdlated to provison for paramedica sarvices
g Fud, light, power and water rdated to paramedica sarvices

h.  Cleening maeids

I. Uniformsfor paramedica St

j.  HFrs-adfadlities

k.  Trangport expenditure for provison of paramedicd services such as home vigts
and vigtsto dinics and hogpitas

l. Incidental expenses on activities reated to thergpeutic services

B. ITEMSCHARGEABLE TO BOARDING GRANT

1. Food

2. Programme expensss

3. Conumable dores (See Noate (1))

4.  Uniform for houseparents janitor saff and paramedicd Saff
5. Printing and dationery

6. Podtage and gamp duty

7. Newsgpgpers and magazines

8.  Reparscoding lessthan $3,000 (See Note (2))

9. Fud, light and power

10. Clemning mateids

11. Waer

12, Telephone
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13. Trangport and traveling expenses whally incurred on school business exduding travel
between home and schodl.

14. Hrd-adfadlities

15. Cdéraions and entertainment (The expenses for the provison of lunches/dinners for
gaff cannot be charged to this account or to any schoal funds account)

16. Sports, educationd visits

17. Prizes

18.  Furniture & equipment costing lessthan $3,000 (SeeNate (2))
19. Audtfee

20. Bank chargesfor sarvicein the auto-pay sysem for fee collection
21. Wreaths flower-baskets and amilar tributes on behdf of the school

22. Professond fees for essentid professond advice of a legd, architecturd, or Smilar
nature (See Note(3))

23.  Other minor items spedficdly accepted by the School Management Committee as
essntid or of educationd vaue, not exceading $500 for any oneitem (See Nate (5))

24. Expenditure on &t traning (See Note (6))
25. Medicd feefor examination and diagnosis (not treetment) by a private doctor of a pupil
suspected with infection or infetation

C. [TEMS CHARGEABLE TO ONE-OFF GRANT FOR SETTING UP THE SCHOQOL -
BASED PSYCHOLOGICAL SERVICE

1. Psychologicd tests published by recognised test publishers or professond bodies
2. Furniture and equipment required for operation of psychologica sarvice

3. Maeidsrdaed to remedid or training programme/packages
Appendix 16
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RESOURCE TEACHING PROGRAMME FOR AUTISTIC CHILDREN
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E

1.

2.

Furniture and equipment for the Resource Teaching Programme for autidtic children

Teaching ads usad in the Resource Teaching Programme for autidic children.

Notes:

1.

Many of the items chargegble to the above grant accounts involve the purchases of
gores and equipment which are made a the discretion of schools In order to protect
the interest of schools as wdl as the Government, schoals are advised to review their
control on the placing of orders for purchases. It is suggested thet as far as possible
competitive prices should be obtained and that before the orders are placed, they should
be goproved and countersgned by a senior member of the gaff, preferadly a the
deputy heed levd or above.

Heads of schools should ensure that a reasonable amount of the school and Class Grant
and Boarding Grat is used for replacement of minor items of furniture and equipment,
and minor repars,

Professond feesindude a reasonable charge for preiminary sketch plans of a proposed
project which may not be subsequently gpproved, provided that such payments are
taken into account findly, if the project proceeds.

Expenditure on supplementary teaching daff on sandard academic subjects is not
normdly dlowed. The intention is to fadilitate supplementary teaching in such aress as
at, musc, phydca education, practicd subjects and third language.

The Director would not normaly gpprove an annud gross expenditure on this item in
excess of $200 x goproved number of dasses for the School Section, or $40 x
goproved number of boarders for the Boarding Section, but an exceptiond case could
be consdered on its merits.
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6.  Expenditure on g&f training would normdly be limited to short courses taken in Hong
Kong, and gmilar training overseas not involving additiond travdling expensss. The
training would have to be directly rdaed to the work of the aff. The Director would
not normaly goprove an annud gross expenditure on this item in excess of $200 x
approved number of dasses for the School Section, or $40 x gpproved number of
boarders for the Boarding Section, but an exceptiona case could be congdered on its
merits

7.  Depogts in regpect of dectridty, gas and water meters should not be charged to any

income and expenditure accounts but should be shown as ast items in the balance
Shest.
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Appendix 17

Non-recurrent Grants (Furniture/Equipment)

Furniture and Equi Grantsfor items codi 000 or abovefor id Schools

Application for induson in Annud Draft Edimates

1. Request for grants towards the cost of new furniture and equipment or for repairs and
replacements of exiging items of furniture and equipment costing $3,000 or more for specid schoals
must be submitted to the Education Department on the form shown a Appendix 29 not later than the
date prescribed by the Director each year, S0 that the requests may be considered by the Education
Department for indusion in the fallowing yearf Draft Edimates

2. Request for grants in regpect of new items of furniture and equipment, which have not
been induded in the Esimates, will not normdly be conddered unless they are of an emergency or
unforeseen neture.

Tendering Procedure

3. Schodls will be advised normdly & the beginning of each finendd year of the items in
respect of which grants have been gpproved and tenders should then be cdled for as soon as
possible for sngle purchases exceeding $5,000. Schools should seek separate tender from not less
then five different suppliers normaly sdected from the sandard ligt of suppliers issued by the
Education Department. Tenders should be sought by usng the sandard letter shown a Appendix
20 and the tender form a Appendices 21 & 22. Two copies of the tender form should be prepared
and provided to each supplier invited to tender. The suppliers invited to tender should be given full
spedifications of the required fumniture/equipment and, whenever possble, samples should be
provided or shown to the suppliers so that they may be cartain of the type and finish of the item
required, particularly where furniture is concerned.  The dosing date for submission of tenders must
a0 be dearly spedified in the invitation of tenders. (See Notes)

4. The origind of each tender recaived should be forwarded to the Education Department
together with three copies of atender price comparison tablein the form shown a Appendix 25. If it
has not been possible to obtain five tenders, the arcumsatances should be explained and the names of
the firms which dedined or failed to tender should be supplied when forwarding tenders received to
the Education Depatment. Tenders or tendered prices will be goproved only if the Education
Depatment is sidied tha items induded in tenders are the same as those gpproved in the
Edimetes
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5. Schodls will be advised which tender or tendered prices are goproved for grant
purposes. No order should be placed with the suppliers until such advice is given by the Education
Department.

6. For sngle purchases naot exceading $5,000, purchases may be arranged by obtaining
two or more quotaions with the lowest offer being acogpted.  All quotations (verbd/written) will
need to be recorded in the prescribed form as shown a Appendix 26. A sngle purchese in this
context is teken as a bill of purchase of rdevant items from a sngle company on any one occason.
Heads should conduct random checks on the quotation records from timeto time.

7. No tenders for furniture and equipment will normaly be accepted by the Education
Department after 1 January of eech year. In cases, however, where such atender is acoepted after
1 January, it will be only on the understanding thet the artides will be supplied and hills for payment
submitted to the Education Department before 1 March.

8. Grants may be daimed dfter the submisson of receipted hills which must be persondly
certified by the Supervisor/Heed of the schod to the effect thet dl itemsinduded in the bill have been
received in good condition and in accordance with the spedifications and drawings, and thet dl items
are for aded schodl purposes only. In this connection, if any items recaived from a supplier do not
conform to the spedifications or sample provided to the supplier when invited to tender, the school
should refuse payment until such time as the correct item is supplied. I the supplier is ungble or
refuses to supply the correct item, the Director should be advised.

Application for a Revote of Non-recurrent Grants Approved

0. Grants gpproved during the current finendd year but not daimed in accordance with the
procedure destribed in this Appendix, will |gpse ater the end of that finendd year. If a schodl
antidpates thet it will be unable to use an goproved grant during the current finandd year, it should
aoply on or before 1 February of that year for arevote of the grant in the next finandd year, giving
grounds in support of the goplication.

Notes:

() Schods should follow the Notes for Preparation of Invitation to Tender
(Appendix 23) 0 that dl documents could be propely completed before
submisson to the Education Department;

Appendix 17

(i) Schods ae advisad to group items of Furniture and Equipment of the same
category in the same Tender Schedule (Appendix 24) before inviting suppliers to
tender;
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(if)

)

V)

W)

(vil)

(v

Schools must ensure that invitetions to tender should dearly indicate the dosing
date and time for receipt of tenders

All tenders should be recorded on the Tender Summary Sheet down a Appendix
27 before they would be sent to slected suppliers by regisered mail.

All tenders recaived should be lodged in a locked tender box stuated in a
convenient location in schools

On opening tenders, dl tenders should be initidled, dated and checked to see if
both the origind and duplicate copy of the tenders are identical by a Commiittee
condgiing of a leaest two authorized persons of the schodls. It isimportant to note
that no tenders should be opened before the date and time spedified for receiving
tenders.

