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INTRODUCTION

This Handbook describes the current procedures and policies for AISHK staff. Each staff member should be familiar with this
document and its contents. It can be accessed from its permanent home in the public drive - P:\Staff_Information.
This handbook is to be read in conjunction with the Parent Handbook. It assumes that we learn as we go, and that we will
continue to develop and improve our effectiveness and practices. Policies and procedures need to be interpreted with a
common understanding in line with changing circumstances and enacted on consistently across the whole organisation.
While a planned set of strategies for coping with daily issues in a systematic way is important, it is even more valuable to
remember the fundamental principles which must permeate all that we do. Trust, working together, respecting one another
and keeping the lines of communication open are the keys to the school’s success.
Our Vision
AISHK will be recognised world-wide as an outstanding and innovative international school based on Australian curriculum
and values. Inspirational staff will create a learning environment that actively promotes a global perspective and a sense of
individual and collective responsibility.
Our Mission
AISHK will provide a world class international school where students, through active participation, achieve their personal best
to become skilled, healthy, influential and responsible international citizens.
Our Values

• Collaboration
• Creativity
• Diligence
• Equity
• Excellence
• Honesty
• Integrity
• Respect
• Responsibility
• Trust
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ACADEMIC RESPONSIBILITIES

The school is focused on learning. The time devoted to the academic program must not be interrupted more than is
absolutely necessary and all activities must be linked to the curriculum and student learning outcomes. Given the limited
amount of time available, and the many demands that we make upon it, it is essential that expectations stay tied to the
parameters prescribed at each level.
Assessment of Students
A system of continuous assessment of students operates, which is based on learning progress in all aspects of schoolwork,
as well as in effort and behaviour. Teachers will maintain authentic, careful and accurate records on each student, and
discuss such information with the Head of Department, Head of Year, Dean of Studies, Head of Division and Head of School.
Please refer to the School policies on “Assessment, Evaluation and Reporting” for the Primary and Secondary Divisions,
which can be found on the Public drive, Staff Information under ‘Current Policies’.
Reports
Teachers will write formal reports for students at the end of each Semester.
Parent-Teacher Interviews
Teachers will participate in formal parent-teacher interviews at least once a year. Regular parent meetings are an
expectation throughout the year at the request of parents or teachers.
Curriculum Planning
All teachers must be very familiar with the syllabus documents for each of the subjects and courses which they teach. All
teachers will be involved in the planning, review and evaluation of teaching policies, teaching and assessment programs and
scope and sequence documentation.
It is an expectation that all teachers participate in regular curriculum review and updating of curriculum documentation.
Planning - Classes
All teachers are expected to plan lessons. The exact procedures will vary with the age of the students involved and the type
of class. The Head of Division, Dean of Studies, Head of Department or Head of Year will supervise staff.
Work Supervision – including Homework
Supervision and assessment of student work, including homework, by teachers is systematic, purposeful and constructive.
The pride students take in their work is usually in proportion to the standards set and amount of supervision given by the
teacher. The responsibility for supervision, assessment and record keeping lies solely with the teacher. Celebration of
success is a value of this school and is to be reflected in teachers marking of students’ work. Teachers are responsible for
marking student work, this is not a task which should be delegated to a Teaching Assistant. Teachers are encouraged to
send students to the Head of Year, Head of Department, Head of Division and Head of School for further acknowledgement
of efforts and success. All student work must have a visible sign of having been seen and assessed by the teacher.
Primary Homework
The needs of individuals and classes will influence the amount of homework set, but as a guide, we suggest the following
homework guides for Primary students:
• Reception Year
no homework
• Preparatory Year
no set homework on a regular basis, unless a need is identified
• Year 1
10 minutes on any day
• Year 2
20 minutes on any day
• Year 3
30 minutes on any day
• Year 4
40 minutes maximum on any day
• Year 5
50 minutes maximum on any day
• Year 6
60 minutes maximum on any day
Reading for pleasure should always be encouraged and we have not included this time in the above guidelines. Younger
students will not necessarily be given homework every night as they also need to rest and play.
Secondary Homework
Homework will be allocated according to the student’s daily timetable. Some subjects are practical and may not allocate
homework, while some will allocate class time for the completion of assignments.
• Year 7
Approximately 1 hour per day (introduced gradually from the start of Year 7)
• Year 8
Approximately 1-1.5hrs per day
• Year 9
Approximately 1-1.5hrs per day
• Year 10
Approximately 1-2 hours per day
• Year 11
2 hours per night, increasing to 3 hours per day
• Year 12
3-4 hours per day
Homework on the weekend should be managed according to the student’s planning.
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Work which is completed outside the classroom is an integral part of the program for all but the youngest students. It is
critical that homework tasks are planned, connect with class work and are designed to add to the learning that has already
taken place. Make sure that all students adequately complete homework. The teacher who assigned the work must check all
homework. Teachers are responsible for keeping parents informed immediately if there are problems. Parents should not
find out at report time that there has been a problem in any area.