All tenders recaved should be entered in the Tender Summary Sheat to show the
number of offers, non-offers and the like.

later tenders should not be opened and their covers should be dearly marked &
ATE TENDER, RECEIVED BY TENDERING OPENING COMMITTEE ON
“ and initidled by dl members of the Committee. However, late tenders may be
handed to the SupervisorsHeeds for congderation when and only when no offers
for gpedific items have been recaved.

All communications regarding tendars mus be dasdfied as RESTRICTED
DOCUMENTSill the award of the successful tender.
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Appendix 18
Non-recurrent Grants (Major Repairs)
Maior Repairs Grants for items coging $3,000 or sbove
l. For esate schodls
1. Requests for subgdy towards the codt of items such as mgor internd repairs to

buildings, internd redecorations etc. coding $3,000 or above mus be submitted to the
Education Department on the gppropriate form (Appendix 30) atached to the cdl drcular
issued annudly to schoals to goply for nonHrecurrent grants for mgor repairddterations not
later than the date prescribed by the Director each year S0 that requests may be consdered by
the Education Department for indusion in the following yearfi; Draft Edimates

2. In making their gpplication of works, schools will have to spedify the scope of
works to be done without giving the estimated costs and Sate the reasons why the repairs are
needed. Professond gaff of Housng Department will prepare to act as consultant to each
schodl as to whether mgor repars works will be required.  Schools may contact thar
respective Housng Manager for asssance. Schools should aso note the guide to the services
provided by the Housng Depatment as detals in Attachment A(i) and the demarcation of
maintenance responghilities for fixed permanent building sarvices inddlaions (in addition to
dedtricd wiring and switch gears) as shown in Attachment A(ii).

3. The Education Department will cary out a prdiminary vetting of dl gpplications
from schools  Professiond officars of Housing Department will then decide if the schooH:
applications are technicdly judtified and advise the Education Department of the estimated
cogts accordingly.

4. Requedts for subddy in respect of mgor internd repars which have not been
induded in the edimates will not normaly be conddered unless they are of an emergency or
unforeseen nature.

5. Subject to the avalability of funds, the Education Department will inform schools
of the gpproved projectsin due course. Professond officers of Housng Department will then
goproach individud schoolsto arrange for the works programme,

6. All repairs works will be carried out by government term contractors supervised
by the Housng Departmen.
Appendix 18
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7. The Housng Department will not be respongble for any works on non-school
portion which is separady identifigble from the school portion.  However, the Housng
Depatment will undertake building sarvices items of work on non-schoal portion which are
insgparable from the schod portion. The Housng Department will inform the school direct of
the codt of the insgparable work items (plus 20% on cost). |If the school has no objection to
the cog involved, the Housng Department will cary out the work upon recaving the
necessary depodt from the school.  Schools should note thet dl correspondence in rdaion to
such work should be copied to the Education Department for reference.

Note :

@) All Schod Management Committees as building tenants should be
repongble for the sfety and soundness of thar buildings The Housing
Depatment acting in thair roles as works agents would be respongble only
for the suffidency of the actud repair work projects undertaken by them.
However, it would be prepared to provide consultant advisory sarvices, on
regues, to any tenants who might require advice on the condition of their
buildings or part thereof, which may be giving rise for concamn.

() The externd pats of dl esate schod buildings shdl be mantained by the
Housing Department.

For non-edate schools

1 Requedts for subsdy towards the cogt of items such as mgor reparsto buildings,
redecorations etc. costing $3,000 or above must be submitted to the Education Department
on the gppropriate form (Appendix 30) attached to the cdl drcular issued annudly to schools
to goply for non-recurrent grants for mgjor repairgdterations not later than the date prescribed
by the Director each year 0 that requests may be conddered by the Education Department
for indudon in the following yearf Draft Edimeates

2. In meking their gpplication of works, schoals will have to specify the scope of
works to be done without giving the esimated cogts and date the reasons why the repairs are
needed. Schoals should note the guide to the services provided by the Architecturd Services
Depatment as detalled in Attachment B.

Nov. 97 (R)28
Appendix 18
3. Professond officers of the Architecturd Services Department will categorize the

works as per theffyork type’ as detailed on thellffgjor RepargAlterations” application form

and advise the Educaion Depatment on the edimated cogts and provide comments as
necessary on the technica aspects of the work.
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4. Requedts for subsdy in respect of mgor repairs which have not been induded in
the Edimates will not normaly be condgdered unless they are of an emergency or unforeseen
neture.

5. Subject to the avaldaility of funds, the Education Department will inform schools
of the gpoproved projectsin due course. The professond officers of the Architecturd Services
Department will then gpproach individua schodls to arrange for the works programme.

6. Repars works will normdly be caried out by government term contrectors
supervised by the Architecturd Services Department.

7. The Architecturd Sarvices Department will take up repair works in a non-school
portion if it is insgparable from the schoal portion & which repair works are to be carried out.
However, a 20% overhead cog for any works undertaken on non-school portion will be
charged. The Architecturd Services Department may not teke up any works in a non-school
portion which is separatdy identifiable from the schoal portion.

Deed of Covenat

8. Where capitd works exceading $0.5 million is to be caried out in school
buildings erected on private land, the trustees or legd representatives of the sponsors must
execute under sed and regiger by Memorid in the Lands Department a Deed of Covenant
which shdl contain such provisons as the Director may require, and shdl in paticular provide
thefdlowing :

(@ Tha the premises will be usad soldly for gpproved educationd purposes or
other purposes gpproved by the Director.

(b) Tha the schodl will be managed in accordance with the Education
Ordinance and its subgdiary legidation and the Code of Aid for Specid
Schools.

A ix 18

(0 Tha if the sponsor should & any time dedre to be rdessad from the
foregoing obligations, or if for any reason the school ceases to be accepted
by the Director as an aided school, the sponsor may be required to repay
the whole amount of grant to Government or an equiteble proportion of
such grant as assessed by the Government.

(d) Tha in the event of any breach or non-paformance of any of the tarms,
covenants and conditions contained in the Deed of Covenart, it shdl be
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lanful for the Government to re-enter upon the lot and the schodl without
the payment of any compensation whatsoever.
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Appendix 18/Attachment A(i)
MAINTENANCE OF ESTATE AIDED SCHOOLS
A GUIDE TO THE SERVICES PROVIDED
BY HOUSING DEPARTMENT AS FROM 15 JUNE 1989
Generdly
1. Apat from atting as the landlord for the Government in mantaining the externd and

gructurd dements of the estate aided sthoals, the Housing Department is respongible for providing
internd maintenance sarvices to these edtate aided schools as from 15 June 1989. The Maintenance
Divison of the Condruction Branch of the Housng Depatment is involved in the provison of
maintenance services to estate aided schools

2. Once the edate aided schoals have identified the internd mgor repair works which they
require in their annua application for funding in response to the Education Departmentf& cdl-

drcular, the Housng Department will undertake dl the subsequent detailed work of processing the
gpplication and, once gpproved for funding by the Education Department, will arrange for the work
to be undertaken on-Ste & the earliest possible time convenient to the schools

Savicesto Schoal Supavisors New Applications for Maor Repairs

3. As hriefly touched upon ealier, the Housng Depatment{& savice in respect of
gpplications for funding of intemd works for indusion in the following yearf Draft Edimetes of the
Education Department will be asfallows:

(@ In prepaing the mgor repars edimates gpplication, the school Supervisors
should condder to re-indude those rgected items of works in the last yearf&
return, should the Stuation warrant.

(b) The Education Department will exerdse aninitia screening of the gpplications and
will request the Mantenance Divison of the Housng Depatment to provide
professond and technical advice together with esimated costs on the proposed
major repairsitems. The Maintenance Divisionf& staff will contact each schodl to
arange for gte ingections and discussons with the schod  Supervisor/
Prindpa/Head to edablish the full deals of the work requested. In the
megting(s), the Maintenance Divisionf& aff will advise the school

Appendix 18/Attachment A(i)
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which items are consdered to be i ssentid” |, 1Zesrable but not essentid” or 1,
ot necessary” in the context of keeping the schoal premisesin adate of repar as
wd| asitems of improvement.

(©) Upon reaching agreament with the sthoadl, the Mantenance Divison of the

Housng Department will provide the Education Department with the Estimation
Sheet for each edtate aided schoal for budgetary and funding purposes.

Approved Maor Repars Works

4, For those works which the Education Department has gpproved to be funded in a
catan finendd year, the Housng Department will contact the rdevant estate aided schools during
the month of April/May of thet finendd year to procesd with the following :

(@ Upon recapt of informetion from the Education Department on the goproved
items of mgor repars for individud estate aided schoal, the Maintenance Divison
{8 gaf of the Housng Depatment will arange mestings with the school
Upervisor to agree on the time-tables for implementation of the works.