CATERING

AISHK provides a catering service for students and staff who wish to buy a snack or lunch instead of bringing their own from
home. This service is provided through Compass Group Hong Kong (Chartwells).
The following catering services are offered through Chartwells and an Octopus card can be used to make purchases:
Cafeteria - Chartwells provide 3-4 choices of hot meals daily. These meals can be paid for in advance for Primary students.
Secondary students can either order in advance or pay on the day. Advance booking has a minimum order of two (2)
lunches per student per week. Menus, price list and application form can be obtained from our website.
Café - Offers tea, coffee and hot chocolate to Secondary students and adults only. This area also sells sandwiches, wraps,
panni’s, bread rolls, drinks and cakes.
Tuckshop – operates daily at recess and lunch.
This area offers items such as sandwiches, healthy snacks and drinks. Hot counter lines are sold to Primary and Secondary
students only, Early Childhood students are not permitted to purchase snack items from the Tuckshop. Primary and Early
Childhood students can order lunch items on a daily basis by taking their money and order to the cafeteria before school.
Students can collect their orders from the Cafeteria/Tuckshop at the beginning of lunchtime.
More information can be found on our website under the ‘Facilities’ tab.
The Chartwells On-Site Manager will distribute to Preparatory to Year 2 teachers a record of students who have ordered a
hot lunch.
If a Primary student wishes to order a hot lunch, but has not pre-ordered, they must go down to the cafeteria (or give their
order to the main office for Chartwells staff to collect) prior to 10:30am. This then allows the cafeteria staff to plan for their
meal.
Secondary students can order on the day ‘over the counter’ or pre-order.
General
If a child has left their lunch at home and has no money to order lunch, the teacher can send them down to the Chartwells
On-Site Manager with a note. Lunch will then be organised for them and an account given to them to take home to their
parents for payment the next day.
All school related catering must be ordered through the Officer Manager or Business Administrator. Approval from the
Business Administrator must be sought before an order is placed with Chartwells.

CHARITY FUNDRAISING AND COMMUNITY SERVICE (Service Learning)

AISHK develops students’ commitment to community needs both locally and internationally, through a wide variety of
experiential service learning activities.
Fundraising occurs through mufti-days which support nominated NGOs as well as through experiential service learning
activities led by school-based groups such as the Student Representative Council, Parent Association and the Youths
Experiencing Service (YES) Club.
Fundraising efforts occur for a specific purpose which is clear and understandable to those being asked to donate. AISHK
recognises it has a responsibility for all donations collected in its name, and therefore, produces documentation to meet
financial auditing requirements. All income and expenditure associated with fundraising is accompanied by documentation
agreed beforehand with the Business Administrator. Student fundraising projects are undertaken with the knowledge of the
Head of Primary, Head of Secondary and the Head of Community Service. Approval for fundraising events must be sought
and granted before any event is organised. The timing of fundraising activities is managed to ensure that one project does
not detract from another.
Supported Charitable Organisations at AISHK:
Some of the charities we have supported in the past include: The Christina Noble Children’s Foundation, World Vision Hong
Kong, Crossroads Hong Kong, Tabitha Foundation Cambodia, Hope for Cambodian Children Foundation, Hong Kong
Community Chest, Home of the Loving Faithfulness, Kely Support Group Hong Kong, OneSky Foundation, Oxfam, Society
for the Protection of Animals, Child Welfare Scheme Nepal, Impact HK. AISHK conducts a variety of collections for
organisations including Crossroads Foundation, Christina Noble Children’s Foundation, Christian Action, Box of Hope under
our Primary & Secondary SRC banner.
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Community Service:
Each week in Secondary our YES Club students conduct service learning at a variety of organisations across Hong Kong,
including the China Coast Community Home, St Catherine’s Kindergarten, Food Angel and Kids4Kids. On Saturdays our
students teach English language classes to underprivileged children through our links with the Support! International
Foundation.
Primary students also engage in Service Learning through class-based activities and SRC.