(b) Asdients theschods' opinionsin relaion to colour schemes, choice of materids
and desgn details will be taken into congderation by the Mantenance Dividon in
prepaing the works order to the contrector. Generdly, the schools
requirements must be fdlen within the Housng Departmentf standard and
particular specifications of materids and workmanship.

()  During the progress of works, the Maintenance Divisonfi staff will pay regular
vigts to supervise the contractor and to ensure that works are baing undertaken
correctly and to programme.  The sthodl are requested not to give indructions
directly to the contractor should the schools have any opinions, comments or
suggedions in rddion to the work in progress they should contact the
Maintenance Divisonfi project staff, whose contacting teephone numbers can
be obtained during the initid meeting as Sated aove or from the rdevant Didrict
Education Officer.

Appendix 18/Attachment A(i)

(d When the works for individud schools are conddered by the Maintenance
Divison of the Housng Department to be satisfactorily completed, ajoint  and-
over” meding will be aranged with the schod Supevisor. If there ae
outstanding items discovered during the meeting but will not affect the intended
use of the completed project, the Maintenance Divisonfl taf will insruct the
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contractor to complete them within the FEaintenance period” , which is 6 or 12
months, depending on the contract, counting from the certified completion date of
the works.

(e All defects as the resuilt of the contractorf poor materias and workmeanship will
be rectified under the ingruction of the project gaff of the Mantenance Divison.
At about one week before the expiry of the mantenance period, a joint Ste
megting between the school Supervisor, the project maintenance daff and the
contractor will be conducted to findize the lig of the defects However, during
the maintenance period, should the schodl discover any defect that would affect
the sdfety, the projet mantenance gaff should be informed for immediate
atention.

()  The Housing Department will be responsible for valuing the contractorf& work
for the purpose of payments in accordance with the Housing Department &
acoounting procedures, and the school Supervisor will have no need to be
involved in this respect.

Reparsby Landord
5. The sthod Supervisor should note thet the Housing Department, acting as the landlord

for the Government, is repongble for upkeeping the externd and sructurad dements of the school
premises such as roofing, building fabrics plumbing and drainege sysems and dopes with funds
obtained directly from the Government.  Should defects have occurred in these aress, immediae
report should be made to the Edtate Office of the etate in which the edtate aided schodl is Stuated.
As regards externd redecoraion of the school premises, they will normaly be aranged a the same
time when the estate in which the schoadl is Stuated is doing the externd redecoration.

Appendix 18/Attachment A(i)

Advisory/Consultant Sarvice

6. At any time, should the schodl Supervisor have any concern in rddion to the sefety and
the sructurd soundness of the schoal building, the Edtate Office of the edtate in which the schodl is
Stuated can be contacted for assdance or refard to the Mantenance Divison of the Housng
Department for professiona and technicd advice and remedid actionsif necessary.



CODE OF AID FOR SPECIAL SCHOOLS (VOLUME )

175

Appendix 18/Attachment A(ii)

Building Services Items of Works
in the Maintenance of Estate Aided School

A. Fixed/Permanent Inddlations Handled and Remarks
Maintained by
1.  Fumecupboadfan B.S maintenance will
2. Airintake louvre covered with fire upervise and direct Electricd or
damper (at |aboratory) Fre Sarvices
3. FadliiesWiring for ELVSa contractors'Ventiletion
Laboratory contractors as gppropriae.
4. SagelLight & dimmerscontrol board
5. SageLighting enginearing equipment Bulding
and assocdiated barrd mechanism Savices
Maintenance
6. Classchanging bdl sysem
7. Cdlbdl
8. Wadl mounted & caling fans
9. Bxhaudfans
10. Incnerator
11. Electric water heater
12. Electric dock (Battery Operated)
13. FHreSavicesingdlation Maintenance/lngpection & tesing
to the minimum FHre Savices
Satutory requirements eg.
Annud teding
14. Wae Pump Ingalaion
Appendix 18/Attachment A(ii)
B. Appliancesitems Handled and Remarks

Maintained by
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1.  Gassnk water hegter LP or Town Gas gppliances

2. Gascooker to be dedlt with by schoal direct
to authorized ges
dedl er/companies concerned.*

3. Public Address Sysem

4. CABD/ETV inddlaion Education

5. Other remaining Furniture & Depatmet | Other Appliancesto be arranged
Equipment itemssuchasELVS TV, and operated by schoal direct.
cooker, portable dectric heater, ec.

6. Room Air Codler (RAC) RAC minor repair or generd

routine sarvice eg. ar filter
cleaning &c. to be dedt with by
the school direct.*

Area enginears and ingpectors shdl give technica advice/support, upon Education Department
18 request, on major upgrading, repositioning, addition and planned maintenance.
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Appendix 18/Attachment B

MAINTENANCE OF NON-ESTATE AIDED SCHOOLS

A GUIDE TO THE SERVICES PROVIDED
BY ARCHITECTURAL SERVICES DEPARTMENT (ASD)
ASFROM 1 APRIL 1990

Gengdly

1 The Architecturd Sarvices Department (Property Services Branch) is respongble for
providing a maintenance sarvice to non-estate aded schools asfrom 1 April 1990.

2. Once the sthodls have identified the mgor repair works which they require in thar
annud application for funding in response to Educdtion Depatment & cdl-circular, ASD will
underteke al the subssquent detalled work of processng the goplication and, once gpproved for
funding by the Education Department (ED), will arange for the work to be undertaken on-Ste a the
earlies possble time convenient to the schools

ASD Savicesto Schoad Supervisors
New Applications for Maor RepairdAlterations

3. As briefly touched upon earlier, the ASD sarvice in respect of goplications for funding of
major repairs for indusion in the following yearf& ED Draft Edimateswill be asfollows:

(@ On recdpt of EDE consolidated list of requested works from al schools, ASD
& district saff will contact each schodl to arrange Site ingpections and discussions
with school SupervisordHeads to establish the full details of the work requested.

(b) During the joint ingoections and discussons, the ASD gaf will give ay
professond or technica advice on the work requested and ensure thet the best
ocourse of action is adopted to meet the schoolf; particular nesds. The advice
will identify any requested work which ASD considers to be fif{ssentid” , 1%
esrable, but not essentid” or tH.ot necessary” in the context of kegping the
premises in a good date of repar for its intended purposes as wdl as items of
improvement.  The discussons with the schod will provide the opportunity for
requests which fal into {H.ot necessay” category to be reconddered and
modified by the schoal in the light of ASDfE advice on other more essentid work

a the schoal which may be identified as aresut of the ingoection.
Appendix 18/Attachment B
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©

@

Having agreed with the schod the extent and details of the requested or JE
odified’ requested work, ASD will prepare the necessary estimated costing of the
schoolf work for EDAE; informetion for budgetary and funding purposes

When requested works indude work which will involve non-schoadl portions this
should be dearly identified on the gpplication form and ASD will endeavour to
undertake such work, when the main repair works are gpproved, if dearly it is
best dedt with within the main mgor repars project. (Asindicated at Appendix
18, a 20% overhead cog will require to be charged in respect of such non-school
portions if undertaken by ASD). However, if ASD condders that the non-school
portion works are not necessxily rdaed to the mgor repairs as requested and
are cgpable of implementation by the schoolfE: own arangement, the school will
be 0 natified as soon as possble after the initid ingpection, to avoid any delay to
the schooHE; private arrangement.

Approved Maor Repars Works

4, For thase works which ED has gpproved to be funded in a cartain finendd year, ASD
will contact the rdevant schoals during the month of April/May of thet finendd year to prooeed with

thefollowing:
@

)

©

()

AD will egablish the extent of the goproved works and arange with the
gopropriate school Supervisors for the most convenient time for the works to be
undertaken.

For straight forward repair works, it would be ASDE am to undertake the work
as 00N as possble, conggent with the need not to interfere with or disrupt the
schoolf teaching programme. However, for some projects, it will dearly be
necessary for works to be undertaken during schoal halidays and dso for some
works, eg. reroofing, renewd of windows, ec., to be undertaken in the dry
season when the risk of typhoons, raindorms, ec. is lower. The school
Supervisorswill be fully consulted on the works programme.

When the works programme has been agreed, ASD will place orders with the
gopropriate term contractors and arange for the works to be undertaken.
Generdly, works shdl be carried out to ASDfE: sandards and Specifications but
the schools are the CLIENTS and colour schemes, choice of maerids and design
details (where rdevant) will be méatters for the school Supervisors to decide, and
avi2 ASD.

Appendix 18/Attachment B

ASD gt will pay regular vidts to schools during the course of the works to
supervise the contractors and ensure the works are being undertaken correctly
and to programme, and to the satisfaction of the school Supervisor.
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() Asdients, the sthools are requested to contact ASD daff on dl agpects of the
work being undertaken on their premises and NOT to give indructions direct to
the contractors. The contractors will not respond to requedts for extra work or
dterations to the gpproved work unless indructed by ASD daff. Equdly, any
complaints on the contractors  performance or criticism of workmanghip etc.
should be mede to ASD to obtain correction.

H  When the works for individud schools are consdered to be stidactorily
completed by ASD, agand-over’ megting will be arranged (if warranted by the
nature of the work) and a completion date agreed with the school Supervisor.
The date will be the badis of the 6 month Eaintenance period” for the works

during which time the ASD contractors will be respongble for making good
defects arising from bad workmanship or maerids

@ ASD will be respongble for vauing the contractors  works for the purposes of
dage payments and find accounts, dl in accordance with the ASD {8
computerised accounting procedures and school Supervisors will have no need to
be involved in this agpect (except to be stidfied with work undertaken to non-

school portions).
Advisory/Conaultent Service
5. ASD can be contacted by any individud schodl - irrespective of the fact that mgor

repar works may or may not be due in the schodl - to seek advice on any matter of concern to the
schod in rdation to the condition of its buildings or sarvices  The advice will be free of charge
ubject to no codts being incurred by ASD in underteking extendve teding or investigetive work
operdionsto provide the advisory service.

When the request for advice rdaes to serious defects or dangerous conditions arisng in the
buildings the maiter will be dedt with as emeargency repars  ASD will decde on the mod

gopropriate action by

(@ (in conalltation with ED) aranging for the necessxy corrective work to be
undertaken by the contractors as atemporary or permanent repair;
Appendix 18/Attachment B

o (b)) adviang the school Supervisor to gopoint a consultant to invedigate and arrange
the necessary works.

The latter advice will generdly goply to very speddigt types of problems only, eg. in respect of
geotechnical works requiring extensve and detailed investigations beyond the Saff resource of ASD,
or requiring avil enginearing work expertise beyond the cgpahility of the ASD term contractors
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Appendix 19

Building Grants

Procedure concerning Application for and Payment of Non-recurrent Grants for Building

1. An gpplication for non-recurrent grant towards the cost of any new building, extenson
or reprovisoning of exising premises may be made & any time, but work on the project must not be
darted until the gponsor has been natified that the grant has been gpproved.

2. The gpplication should give full judification for the project, an indication of the edimated
cod, and the amount the soponsor is prepared to contribute.  In addition the sponsor must date
whether a grant of Ste is required from the Government, or whether it is intended to build on land
dready availadle

3. If the gpplication is supported by the Education Department, the goplicant will be
reguired to confirm that he is prepared to agree to certain conditions governing the utilization of any
grant which may be made, and the operation of the propased schoal.

4. On recdpt of natification from the Director that the request for non-recurrent grant has
been gpproved in principle, the following should be submitted to the Director for gpprovd (Appendix
28 may dso be read for reference in the case of asmdl-scde project) :

(@ Sketch plans (Ste formaion and/or building)

() Sketch plans should not be prepared before grant of dte has been
goproved and full detalls of the dte are known, eg. Ste boundaries and
enginearing conditions. The sponsor, however, may a his own risk submit
sketch plans after the Ste has been granted or goproved, but before the
land leee has been dgned.  Sketch plans mud be submitted in
quadruplicate, one copy of which should be forwarded direct to the
Director of Architecturd Services & the same time when they are sent to
the Education Departmett.



CODE OF AID FOR SPECIAL SCHOOLS (VOLUME I) 182

)

©

)

(i)

Appendix 19

ffton-school” portions if required by the sponsor may be permitted to be
induded in the project subject to the goprovd of the Director, even where
the sponsor is bearing the whale cost of condruction and even if land
premium is being paid. Where tH.on-school” portions are required, full
detall mugt be submitted as if they were subsdized portions and where
induded in congruction of an aded schoadl project, goportionment of the
cogts will be as recommended by the Director of Architecturd Services.

All references throughout should be metricated.

Title Desds

Where the project is to be carried out on priveate land, a Satement

regarding the land title, Sgned by the trustees or other legd representatives of
ponsor, should be forwarded with the sketch plans. This atement should show
the location, area, lot number (or reference) of the land to be used.

Appointment of Architect and Quantity Surveyor

0)

(i)

A private quantity surveyor mugt be employed on al projects esimated to
cost more than $500,000.

Fees pad to conaultants must be a the professond scdes pad by the
Government to its own consultant and for which recapts will be required as
for al other expenses and outgoings before subsdy can be redeasad.

The names of conaultant architects and other firms that the sponsor
proposes to employ must be submitted to the Director for the gpprova of
the Director of Architecturd Sarvices

Drawings, Spedifications, Tender Documents, List of Tenderers, tc.

After the sketch plans have been goproved, working drawings,

goedifications, bills of quantities, tender documents and lig of tenderers for
building and for dectricd inddlation and other sub-contracts should be submitted
for goprovd.
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Appendix 19

The gandard of workmanship and materids must be in accordance

with the latest ediition of the Generd Spedification for Buildings published by the
Architecturad Services Department.

Tenders

@

(i)

After goprova of tender documents induding drawings, pedifications, hills
of quantities and lig of tenderers (induding those for pecdis works), the
schoal architect should invite tenders and forward a copy of the letter of
invitation to the Director of Education, the Director of Architecturd
Sarvices and to the rdevant tender board.

Tenderers should be indructed to depogt ther tenders on a given date,
normaly on a Fiday before 12 noon in the tender box of ather the Public
Works Tender Board a Queensway Government Offices, 66 Queensivay,
Hong Kong or the rdevant Didrict Office Tender Board for works
edimated to cogt not more than $50,000 in the New Teritories (a
specimen letter to the Didrict Office for the use of the Didrict Office
Tender Box is given & Appendix 32). Schools and therr authorized
persons are advisad to check with the Director of Architecturd Serviceson
the date to be st for receipt of tenders.

After recaipt, opening and liding by the rdevant tender board, tenders will
be collected by the Subvented Projects Divison of the Architecturd
Savices Department from the Tender Board and handed to the consultant
authorized architect for the project. Within 7 days, the authorized architect
will provide a recommendetion, report and compardive andyss ad
goportionment of cogts for the  on-school’ and [gf] bove standard’
provisons with the assstance of the other consultants for the project to the
school gponsor, copied a the same time to Director of Architectura
Savices and Director of Educaion. All tenders mudt be returned a the
same time to the Director of Architecturd Services who will then forward
his recommendetions on tenders to the Director of Education, copied to the
Tender Board.

The Director of Education will advise the school sponsor as to which tender
they may acoept for subsdy purposes, subject to funds being availabdle.
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Appendix 19
Sgning of Contracts
5. Any finandd commitment accepted without the prior goprova of the Director of

Education dhdl be the sole responshility of the sponsor.  Contracts should not be sgned until
agoprovd of tender has been recaived and authority to Sgn the contract has been given by the
Director. A copy of the contract must be submitted to the Director of Education after it has been
sSgned.

|ngpection of Works

6. During the course of the works, the Director of Architectura Services or his
representative may carry out ingpection of works on gte to ascertain that government sandards of
condruction are being maintained.

Deed of Covenant

7. Where the new building or extenson is to be erected on private land, the trustees or
legdl representatives of the sponsor must execute under sedl and register by memorid in the Lands
Department a Dead of covenant which shal contain such provison as the Director of Education may
require, and shdl in particular provide the following :

(@ Tha the premises will be used soldly for gpproved educaiond purposes or other
purposes goproved by the Director.

(b) That the schod will be managed in accordance with the Education Ordinance and
its subsdiary legidation and the Code of Aid for Spedid Schools

() That if the oonsor should a any time desire to be rdeasad from the foregoing
obligations, or if for any reason the school ceases to be accepted by the Director
as an aded schoal, the gponsor may be required to repay the whole amount of
grant to the Government or an equitable proportion of such grant as assessed by
the Government.

(d) That in the event of any breach or non-peformance of any of the tems
covenants and conditions contained in the Deed of Covenart, it shdl be lanvful for
the Government to re-enter upon the lot and the schoal without the payment of
any compensation whatsoever.
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Appendix 19
Payment of Building Grant
8. Interim payment of building grant may be requested after the agreed contribution of the

school towards the building cogt has been fully expended. Requedts for payment by the sponsor
must be supported by properly receipted bills and where an architect is employed, by the architect{&;
catificate to the effect that the work for which payment is daimed, has been sstisfactorily completed.

0. On practicadl completion of proects the Director of Architecturd Services or his
representative must be natified to carry out an ingpection, accompanied by a representaive of the
Director of Education, of the premises before formd acceptance can be given that the premises have
been stidactorily completed. Reease of subsdy to meet one moigty of the retention money may
then bemade. At the expiration of the maintenance period, subject to another satisfactory ingpection
by the Director of Architectura Sarvices or his representaive, subsdy for the bdance of the
retention money may now be mede.