CHARTS FOR PARENT COMMUNICATION
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CODE OF CONDUCT

The following protocols are to be adhered to in order to fulfill the requirements of the AISHK Employment Contract:
Alcohol Consumption
AISHK takes seriously its duty of care, and we require a strong stance against the consumption of alcohol by teenagers. We
take a zero-tolerance approach to alcohol consumption by students, and the School teaches and will seek to partner with
organisations and experts in providing drug and alcohol education. AISHK also realises that, at some stage, many of our
students will be in settings where others will be drinking alcohol and educates them accordingly to enable them to make
responsible decisions.
As a general rule, if alcohol is consumed by staff at School functions where students are attending, it must be done in
cautious moderation. Staff and teachers are regarded as being ‘on duty’ when at a School function. Staff are therefore
expected to model responsible adult behaviour to parents, students and community members. Any function which is
supported by AISHK or is in any way promoted with the AISHK name or logo, is regarded as a School function.
Functions organised by AISHK Staff, Board, Parent Association and Alumni, where current students are present, are
regarded as School functions, where this policy applies.
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Drinking of alcohol on school excursions or camps and/or whilst we are responsible for students at any time is not permitted
and is considered inappropriate professional behaviour.
Acting as Role Models
All staff must remember that they are role models and mentors to the students in their care. In normal circumstances this
relationship dictates behaviour protocols not expected of other adults. Staff must not place themselves at risk by participating
in activities with students that do not reflect normal professional expectations. In all cases, the behavioural norms expected
of teachers in Australia and Hong Kong should be adhered to.
Where there is a difference in expectations regarding the appropriate professional conduct of staff between that deemed
acceptable in Hong Kong and that expected in Australia then the Australian standard will apply. For instance, maintaining
personal links through social media which school age students, while permitted in Hong Kong is now deemed inappropriate
professional conduct in Australia and thus not acceptable conduct as an employee at AISHK. Likewise engaging in activities
when responsible for students that would be deemed inappropriate in an Australian context i.e. students under the care of
AISHK staff being allowed to enter premises and consume alcohol even if the students are over 18 years of age.
Other considerations include:
• Do not use student bathrooms;
• Do not use your personal phone to photograph students unless under the following conditions:
- School initiated planned activity;
- Uploaded to file, then deleted from phone and memory immediately;
- No individual students.
• Never be alone in a classroom with an individual student.
Behaviour and Students
The safety, protection and wellbeing of all students are of fundamental importance to AISHK.
The School has a range of obligations relating to the safety, protection and welfare of students, including:
• A duty of care to ensure that reasonable steps are taken to prevent harm to students;
• Obligations to report suspected abuse;
• Obligations under work, occupational, health and safety;
• Staff having a detailed understanding of the AISHK Child Protection Policy and each year acknowledging that they have
read and fully understand the policy;
• Staff regularly participate in safe guarding training.
Protecting and Supporting Students
Education has an important role in supporting students and identifying where problems arise that may put their safety,
welfare or wellbeing at risk and/or abuse. Child abuse includes physical injury, neglect, emotional abuse, including
psychological harm or sexual exploitation of children and young people. All require different and specialised responses.
Within the school context, AISHK staff have a duty to report concerns in the following situations:
Neglect: The neglect of a child that results in the impairment of the child’s current or potential health or development. This
includes students being left at home when both parents or guardians are away from home without the School being notified
of contact details for an approved guardian.
Physical abuse: Injury to a child where there is reasonable suspicion that the injury was inflicted or knowingly not prevented.
Emotional abuse: emotional ill-treatment or rejection.
All staff have a professional responsibility to report risk of harm concerns about students, within their roles, and to provide
support to students. Such reporting can be to the School Psychologists and/or the School Executive. Teachers are often the
chosen adult for a disclosure of abuse. If a child begins to disclose to you:
• Listen calmly and be available to listen – do not rush the child;
• Let the child freely re-call – do not stop them;
• Don’t ask leading questions “Can you tell me what happened?” is better than “did she do x to you?”;
• Don’t give the impression that you do not believe him/her;
• Don’t promise confidentiality – explain that you will have to tell another person because they are at risk. Sometimes a
script such as “if you tell me something that makes me feel that you are unsafe or at risk in any way, then I will need to tell
someone else” may be useful;
• Reassure the child and let them know that they were right to inform you;
• Make clear, detailed notes of the conversation;
• Speak to the Head of Division as soon as possible;
• Try to avoid the need for the child having to repeat the disclosure to another member of staff;
• If a child writes (on paper, in their work, or an e-mail etc) about something that indicates they may be at risk, then keep a
copy;
• If a child telephones you and discloses something that indicates that they may be at risk, then follow the guidance as for
disclosures in conversations.
Please refer to the school’s Child Protection Policy for more details.
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Conduct in the Workplace
Staff, by their language and behaviour, should respect the rights of others in the workplace. Comments deemed to be racist,
sexist, etc. are not acceptable at AISHK. Staff regularly come together in a variety of settings in the workplace both
professionally and socially. It is an expectation that these occasions are inclusive by nature, respectful of others’ feelings and
values, they are professional both in tone and the language used. All staff are expected to adhere to these principles.
Staff are reminded that this is our workplace and therefore we must always endeavor to act in a professional manner in
terms of our dealings with colleagues, students and parents. Please refer to the school’s Workplace Discrimination,
Harassment & Bullying Policy for more details.
Dress Code
• Staff members are expected to model and maintain the standards and values of AISHK and to set professional examples
at all times;
• Dress must be in keeping with the staff member’s role in the school and with the teaching/learning activity being
conducted. In the case of part time PE teachers, an alternative arrangement can be negotiated with the Head of School;
• Staff who change for sporting or other activities are expected to change for classroom teaching and assemblies;
• At formal events, (eg Speech Day, Valedictory and Scholars Assemblies, parent/teacher interviews, Cocktail events etc)
and other such occasions, when representing the School, staff are expected to dress in business attire:
- Male staff:
collared shirt, tie and business pants and appropriate footwear (i.e. business style shoes)
- Female staff:
attire in this instance should reflect the same standard of dress as for male staff
• Staff are required to wear their staff HID identity card when on the School premises;
• Body art and tattoos are to be covered at all times.
The following is offered as guidance about suitable dress for staff members for a work day. This advice should assist in
situations where members of staff are uncertain about expectations. If you are still unsure on what is expected, please
discuss with the Head of Primary, Head of Secondary, Business Administrator or Head of School.
Male Staff
• Male staff shall be well-groomed at all times;
• Male staff are required to wear a collared shirt and tie during Term 1 and Term 4, and an option to remove ties during the
summer, Terms 2 and 3. Jackets may be worn as appropriate during the day but should be worn to all assemblies;
• Shirts shall be tucked in and the shirt’s top button under ties shall be done up;
• Men shall wear long business trousers and not wear jeans or any denim or denim-like clothes;
• PE staff are to wear the AISHK staff polo shirt with appropriate shorts/skirt and footwear that befit their role;
• During sport or PE lessons, teaching and support staff may wear their staff polo shirt with appropriate shorts and sport
shoes for the lesson only;
• Shorts are only appropriate as sporting attire during PE /sport lessons and should be a modest length;
• Footwear shall not include joggers, runners, scuffs or noticeably worn shoes, boat shoes or flip-flops;
• Socks shall be worn with work shoes, and these should not be ‘ankle’ socks or sockettes;
• Hats are recommended for outdoor activities.
Female Staff
• Women are expected to dress in a professional and conservative manner. Casual clothing, beach wear and relaxed
outfits are not acceptable for school staff attire. Clothing should be at a professional dress standard, whilst taking into
consideration the classroom environment;
• Jeans or denim items of clothing shall not be worn;
• Dresses shall not be worn too short (no higher than 5cm above the knee is a reasonable guide);
• Tank tops or t-shirts shall not be worn as an outer garment;
• Blouses and tops with sleeves is the preferred option;
• Blouses or tops shall not expose bare midriffs;
• PE staff are to wear the AISHK staff polo shirt with appropriate shorts/skirt and footwear that befit their role.
• During sport or PE lessons, teaching and support staff may wear their Staff polo shirt with appropriate shorts and sport
shoes for the lesson only;
• Shorts are only appropriate as sporting attire during PE /sport lessons and should be a modest length;
• Footwear shall not include joggers, runners, scruffs, casual sandals, flip-flops or noticeably worn shoes.
• Hats are recommended for outdoor activities.
Intellectual Property and Privacy
All staff agree upon entering an employment agreement with the School to not, without the consent in writing of the School,
use for their own account or divulge to any person, firm or company information concerning the business of the School
including teaching methods, systems or materials, curriculum, products, know-how, technology, accounts, finances,
particulars of students of the School and at the end of their Agreement with the School are required to surrender all original
and copy documents and samples.
Procedures for Handling Child Sexual (and other) Abuse Cases
If a teacher suspects a child of being a victim of abuse it must immediately be brought to the notice of the School
Psychologists, Head of Division and Head of School.
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Professional/Personal Conduct
Making connections and establishing close relationships, both professional and personal, with a whole range of people who
make up our school and local community is a critical part of our work as teachers. Student learning outcomes are
significantly enhanced when we work in partnership with the community.
Relationship with the Community
At all times we are representatives of AISHK. The role of a staff member in an international school, and particularly in Hong
Kong, comes with a necessity to pause and reflect before acting. From time to time, often when we least expect it, we will be
under strong pressure to re-define the line between the professional and personal. Ironically, within such a large city our
school and expat community, as well as being extremely supportive, can sometimes be quite insular, intrusive and
demanding. We may ourselves be a parent of an AISHK student, and at times the tension between knowing the school
personnel, process and procedures may conflict with what we might personally feel is in our own child’s best interest.
Conversely, we most likely, teach the child/ren of a staff member or close friend and we may have an issue to raise. At all
times we must make sure that we act professionally by asking ourselves “what would we do if this situation arose with any
other student?” We should then follow exactly those processes - with even more care. We also need to think about how we
demonstrate to other AISHK students (and perhaps staff) that children of staff members, or our personal friends, do not
receive even small privileges or advantage, just because we are an employee e.g. lift access when other children are denied
the same.
Establishing close personal friendships with other staff and/or parents via the school and/or in other contexts e.g. sports club,
social group etc. is a very necessary and normal thing. We all need it to be healthy. Unwittingly sometimes there may be
expectations that our professional standards need to be lowered in order for us to belong. We may be asked to pass
opinions on students and/or staff and other members of the school community or provide information which we have gained
from our professional work. We may perhaps be expected to behave in ways which do not support the AISHK ethos,
particularly in relation to the consumption of alcohol. No matter how well we know members of the community, it is not
appropriate to behave in a manner which would bring us, as professionals, or the school into disrepute. We have signed our
contract in agreement with that premise. No matter where we go, we continue to represent the school.
Resolving Concerns – Parent Steps
The table below outlines the steps parents should follow if they have a concern to discuss.
Steps to resolve concerns
Your rights
Step 1
Identify your concern and make a note of the details. It may be about You can expect to have your concern
classroom issues, your child’s behaviour, their learning, reporting, or treated seriously and confidentially.
another school related issue.
Step 2
In the first instance, arrange to talk to the person who knows about the You have a right to be supported at
situation i.e. Class or Homeroom teacher. Your concern deserves time in any meeting by a friend or
order to be resolved. Let the person know about your concern in writing representative from a support
or telephone the office secretary and ask for a meeting time. This means organisation.
the teacher will be prepared and have all the necessary information. A
time to meet can be set up which suits you both. It will help the situation All communication with the School
must be polite and respectful.
if you are calm, polite and honest in your approach.
Step 3