10. Within Sx months of completion of the project the school mugt foward a detalled find
account to the Director of Architecturd Services showing the completion cog, induding codt of dl
vaidions The cog of any vaiaions not goproved by the Director of Education will not be
subsdized.
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Appendix 20
To be used as a DRAFT only
and modified as necessary
School Ref. No. Dae
Hrm nameand By Regigered Mall
address
Dear Sirs,
INVITATION TO TENDER
TENDER FOR THE SUPPLY/SERVICE OF
(Spedify the category of sores)

You ae invited to tender for the supply and/or undertaking sarvices of the items as
specified in the endosed tender schedule. If you are not prepared to accept a partid order, please
dae this dearly on the tender schedule.

2. Y our seded tender, in duplicate, should be dearly marked on the outside envelope : 1§
ender for

“ The envdope
should be addressed to

and fowaded to arive not laer then 12:00 noon on
(date) . Latetenderswill not be accepted. Y our tender will remain open for 90
days from the above dogang date, and you may congder your tender to be unsuccessful if no order is
placed with you within these 90 days. You are requested to note that unless Part 11 of the tender
form is completed, the tender will not be congdered.

3. If you are unable or do nat wish to tender, it would be gppreciated if you would return
this |etter and the tender forms to the above address a your earliest convenience.
YourssSncardy
( )
Appendix 21

TENDER FORM FOR THE SUPPLY OF
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Name and Address of School

Schoal Ref. No. (To be entered by School)
Tender Closng Date (To be entered by Schoal)
PART |

The undersgned hereby offers to supply dl or any part of the items described in the
tender schedule atached with ddivery term quoted againg the date of afirm order a the price or the
prices quoted free of dl other charges and in accordance with any drawings and/or specifications
provided by the schools In o doing, the underagned acknowledges that dl items not otherwise
spedified shdl be in accordance with British Standard pedifications where such exigt; tenders shdl
REMAIN OPEN FOR 90 DAY S &fter the dosng date sated above; and the schoal is not bound to
acoept the lowest or any tender and reserves the right to acoept dl or any part of any tender within
the period during which the tenders remain open. The underagned dso warants that his Company

& Budness Regidtration and Workmenfl Compensation Insurance Palicy are currently in force and
thet the items which his Company offersto supply do not to his knowledge infringe any patents.

PART I

RECONHRMATION OF TENDER VALIDITY

With reference to Part | of this tender document, it is reconfirmed that the vdidity of
tender offered by this company remains open for 90 days.

The undersgned dso agrees to acoept the fact that once the vadidity of tender is
reconfirmed, the pre-printed dlause specified in the Company & tender forms in regard to this nature
shdl NOT gpply.

Daethis day of 19

Sgnaure in the capacity of

(State officid pogtion, eg. Director, Manager, Secretary, €tc.)
Duly authorized to Sgn tenders for and on behdlf of :

whose regigered office is Stuated a

Hong Kong.

Tdephone No.

A ix 22

TENDER FORM FOR THE SERVICE OF

Name and Address of School
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School Ref. No. (To be entered by School)
Tender Closng Date (To be entered by Schoal)
PART |

The undersgned hereby offers to undertake the service of repairing the items described
in the tender schedule within the period of time as spedified therein from date of afirm order a the
price or prices quoted induding labour, materids, dl other charges and in accordance with the detalls
provided by the schoal. In s0 doing, the underagned acknowledges that dl items nat otherwise
specified shal be repaired in accordance with such detalls tenders shdl REMAIN OPEN FOR 90
DAY S dfter the dosing date sated above; and the schoal is not bound to accept the lowest or any
tender and resarves the right to acoept dl or any part of any tender within the period during which the
tenders remain open. The undersgned aso warrants that his Companyf& Business Regidtration and
Workmenfl; Compensation Insurance Policy are currently in force and thet the service which his

Company offers to undertake will not cause any damage of the schoolf& premises

PART Il

RECONHRMATION OF TENDER VALIDITY

With reference to Part | of this tender documert, it is reconfirmed that the vdidity of
tender offered by this company remains open for 90 days.

The undersgned dso agrees to acoept the fact that once the vdidity of tender is
reconfirmed, the pre-printed dause specified in the Company & tender formsin regard to this nature
shdl NOT gpply.

Daethis day of 19
Sgnaure in the capecity of

(State officid pogtion, eg. Director, Manager, Secretary, €tc.)
Duly authorized to 9gn tendersfor and on behdf of :

whose regigered office is Stuated a

Hong Kong.

Teephone No.

A ix 23

NOTES FOR PREPARATION OF INVITATION TO TENDER

FArmNameand Address - As indicated in Approved Supplier Lig, the firm code should be
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quoted with a bracket.
Schoal Ref. No. - According to the schooH filing series
Date - Thedate of mailing of invitation despetched by Registered Mal.
Para 2. - Indicate the category of Stores to be supplied or the Servicesto be
undertaken.

eg. () i ede for .. for the supply of sdentific
equipmen.”

(i) iffiender for ... for the repair of school furniture.”

DO NOT USE ONE INVITATION FOR TWO
CATEGORIES OF STORESINVOLVED.

.......... addressed to the
Principd/Headmeder,
and full pogd address of the schodl......

.......... noon on (date)
refersto the tender dosng date which
has been sat. Capitd |etters be printed.
eg. 17th AUGUST, 1981.

Cloang date is preferable to be st on Monday because
there will be 4%/, conssoutive working days for
completion of price comparison table. Schoals should
give about one monthfl notice to the tenderer.
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Appendix 23
NOTES FOR PREPARATION OF TENDER FORM FOR SUPPLY
The heeding - Tender form for the Supply of .....
Insert the category of stores required.

Schoal Ref. No. )
Tender Clodngdate ) -

PART I - To be examined by the schod and to ensure that this pat is
completed by the tenderer.

Identical to those as spedified in the invitation to tender.

NOTES FOR PREPARATION OF TENDER FORM FOR SERVICE

Same gpplication as above except with the category of soresto be repared should beinsarted in the
heeding.

eg. ..... FOR THE SERVICE OF REPAIRING FURNITURE .......

NOTES FOR PREPARATION OF TENDER SCHEDULE

The sthod may use large sheets or use continuation sheets with page number insarted a the right
hand corner on the top but the format should be the same asiilludtrated.

Wider gpacing should be provided between theitems.

NOTES FOR PREPARATION OF PRICE COMPARISON TABLE

All sub-headings - These should be completed for easy reference. The completion of
such sarves the purpose of acounter check on the process of tenders.

Suppliers Names -  Peseds insat afirm code in abracket. The firms’ names should
beshowninthe Hox provided. Do not usefirm #f B B& etc.
and with keysto be shown a the bottom of thetable. Thetotd cogt of
each item should be quoted.

SchoolfE nominated Under norma tendering procedure, these Suppliers are not required.

suppliers - Howeve, if sthools have edablished a source of supply with
favourable prices the nominated suppliers may dso be invited to
tender in addition to other 5 (or more) regisered suppliers with aview
to saving government subsidy andlor schook& own funds:

The table MUST BE prepared in the same format as illudtrated for easy
reference.
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Appendix 24
TENDER SCHEDULE (TO BE COMPLETED IN TRIPLICATE)
) ) ©) 4) (5 (6)
Item Description/Specification Quantity | Unit Rate | Totd Amount Ddivery
No. Required % Offered

Columns4, 5 & 6 to be completed by Tenderer Company Chop

Name of Tenderer :

Sgnaure of Person
authorized to Sgn Tender :

Dae:
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Appendix 25
School Tender Reference : Name of Schodl :
Date of Issue of Tender
Cloang Dae of Tender
Vdidity of Tender upto

PRICE COMPARISON TABLE (TO BE COMPLETED IN TRIPLICATE)

Totd cod of esch item| Totd cod of each item
quoted by the 5 (or more) | quoted by school &
Item Brief Quantity | suppliers sdected from the | nominaed suppliers outsde
No. | Desiption | Reguired | gpproved li(s) the approved ligs

Suppliers Name Suppliers Name
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School Sarid No.
QUOTATION RECORD
Qty Qty Reasons
Date Detaled Appvd | now | Nameof | Unit | Amount | Offer for
Specification inEx. | reqd. | Supplier | Cost Acptd | rgecting
19 - “O lower
19 offer
Quotation obtained by :
Sgnaure :
Rank/Pogt :
Date :

| certify thet the pricg(s) for the purchase iSare consdered reasonable and that the purchase is nat
part of alarge conagnment and/or ddivered & intervas.