Step 4
Step 5
Step 6

Step 7

Sometimes you may feel, for a variety of reasons that you are unable to
speak to the person described as the first port of call or that following the
previous discussion, the issue remains unresolved. In this case, you may
want to meet with the Head of Year, Head of Department or Dean of
Studies. Please provide them with information that will enable the
meeting to be as useful as possible.
If you have tried all the previous steps and feel that your concern
remains unresolved, you may like to discuss your issue further with the
Head of Division.
If your issue or concern still remains unresolved, you may then discuss
this further with the Head of School.
If after undertaking all the previous steps your concern remains
unresolved, you may like to discuss your issue further with the AISFL
Board Chair. The issue will be taken to the Board Chair via Head of
School or Business Administrator.
If at the end of this process the problem remains unresolved, you may
contact the Education Bureau, Kowloon City They will want to know that
all of the above steps have been taken to resolve the issue.

It is generally better to speak with the teacher involved in person rather than sharing your concerns via email. Email should
only be used to arrange a time to meet and to briefly explain the need for a meeting.
We expect that all email communication with parents/guardians will be respectful, polite, factual and professional. Rude,
aggressive, demanding and threatening emails are unacceptable, and will not be tolerated.
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When answering questions raised by the school community, staff should answer any queries with short factual responses
and to direct anyone wanting further information to discuss those queries with a member of the School Executive team.
Workplace Discrimination Policy
Our school has in place a Workplace Discrimination policy that ensures equity is maintained in the workplace including equal
and fair opportunity for all prospective and existing employees in terms of: employment, promotion, transfer, training and
conditions of service: regardless of race, colour, religion, gender, transgender status, nationality, age, family responsibility ⁄
parenthood, pregnancy, marital status, lifestyle or sexual preference and physical or intellectual disability ⁄ impairment.
The school has set a standard for what is acceptable and professional work behaviour. Grievance Policy will be implemented
to deal with all types of harassment. Please refer to the school’s Grievance Policy for more details.
The application of this policy aims to recognise and encourage employees solely on the basis of their abilities, aptitudes,
performance, qualifications and skills.
Discrimination
What does discrimination mean?
• Discrimination occurs when someone is treated unfairly because they happen to belong to a particular group of people or
have a particular characteristic.
• Many people have fixed ideas about groups of people who are different from themselves. If we aren't careful, this can
lead us to discriminate against people who belong to those groups.
• Many types of discrimination are against the law. Hong Kong has laws in place dealing with discrimination.
• What types of discrimination are against the law? The following types of discrimination are against the law:
- Sex discrimination – when you are treated unfairly or harassed because you are a woman or because you are a man;
- Pregnancy discrimination – when you are treated unfairly or harassed or not given the same opportunities because
you are pregnant;
- Race discrimination – when you are treated unfairly or harassed because of your race, colour, ethnic background,
religious background, descent or nationality;
- Age discrimination – when you are treated unfairly or harassed because of your age, for example, because people
think you are too old, too young or middle aged;
- Marital status discrimination – when you are treated unfairly or harassed because of your particular marital status
for example, because you are single, or married, or living in a de facto relationship;
- Homosexual discrimination – when you are treated unfairly or harassed because you are lesbian or gay, or someone
thinks you are lesbian or gay;
- Disability discrimination – when you are treated unfairly or harassed because you have a disability or someone
thinks you have a disability. It is also against the law to treat you unfairly or harass you because you had a disability in
the past, or because you will or may get one in the future. Disability includes physical, intellectual and psychiatric
disabilities, learning and emotional disorders, and any organism capable of causing disease (for example, Human
Immunodeficiency Virus (H.I.V.);
- Transgender (Transsexuality) discrimination –. when you are treated unfairly or harassed because you are
transgender or others think you are transgender. You are counted as transgender if you live or seek to live as a
member of the opposite gender (sex) to your birth gender;
- Discrimination because of who you are related to, or who you associate with – when you are treated unfairly or
harassed because of the sex, pregnancy, race, age, marital status, homosexuality, disability, transgender status or
carers’ responsibilities of one of your relatives, friends or work colleagues;
- Harassment – when you are subjected to behaviour that you do not want, that offends, humiliates or intimidates you,
and targets you because of your sex, pregnancy, race, age, marital status, homosexuality, disability, transgender
status or carers' responsibilities;
- Sexual harassment – when you are subjected to sexually related behaviour that you do not want, and a reasonable
person would have expected you to be offended, humiliated or intimidated.
Further information on the following codes of practice on Employment can be found at the Hong Kong Equal Opportunities
Commission website, http://www.eoc.org.hk/eoc/graphicsfolder/showcontent.aspx?content=cops
• Code of Practice on Employment under the Sex Discrimination Ordinance
• Code of Practice on Employment under the Disability Discrimination Ordinance
• Code of Practice on Employment under the Family Status Discrimination Ordinance
• Code of Practice on Employment under the Race Discrimination Ordinance
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COMMITTEES AND MEETINGS