Authorized by :

Supervisor/Head
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Appendix 27
Tender Summary Sheet
Dateof Issue:
Sheet No. : Date of Opening : Tender No.
Tender for the supply of
Category For Schoal
Use Only
1 2 3 4
Suppliers OFFER NO NO RECVD Remarks
OFFER | REPLY | LATE
| certify tht | | Tods

have checked this | Chairmen of Sgnature:
sheet to ensurethere | Tender Opening

isafgick’ agang | Committee Name:
every firm
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Appendix 28

Notes for Guidance on Aided School Building Works

1. Thesxe notes have been prepared for use by Aided Schoals for new school building
projects and extensons.
2. A sample st of tender documents containing Spedification and Form of Tender (which

mus be submitted by tenderers in duplicate) should be followed by schools and by their authorized
persons. Schools and thair architects are advised that they should particularly ensure that tenderers
undersand thet they must indude with ther tenders a schedule of works containing descriptions of
works, quantities and unit rates, as prepared and provided by eech tenderer. 1t should aso be noted
thet dl maerids and workmanship for any works must be in accordance with the latest edition of the
Fitenerd Joedification for Buildings” published by the Architecturad Sarvices Department.

3. Where an Authorized Person has been gppointed he should forward copies of tender
documents and any drawings prepared by him direct to the Director of Architecturd Services for
goprovd beforeinviting tenders

4, A lig of firms who are interested in tendering for repar works or who have shown
interest in tendering in previous years for such work and dso firmsin Group =,  of the Architecturd
Savices Depatment.  Lig of Approved Building Contractors has been issued through school
crcular.

5. The schod should select and invite tenders from normdly a leest ten contractors from
the lig and forward a copy of the letter of invitation to the Director of Architecturd Sarvices, and
a0 to the rdevant Tender Board. For works esimated to cost less than $100,000 and grester than
$30,000, however, tenders may beinvited from at leet five firms. Tenderers should be ingructed to
depodt thar tenders on a given date, normaly on a Friday before 12:00 noon, in the tender box of
the Public Works Tender Board at Queensvay Government Offices, 66 Queansway, Hong Kong.
Schodls and their Authorized Persons are advised to check with Architecturd Services Department
on the date to be set for recapt of tenders, or the rdevant Didrict Office Tender Board for works
esimated to cost not more than $50,000 in the New Territories
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6. After tenders have been opened and ligted by the rdevant Tender Board they will be
collected by a representative of the Architecturd Sarvices Department who will arrange for the
Authorized Person where gppointed to collect same in order for the Authorized Person to examine
and make a recommendation to the Architecturd Services Department for goprovd.  Where no
Authorized Person has been gppointed, the Director of Architecturd Sarvicesfl represantative will
examine and advise on tenders. After recapt of tenders by the Director of Architectura Services, he
will notify the lowest three tenderers that thar tenders are under condderation and dso the other
tenderersthet ther tenders were unsuccessful.

7. Where an Authorized Person has been gppointed, he should examine and recommend
on tenders, upervise the execution of the work and cartify interim payments to the Contractor for
the work subject to aminimum payment of $20,000 and for not more then one payment per month.
He should dso catify satisfactory completion of work and find payment for the work. The Director
of Architecturd Sarvices or his representative may also ingpect worksin progress.

8. Where no Authorized Person has been gopointed, the Director of Architecturd Sarvices
or his representative may ingpect works in progress. Applications for interim payment should be
forwarded direct to the Director of Architecturd Sarvices for catification of such interim payment
due to the Contractor subject to the conditions of minimum amount and frequency as daed in the

previous paragrgph.

9. In dl cases retention money of 10% of the cartified payments should be retained,
subject to alimit of 5% or $5,000, whichever isthe lessfor the defects liability period of Sx months

10. After completion of the works, the schoadl or their Authorized Person where gppointed,
should natify the Director of Architecturd Sarvices for his ingoection and acceptance of the
completed works after which the find payment for the works may be catified and are recommended
by the Director of Architecturad Services to the Education Department for rlease of the find amount
of subsdy.
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AIDED SPECIAL SCHOOLS
Edimates19 /
Furniture/Equipment
(* School/Boarding Section)
(* Subject/Room : )
Separate forms should be completed in Name of Schod : ()
TRIPLICATE for : Home Economics, D/T, Addressof School :
Mudc, PE, Audiovisud Aid,
Occupdiond Thergpy, Physothergpy Office TelephoneNo. :
eic. requirements.
No. of Classooms
No. of Specid Rms, primary dassesand
No. of Clases secondary cdases
Item # Brief Quantity | Edimated | Edimated | Quarntity Reasons for
No. | Descriptionof | Required | Unit Price Cost Now Held | Replacement or
Items Required %) (%) @ Addition. If
If furniture, replacement, give
please state age and condition
intended of itemto be
location replaced
Totd :

*  Delete whichever ingpplicable FOR OFFICIAL USE ONLY

** Please add [EEMI” if your school has joined
the scheme

Approved Grant/Subsidy :

Approved Items No. :

@ Please include any quantity gpproved under

Egtimates of the previous year Sgned :
for Director of Education
# Pease indicate which item is for primary
classes and which isfor secondary classes Date:

Signature of Supervisor :

Dae :
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(Note : An gpplication form for non-recurrent grants for major repairddterations will be atached
to the rdevant drcular issued annudly by the Education Department to aded schools when such
esimetes for the fallowing year are cdled for. The gpplication is modified from time to time to st

the requirements)

AIDED SPECIAL SCHOOLS
MAJOR REPAIRSALTERATIONS
ESTIMATES19 -19

SECTION A (To be completed in triplicate by school)

Name of Schodl (Endish)
(Chinexd)
Education Didrrict
Address
Td. No. :
Type of School Edae Non-Edate School Section* Boarding Section®
(Messetick ssgppropriate) ([ ][] [ ] [ ]
Details of Work required
Item No. Location Detalls of Work Reason for Request
(works to non-school

portion to be underlined)

Note : Peaseusecontinuation shet(9) if the goace aboveisinsuffident

Name of Supervisor Sgnature

Date

For gopointment to vigt school, pleese contact : Name

Td. No.

* Please use sparate sheet for school/boarding section.
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SECTION B (To be completed by Architectural Services Dept/Housing Dept)

Contract ArealEdtate

L ocation Code/'School Key

Contact Officer Td. No.

Date of Edimae

E<. prepared by

EdimaesRamarks

Work Type Building Work Building Sarvices Totd Remarks (if any)

Totd for thispege

Note : Pleaseusecontinuation sheet(s) if the oace aboveisinaufficent

Grant totd for dl pages

SECTION C (To be completed by the Education Department)

Approved Subsidy $ Dae
Sgnaure Name
(for Director of Education)

Please use separate sheet for school/boarding section

Work Type : IM = Improvements
RA = Reparswhich are essentid
RB = Reparswhicharedesrable but not essentid

RC = Reparswhichaenot necessary
(Note : Esimates are not required for works dassfied as RC)
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Appendix 31

School Assets and Settlement of Claims

(A) PROCEDURES FOR ASSESSMENT AND SETTLEMENT OF CLAIMS FOR
DAMAGE OR DESTRUCTION OF STANDARD ITEMS CAUSED BY HRE,
NATURAL DISASTER ORPERILS

1. When thereis afire or naturd disaster or an occurrence of the perils as described
in Section 42(a) in an aded schoal, the Supervisor/Heed of the school, gpart from reporting
the incident immediaidy to the rdevant government departments such asthe Royd Hong Kong
Policy Force and the Fre Sarvices Department, mugt dso report the matter immediatdy to the
Senior Ingpector (Specid Schools Adminigration) who will arrange a joint ingpection with the
Senior Supplies Officer of this Depatment and officers of other rdevant government
departments such as the Architecturd Services Department, Water Supplies Department etc.
to conduct aprdiminary investigation a the earliest opportunity. The purpose of the vigt isto
identify the extent of damage caused. In the case of fire a report from the Fre Sarvices
Department on the incident will aso be necessary.

2. Basad on the report of the sthodl and the result of investigetion by the officers
concerned, the edimated cogt of replacement of furniture and eguipment and repairs to the
schodl premises will be assessad, which will form the bags for determining the amount of
subsdy to be paid to the schoadl by the Government.

3. The full cogt of damage or loss caused by fire or naturd disagter or resulting from
the destribed pevils in Section 42(a) will be pad to schools on the basis of the gpproved
tendered cogt or the actud cost, whichever islower.

4. Once the amount of subddy is determined and gpproved, the school authority will
be advised to prooeed with the purchese of furniture and eguipment for replacement in
accordance with the standard tendering procedures ipulated at Appendix 17. Asregardsthe
damege to school buildings, dl repairs will be tregted as emergency repairs and the sandard
procedures as Sipulated a Appendix 18 should be followed.
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(B) PROCEDURES FOR ASSESSMENT AND SETTLEMENT OF CLAIMS FOR LOSSES
OF STANDARD FURNITURE AND EQUIPMENT CAUSED BY THEFT AND
BURGLARY

5. When thereisaloss of gandard itemsin an aided schoal, the Supervisor/Heed of
the school mugt report the loss immediatdy to the nearest police gation of the Royd Hong
Kong Police Force and mke a preiminary report to the Senior Ingpector (Specid Schools
Adminigraion) who will arange a joint ingoection with the Senior supplies Officer of this
Depatment to conduct a preiminary investigaion a the earliest opportunity. The purpose of
the vigt is to identify any security problems An investigation report from the Royd Hong
Kong Police Force on the incident will aso be necessary.