The School Executive
The School Executive ensures all policies, procedures and processes align with the School’s Mission Statement and Values,
to manage day to day operations and optimise learning and teaching opportunities for all students and plan strategically for
the future.
The Executive comprises:
• Head of School (Chair)
• Business Administrator
• Head of Primary
• Head of Secondary
• Dean of Studies, Primary
• Dean of Studies, Secondary
• Head of Early Childhood
The School Executive meets weekly.
Curriculum and Pedagogy
There will be several groups driving curriculum development, implementation and review, with the objective of ensuring world
class standards in teaching and learning and co-curricular activities at AISHK, to ensure the development and
implementation of an R to 12 responses to school-wide issues.
Primary Leadership Team
The Primary Leadership Team will meet regularly and will consist of the following members of staff:
• Head of Primary (Chair)
• Dean of Studies, Primary
• Head of Early Childhood
• Head of Year (Preparatory, Year 1, Year 2, Year 3, Year 4, Year 5, Year 6)
• Head of Chinese (R-6)
• School Psychologist, Primary
• Head of Performing Arts (as required)
• Head of Learning Support (as required)
• Director of Student Wellbeing
Secondary Heads of Department Team
The Secondary Heads of Department will meet regularly and will consist of the following members of staff:
• Dean of Studies, Secondary (Chair)
• Head of Secondary
• Heads of English, Science, HSIE and Mathematics & TAS
• Head of Learning Support
• Head of Chinese and Other Languages (7-12)
• Head of Performing Arts
• Head of PDHPE
• Head of Learning Technologies (7-12)
• Head of Innovation and Information Services (P-12)
• Director of Student Wellbeing
Other staff on an invitational basis
Student Wellbeing
It is important to remember that all teachers are responsible for the wellbeing of students. Across the School we have a
number of staff groups dedicated to student wellbeing:
• Primary and Secondary Heads of Year
• Student Services Committee
The role of these groups is to provide for and monitor student well-being programs and initiatives across the School to
ensure that the student well-being is at the centre of all we do; and, to engage in appropriate and consultative practices in
order to ensure that the Committee best serves the pastoral care and welfare needs of students.
These groups are also charged with looking to future needs and visionary planning regarding student wellbeing and welfare
on the campus. More specifically: including the areas of Student Leadership, Welfare and Counselling, Peer Support,
Pastoral Care and Student Transitions; including policy management and development; and making recommendations to the
School Executive.
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Primary Student Wellbeing
Primary Student Wellbeing forms part of the Primary Leadership Team meetings.
Secondary Heads of Year
The Student Secondary team will meet fortnightly and the team will consist of:
• Head of Secondary
• School Psychologist (Secondary)
• Head of Year – 7, 8, 9, 10, 11 and 12
• Director of Student Wellbeing
Students Services Committee
The role of the Student Services Committee is to:
• plan ways to assist students who are already at school who may be experiencing some difficulties;
• manage student referrals from teaching staff;
• review students who are being enrolled who may require some learning support and/or EAL, health and wellbeing support;
and,
• consider enrolment applications which may require support from the LEC and make recommendations regarding
enrolment to the Head of Division via the Admissions Office.
• follow up on recommendations.
The Student Services Committee meets weekly and is comprised of:
• Director of Student Wellbeing (R-12) (Chair)
• Head of Learning Support
• Dean of Studies Primary
• Dean of Studies Secondary
• Head of Early Childhood
• School Psychologists
• Head of Admissions, (as required)
Information and Communication Technology (IT)
ICT Committee
Our School recognises that our students are now living in a global digital community where Information Communication
Technology is ubiquitous.
The ICT Committee has the responsibility to ensure that the IT needs of the school, staff and students are reviewed,
evaluated and planned for by:
• developing infrastructure;
• enabling student’s learning by using IT, and by linking students to each other, their teachers and the community (local
and global);
• developing teaching professionals, by assisting teachers to improve professional practice and enhance productivity
though advanced IT pedagogical proficiencies; and,
• developing strategic partnerships with IT organisations so that the school community can tap into vital expertise.
The ICT Committee meets every fortnight. The ICT Committee is comprised of:
• Head of ICT (Chair)
• Head of School
• Head of Primary
• Head of Secondary
• Business Administrator
• Learning Technologies Specialist (R-6)
• Head of TAS (7-12)
• Head of Information and Innovation Services
• ICT Systems Manager
• ICT Support Analyst
General
Occupational Health and Safety (OH&S)
The safety of our school community is our primary concern. The OH&S Committee meets once per term. Occupational
Health and Safety issues are everyone’s responsibility and so items noticed should be sent immediately to the Business
Administrator. This includes any facilities items. This committee consists of:
Business Administrator (Chair)
• Head of School
• Head of Primary
• Head of Secondary
• Office Manager
• Senior Facilities Manager
• 2 additional members of staff (1/Primary & 1/Secondary)
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Administration Committee
An efficient, effective and dedicated Administration team is crucial in the daily operations of the School. The Administration
Committee will meet once per term and will consist of the following members of staff:
• Business Administrator (Chair)
• Accountant
• Director of Development and Community Relations
• Director of Human Resources
• Head of Admissions
• Head of ICT/ICT Systems Manager
• Office Manager
• Personal Assistant, Primary
• Personal Assistant, Secondary
• Senior Facilities Manager
Staff Social Committee
Optimal staff welfare, personal and social well-being is essential in order to operate as a healthy “Learning Organisation”. It
is important that the School has a comprehensive, inclusive and fun-filled social program. The committee will:
• develop an annual social program which includes social functions, farewells and any other initiatives which promote staff
cohesion and well-being;
• publicise its planned functions on the annual calendar.
The committee will meet at least once per term and is comprised of:
• Business Administrator
• Director of Human Resources
• Staff representatives (9 in total but flexible in terms of interest of staff in being involved)
Chairs of Committees 2020
All committee work is focused on ensuring the safety of all students, staff and visitors on campus.
Committee/Focus Areas
Executive Team
Primary Leadership Team
Secondary Heads of Department Team
Primary Wellbeing
Secondary Wellbeing
Student Services Committee
ICT Committee
Administration Committee
Occupational Health & Safety Committee
Staff Social Committee