6. The Supervisor/Head of the aided schoal will then proceed to invedigate the loss
fully and as soon as practicable, forward his detaled report with the following information,
together with copies of other rdlevant documents, eg. palice reports, to the Senior [nspector
(Spedd Schools Adminigration) :

(@ ddallsaof the occurrence, induding date, time, detalled description and cost
(origindl/replacement) of furniture/ equipment found log;

(b) progressaof internd invesigation; and

(00 recommendations for dearing the loss and any action consdered necessary
to prevent asmilar occurrence.

7. The Supervisor/Head of an aided schodl is required to certify in eech case thet no
fraud, sugpected fraud, negligence or vidlation of animportant point of principleisinvolved.

8. Basad on the reports of the schoal and the result of investigetion by the Police and
officars concerned, the estimated cost of replacement of furniture and equipment logt will be
asessed, with the recommendeation by the rdevant subject ingpector, which will form the bas's
for determining the amount of subsdy to be pad to the schoal by the Government.

9. Thefull cot of losswill be pad to schoals on the basis of the gpproved tendered
codt or the actud codt, whichever islower.

A ix 31
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10. However, once the amount of subsdy is determined and approved, the school
authority will be advised to proceed with the purchase of furniture and equipment for
replacement in accordance with the sandard tendering procedures ipulated at Appendix 17.

Sacurity Messures

11. Supervisors of aded schools should take necessary security measures to protect
the schools' assts againg dl perils mentioned above. Spedid atention should be pad to
Security meesures agang theft, burglary or robbery, particularly for movable assats such as
cash and equipment.

12. Supavisors ae reminded tha petty cash (Government portion and school
portion, if any) kept in schools should not excead the limits prescribed in the rlevant drculars
currently inforce. In casethereisadam of lossin petty cash caused by the eforesad perils,
the amount of dam should be the actud amount lost or the prescribed limit, whichever is
lower. It is ds0 advissble that collections and payments should be made through bank
acocounts as far as possble to minimize the risk of cagh losses. Cash collections, if any, should
be banked as soon as practicable to reduce the risk of kegping or trangporting cash in large
ums

13. When it is necessry to trangport cadh, the following security meesures are
uggested :

(@  If the amount exceeds $5,000 but is less than $10,000, two persons are
required to escort the cash.

(b) If the amount exceeds $10,000, commerdid security guards should be
hired.
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Appendix 32
Letter to District Office for
the use of a District Office Tender Box
SPECIMEN

Supervisor/Heed
(Name of Schodl)
(Address)
(Dae)

Didrict Officer

(Address)

Dear Sir,

Tender for

| am writing to request and authorize you to open the tenders for the above-captioned
works at 12:00 noon on , for which | have invited the tenderers (liged beow)
to ddiver and deposit in your tender box before the specified date and time. Later tenders mudt not

be accepted.

Lig of tenderers

~ o O b W N P

YoursSncardy,
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Administration Grant

1. The Adminidgraion Grant for aded goecid sthoals is caculated on the bass of the following
fomula:

Adminidraion Grant per annum =

(No. of dericd g&ff per goproved establishment x annud mid-point dary)

plus

(No. of janitor S&f per goproved establishment X annua maximum paint dary)

2. Thegpproved esablishment for dericd and janitor St is based on the scde of provison as

given repectivey in Section A.10. and A.13. of Appendix 3 of this Code of Aid. 1t will be
reviewed annualy to take account of any change in the number of dassesto be operated.

3. The Adminigraion Grant shdl be pad monthly. Schools which have dected to recave the
Adminigtration Grant shal keep a sgparate account named g&dminisration Grant Acoount” to
reflect dl income and expenditure chargeable to this account.
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INDEX

Topic

Acoegpting Donations

Accounts of Private Section
Accounts, school

Acting Appointments, graduete teachers
Allowances

Adminigration Grant, calculation
Adminigraion Grant, surplusdefiait
Adminidration Guide

Admisson, pupils

Appointment, additiond managers
Appointment, Head

Appointment, teeching Saff

Artisan, gppointment

Artisan, Aay

Artisan, qudification

Assgant Warden, gppointment
Assgant Warden, day

Assgant Warden, qudification
Audited Accounts, submisson
Block Insurance Policy

Boarding feg, charge

Boarding feg, collection

Boarding feg, remisson

Brailling 2&ff, gopointment

Brailling g&ff, Aay

Brailling g&ff, qudification

Building Grants

Building works guidance
Cdaulaion of Adminidration Grant
Cdculation of School and Class Grant
Cdculaion of Sdaries Grant
Charging subscriptions

Chest X-ray examination, teeching daff
Class dructure

Classfication of g&ff

Clericd Saff, gopointment

Clericd Saff, dary

Clericd S, qudification
Callection of subscriptions
Conditionsfor Promoation, teeching Saff
Contract of Service, teaching Saff
Topic

Section (Page)/Appendix (Page)
S.15(6)

S.81(37)

S.74-77(33-36)

S.70a(32), A.10(147)
S.23(9), A4(79)

S.18c, S40(8,17), A.33(205)
S17(7)

A.1(42)

S52(24), A.1(43)

S4A(1)

S57(25), A.5(83)
S56-61(25-27), A.3(51)

A 3(57)

A 4(76)

A 5(94)

A.3(60a)

AATT)
A 5(91b)

S.78, S.79(36)

S.42(20)

S.19(8), A.2(50)

S.20b(9)

S.21(9), A.2(50)

A.3(59)

A4(76)

A5(92)

A.19(182)

A.28(196)

S.18c, S.40(8,17), A.33(205)

S.41ab(18)

S.18a(8)

S.12(5)

S.58(25), A.11(149)

S.11b(5)

S.28(11)

A.3(59), A.3(62)

AA(76), AATT)

A.5(93)

S.13(6)

S.69(31), A.10(144)

S.64(27)

Section (Page)/Appendix (Paoe)
Nov. 97 (R)29
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Cook, gopointment A.3(62)

Cook, dary AA(TT)

Cook, qudification A5(%)

Curriculum and Time-teble A.1(46)

Damage, sattlement of daims S.424(20), A.31(201)

DigmisA, teaching Saff S.56(25), S.66(29), A.6(138),
A.9(143)

Dignissd/Terminaion of gppointment of teecher A.9(143)

Donations, acceptance S.15(6)

Educationd Psychologis, appointment A.3(59)

Educationd Psychologie, dary AA(75)

Educationd Psychologid, qudification A5/Attachment K (134-136)

Employment, supply teacher S.35(15), AA(77)

Employment, temporary derk S.384(16)

Employment, temporary teecher S.36(15)

Edimated Form, Fumniture and Equipment A.29(198)

Edimated Form, Mgor Repairs A.30(199)

Expangon of Aided Specid Schools S.11a5)

Expenditure of Schoadl Income S.14(6)

Fees S.19, S.20(8), A.2(50)

Form of Tender, Furniture and Equipment A.21(188)

Form of Tender, Sarvice A.22(189)

Furniture and Equipment, Esimated Form A.29(198)

Furniture and Equipment, Form of Tender A.21(188)

Furniture and Equipment, Tender Letter A.20(187)

Furniture and Equipment, Tender Schedule A.24(192)

Furniture and Equipment, non-recurrent grants A.17(166)

Grant, kinds S7(3)

Heed, gppointment S57(25), A.5(83)

Heed, paid Sudy leave S.32a(13)

Heed, ranking A.3Attachment A(64)

Houseparent, gopointment, A.3(61)

Houseparent, sdary AATT)

Hous=parent, qudification A.592)

Houseparent, promotion A.10(147)

Houseparent-in-charge, gppointment A.3(60a)

Houseparent-in-charge, dary AA(77a)

Houseparent-in-charge, qudification A5(91c)

Increments for experience S.26(10)

Inducement Allowance, teaching deff S.27(11), A.4(80)

Insurance S.42(20)

Items Chargedble to Schoadl and Class Grant S41¢(18), A.16(160)

Jenitor Saff, gopointment A.3(60)

Janitor Staff, sdary AA4(76)

Topic Section (Page)/Appendix (Paoe)

Janitor Saff, qudification A.5(94) Nov. 97 (R)29
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Laboratory Technidan, gopaintment A.3(56)
Laboratory Technician, Aary AA(75)
Laboraory Technidan, qudification A.5(86)
Laboratory Technician, promaotion A.10(146)
Laboratory Technidan, terms of employment A.7(140)
Letter, use of Didrict Office Tender Box A.32(204)
Low-vigon training teecher, gopointment A.3(55)
Low-vigon training teecher, qudification A.5(859)
Mgor Repairs, Edimated Form A.30(199)
Mgor Repairs, non-recurrent grants A.18(169)
Maternity Leave, teaching Saff S.29¢c(12), A.13(154)
Medicd examinaion, teeching Saff S.58(25), A.11(149)
Moahility Instructor, gopointment A.3(52)
Motor Driver, gopointment A.3(60)
Moator Driver, day AA(76)
Moator Driver, qudification A.5(94)
No-pay |leave, teeching Saff S.34(14)
Non-recurrent and Capitd Grants S48(22)
Nonrecurrent Grant, School-based Psychologicd Sarvice  S.48¢(23)
Non-recurrent Grant, resource teeching servicefor autitic ' S.48d(23)

children

Non+teaching g&ff, pad leave S.33b(13), A.14(156)
Non-teeching g&ff, paid meternity leave S.300(12), A.13(154)
Non+teaching Saff, paid sck leave S.30a(12), A.12(150)
Non-teaching daff, Provident Fund S.73(33)
Non+teaching daff, relirement S.68a(31)
Non-teeching Saff, temporary replacement S.37-38(16)
Noatice on Terminaion of Sarvice, teeching Saff S.66a-€(29)
Occupaiond Thergois, gopointment A.3(58)
Occupdtiond Thergpid, Aary A4(74)
Occupationd Thergpid, queification A.5(89)
Occupdtiond Thergaidt, promation A.10(147)
Occupationd Thergpis Asssant, gppointment A.3(598)
Occupetiond Thergpigt Assdant, dary AA(75)
Occupationd Thergpit Assgiant, qudification A.5(89)
Outsde duties, teaching S&ff S.71(32)
Paid sudy leave, Heed S.324(13)
Paid sudy leave, teeching Saff S31(12)
Paid leave, nonHteaching Saff S.33b(13), A.14(156)
Pad maenity leave, nonteaching aff S.30b(12), A.13(154)
Paid Sck leave, non-teaching Saff S.30a(12), A.12(150)
Payment of Haries S.24(9), A.8(142)
Topic Section (Page)/Anpendix (Paoe)
Payment of Sdaries Grant S.18a,b(8) Nov. 97 (R)29

Physathergoi, gppointment
Physothergpidt, dary

A.3(57)
A 4(74)
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Physiotherapigt, qudification A.5(83)
Physothergpi, promation A.10(146)
Premises, letting S.16(7)
Preparation of Invitation to Tender A.23(190)
Private section, accounts S.81(37)
Probationary period, teaching Saff S.65(29)
Procedures, Non-recurrent and Capitd Grants S.50(23), A.17-19(166-186)
Programme Worker, gopointment A.3(61)
Programme Worker, dary AATT)
Programme Worker, qudification A.5(92)
Programme Worker, promotion A.10(147)
Promation, teeching Saff S.69(31), A.10(144)
Provident Fund, non-teeching Saff S73(33)
Provident Fund, teeching Saff S.72(33), A.15(158)
Pupils admisson S52(24), A.1(43)
Pupils, suspenson and expuldon S.53(24), A.1(44)
Qudifications for gopaintment, teeching Saff A.5(83)
Qudifications for gopointment, |aboratory technician A.5(86)
Qudlifications for gopointment, non-teaching Saff A.5(86)
Ranking, Heed A.3/Attachment A(64)
Recurrent Grants S7(3)
Reduction of Grants S.9a,b(3-4)
Refund of Grants S.9c, S.10(4-5), S.82(38)
Rent and Rates Grants S43(21)
Resgnation, teeching Saff S.66a-€(29)
Resource Maerid Grant S44(21)
Resource Teacher gppointment A.3(53)
Retirement, non-teeching Saff S.68a(31)
Retirement, teeching Saff S.680(31)
SHaies Grant, caculaion S.184(8)
Saies Grat, payment S.18ab(8)
Saies payment S.24(9), A.8(142)
SHay scdesand dlowances of Saff S.23(9), AA(73)
School accounts S.74-77(33-36)
School and Class Grant, caculation S.41ab(18)
Schoadl and Class Grant, items chargegble S41¢(18), A.16(160)
Schoal and Class Grant, surplug/deficit S.17(7)
Schoal nurses, gppointment A.3(59)
Schoal nurses, dary AA(75)
Schoal nurses, qudification A.5(90)
Topic Section (Page)/Appendix (Page)
Schoal premises, use S.55(24)
School Social Worker, gopointmert A.3(56) Nov. 97 (R)29
School Socid Worker, sdary AA(74)
Schoal Socid Worker, qudification A.5(86)

Savice, form of tender

A.22(189)
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Stlement of daims, damage

Sck leave, teaching St

Szesof dasses

Specid driver, gopointment

Specid driver, Aay

Specid Leave, pad

Soedid tuberculossleave

Speech Thergpid, gopointment

Speech Thergpigt, Aary

Speech Thergpig, qudlification

Saf Edablishment

Sorms and Heavy Perddent Rain
Submission of audited accounts
Subsoriptions, charge

Subscriptions, collection

Subscriptions, trander

Subsdized School Provident Fund
Supply laboratory technidan, employment
Supply schoal nurse, employment
Supply teacher, employment
rplugDefidt of Adminidration Grant
SurplugDefidit of School and Class Grant
Sugpenson and expulson, pupils
Sugpendon, teeching Saff

Teecher Assdant, gopointment
Teacher AsSdant, day

Teecher Assdant, qudification

Teacher Asssing in Speech Thergpy, gopaintment
Teaching practice arrangements
Teeching gaif, inducement dlowance
Teaching 9, Provident Fund
Teaching gaif, gopointment

Teeching 9af, Chest X-ray examinaion
Teaching daff, contract of sarvice
Teaching gaff, dismissd

Teeching 9, increments for experience
Teeching 9&f, matemnity leave

Topic

Teaching gaf, medica examinaion

Teaching d&ff, no-pay leave

Teeching 94, natice on termination of service
Teeching 9af, outdde duties

Teeching d&ff, paid Sudy leave

Teaching ga&ff, probaionary period

S424(20), A.31(201)
S.294(12), A.12(150)
S41d(18)

A.3(60)

A4(76)

S33(13)

S290(12), A.12(151)
A3(57)

AA74)

A5(89)

S.22(9), A.3(51)
A.1(47)

S.78, S.79(36)
S.12a0(5)

S.13(6)

S.12¢(5)

S72(33), A.15(158)
S.35(15)

S.37h(16)

S.35(15)

S.17(7)

S.17(7)

S53(24), A.1(44)
S66(30)

A.3(60)

A4(76)

A5(%43)

A3(52)

S54(24)

S.27(11), A.4(80)
S72(33), A.15(158)
S56-61(25-27), A.3(51)
S58(25), A.11(149)
S64(27)

S56(25), S66(29), A.6(138),
A.9(143)

S.26(10)

S.29¢(12), A.13(154)

Sedtion (Page)/Ap ~ Nov. 98 (R)37
S58(25), A.11(14Y)

S:34(14)

S.66a-6(29-30)

S71(32)

S:31(12)

S.65(29)
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Teaching g&f, promation S.69(31), A.10(144)
Teeching g&f, qudifications for gopointment A.5(83)

Teaching 9, retirement S.680(31)

Teaching 9ff, 9k leave S.295(12), A.12(150)
Teeching 9&f, gpedid leave with pay S.33413)

Teaching &ff, gpedid tuberculossleave S.290(12), A.12(151)
Teeching 9af, sugpenson S.66f(30)
Temporary |aboratory technician, employment S.36(15)

Temporary Spedidig daff, employment S.37(16)

Temporary non-gpeddig gaff, employment S.38(16)

Temporary teecher, employment S.36(15)

Tender Letter, Furniture and Equipment A.20(187)

Tender Schedule, Furniture and Equipment A.24(192)

Tender, preparation of invitation A.23(190)

Tender, price comparison table A.25(193)

Trander of subscriptions S.12¢(5)

Tuition feg, charge S.19(8), A.2(50)
Tuition feg, callection S.20a(8)

Tuition feg, remisson S.21(9), A.2(50)
Ungudlified teacher, employment S.63(27)

Use of schoal premises S.55(24)
Watchmean, gppointment A.3(63)

Watchman, day AATT)

Watchmen, qudification A.5(A)

Warden, gopointment A.3(60a)

Warden, day AATT)

Warden, qudification A.5(91)

Withdrawa of Grants S9a b (3-4)
Workshop Attendant, gppointment A.3(60)

Workshop Attendant, sdary AA4(76)

Workshop Attendant, qudification A5N)

Workshop Teecher, gopointment A.3(55)

Workshop Teecher, dary AA(75)

Workshop Teecher, qudification A.5Attachment J130-133)

Note: S - Section
A - Appendix

Nov. 97 (R)29