Chair
Head of School
Head of Primary
Dean of Studies, Secondary
Head of Primary
Head of Secondary
Director of Student Wellbeing
Director of ICT
Business Administrator
Business Administrator
Director of Human Resources

Meetings
The following meetings for staff are held:
The School Executive Team meets weekly and their role involves coordinating and planning the School’s activities, decisions
on policy, communication and ensuring implementation of educational policies.
Stage, KLA, Wellbeing or Division Meetings are normally held Monday afternoons. These will normally start at 3:15/3:30pm
and should finish by 5:00pm and will be held as per the Calendar to co-ordinate and plan educational and related programs
and activities. The Heads of Division will plan schedules for these.
Year Level Meetings are encouraged to co-operatively plan programs and activities. (R-6 teams meet twice weekly).
Whole School Staff Meetings will be scheduled at least twice per term. A schedule of meetings will be distributed at the
beginning of each term. Agenda items are welcome from any staff member,
Staff are expected to attend and be punctual to all scheduled staff meetings. Active staff participation in meetings is
encouraged. Staff are not to bring marking to staff meetings and they are not to be working on their laptops or on their mobile
phones during meetings.
At times staff members will be asked to make presentations in areas in which they have identified expertise. Staff members
are asked to chair meetings or segments of meetings on a fair-share basis. Prior notification will be given for these. Full staff
meetings are also scheduled prior to commencement and at the close of the school year.

DUTY STATEMENTS

Duty Statements are included as part of contract agreements and are set out as a guide only and are by no means
exhaustive. Copies of all duty statements can be found on the public drive/staff information folder.
Head of School (R-12)
The Head of School has the overall responsibility for the day-to-day running of the School with accountability to the
Australian International School Foundation Limited Board of Directors.
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Business Administrator
The Business Administrator reports to the Head of School and is a member of the School Executive team. Additionally, as
Secretary to the Board of Governors, the Business Administrator maintains working relationships with the Chair of the Board,
the Treasurer of the Board and the Chairs of the Board Facilities Committee, Governance Committee and Management
Committee. The Business Administrator is responsible for the efficient administration of all non-teaching aspects of the
school, including finance, commercial, personnel, general administration and property-related matters, as well as the
management of support staff.
Head of Primary (R-6)
As a member of the School Executive team the Head of Primary reports to the Head of School and works collaboratively with
the administration and staff teams to ensure that school development is planned and successfully implemented. The Head of
Primary is expected to work closely with the Head of Secondary and will deputise for the Head of School, as/when required.
Head of Secondary (Year 7-12)
As a member of the School Executive team the Head of Secondary reports to the Head of School and works collaboratively
with the administration and staff teams to ensure that school development is planned and successfully implemented. The
Head of Secondary is expected to work closely with the Head of Primary and will deputise for the Head of School, as/when
required.
Dean of Studies Primary (R-6)
Dean of Studies, Primary reports to the Head of Primary and is a member of the School Executive team. He/she works
closely with the Head of Learning Support, Head of Early Childhood, Year Level Leaders, Head of Secondary and the Dean
of Studies Secondary, as required.
The Dean of Studies, Primary is accountable for the curriculum and teaching practice offered to students across all Key
Learning Areas (K-6) and the primary purpose of this position is the management of AISHK primary curriculum programs ie
the Australian Curriculum (ACARA) K-6 and the oversight of the planning, documentation and implementation of best
practice pedagogy. The Dean of Studies ensures individual student learning styles are identified and differentiation in
teaching practice so as to effectively respond to these learning styles, is both encouraged and enhanced across the Primary
Division.
Dean of Studies Secondary (Year 7-12)
Dean of Studies, Secondary reports to the Head of Secondary and is a member of the School Executive team. He/she works
closely with the Dean of Studies Primary, Head of Learning Support, Head of Primary, Careers Advisors and School
Psychologist, Secondary as required.
The Dean of Studies, Secondary is accountable for the curriculum and teaching practice offered to students across all Key
Learning Areas (Years 7-12) and the primary purpose of this position is the management of AISHK in the Secondary
curriculum programs ie NSW 7-10, HSC, IB and the oversight of the planning, documentation and implementation of best
practice pedagogy. The Dean of Studies, Secondary ensures individual student learning styles are identified and
differentiation in teaching practice so as to effectively respond to these learning styles, is both encouraged and enhanced
across the Secondary Division.
Head of Early Childhood (R-2)
Head of Early Childhood reports to the Head of Primary and is a member of the School Executive team. He/she works
collaboratively with the School Executive and the Early Childhood staff to establish the knowledge, skills and abilities of the
children in the Early Childhood years (R-2) so that they experience learning and teaching environments that maximise their
educational future.
Director of Student Wellbeing (P-12)
The Director of Student Wellbeing reports to the Heads of Division and works collaboratively with the School Executive, the
Heads of Year and the PDHPE team to ensure that initiatives in relation to student wellbeing are planned and implemented.
Professional Learning Co-ordinator (R-12)
The Professional Learning Co-ordinator reports to the Head of School and works collaboratively with the School Executive
team and the Deans of Study to plan and deliver meaningful Professional Learning, to oversee the teacher NESA
Accreditation process and to work with individuals and groups for School improvement.
Head of PDHPE (R-12)
The Head of PDHPE (R-12) is responsible for leading the team which supports the school’s PDHPE curriculum.
The Head of PDHPE reports to the Heads of Division and works collaboratively with them and the School Executive and
Director of Student Wellbeing. They are responsible for supervision and implementation of the school’s Personal
Development, Health and Physical Education (PDHPE) Key Learning across both divisions.
Head of Sport and Activities (P-12)
The Head of Sport and Activities reports to the Head of School and Heads of Division and works collaboratively with staff to
ensure that the identified initiatives and programs are successfully implemented, enhanced and maintained, undertaking
teaching duties and coordinating the development and implementation of the AISHK Extra Curricular Activities Program,
International Sporting Program and School Sport Committee operations in line with school policies.
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Head of Performing Arts (P-12)
The Head of Performing Arts is responsible for leading the team which supports the school’s high profile Performing Arts
curriculum. The Head of Performing Arts reports to the Heads of Division and works collaboratively with them and the rest of
the Executive and staff teams across both Divisions.
Head of Information and Innovation Services (P-12)
The Head of Information and Innovation Services reports to the Heads of Division. Key program areas include development
of in-house resources and guided access to external resources to support the learning curriculum. The Head of Information
and Innovation Services manages the Library and Resource Centre and provides learning resources and equipment for
teaching and learning. Its programs are an integral part of the school’s resource-rich curriculum planning and delivery.
Head of Chinese (R-6)
The Head of Chinese (R-6) reports to the Head of Primary and Dean of Studies, Primary and works collaboratively with the
administration and staff teams to ensure that the school provides an effective curriculum and operates smoothly. The main
areas of responsibility, in addition to classroom teaching, include maintaining a high profile of the study of Chinese within the
School community and ensuring that the full range of student’s experience learning in an international context and include
the study of Chinese as a component of their curriculum in Reception to Year 6.
Head of Chinese and Languages (Yr 7–12)
The Head of Chinese and Languages (7-12) reports to Head of Secondary and Dean of Studies, Secondary and works
collaboratively with the rest of the administration and staff teams to ensure that, in addition to classroom teaching, there is a
maintenance of a high profile of the study of Chinese and languages other than English within the school community. The
main areas of responsibility, in addition to classroom teaching, include maintaining a high profile of the study of Chinese
within the School community and ensuring that the full range of student’s experience learning in an international context and
include the study of Chinese as a component of their curriculum in Yrs 7-12.
Head of Learning Support (R-12)
The Head of Learning Support reports to the Heads of Division and works collaboratively with the rest of the staff teams to
ensure that the initiatives in relation to learning support and functioning of the Learning Enrichment Centre across the
curriculum are planned and implemented in particular the leadership of school organisation and programs for students with
special needs.
Head of Learning Technologies (Year 7-12) and Digital Literacies Specialist (R-6)
The Learning Technologies and Digital Literacies Specialists are responsible to the Heads of Division on curriculum and
school specific tasks and work collaboratively with the School Executive Team and teaching staff teams to ensure that
identified initiatives and programs are successfully developed, implemented, and maintained for the school’s eLearning
program.
Specialists are responsible for developing ICT support systems for curriculum delivery and school administration (students
and staff); providing a seamless integration of ICT into the learning experience to enhance teaching and learning; developing
staff to be highly proficient users of software and systems; and planning budgeting and work closely with the ICT Systems
Manager.
Heads of Departments (Year 7-12): English, Mathematics, Science, HSIE, TAS
The Heads of Department (7-12) report to the Dean of Studies, Secondary and Head of Secondary and work collaboratively
with the rest of the administration and staff team to ensure that, in addition to classroom teaching, there is a maintenance of
a high profile for the subject and a high success rate of student engagement in the subject. The Head of Department also
supports effective implementation of department policy and procedures, assessment and reporting, curriculum, and manages
routines and administration of all department business and staffing requirements.
Head of Year – Preparatory, Year 1, Year 2, Year 3, Year 4, Year 5 and Year 6
As a member of the Primary Division the Head of Year reports to the Head of Primary, the Dean of Studies, Primary and the
Director of Student Wellbeing and holds both a pastoral and curriculum focus for their year level. They work collaboratively
with the Head of Primary and Dean of Studies and the primary staff team to ensure that initiatives in relation to individual
student progress are monitored and implemented smoothly. Specific responsibilities include providing information to the
Head of Primary which supports and influences teaching, learning and the participation of the full range of students in their
particular year level.
Head of Year – Years 7, 8, 9, 10, 11 and 12
As a member of the Secondary Division staff the Head of Year reports to the Head of Secondary, the Dean of Studies
Secondary and the Director of Student Wellbeing, and work collaboratively with them and the secondary staff team to ensure
that initiatives in relation to individual student progress are monitored and implemented smoothly. Specific responsibilities
include providing information to the Head of Secondary which supports and influences teaching, learning and the
participation of the full range of students in their particular year level. The role also has a specific focus on meeting the needs
of their year level students whose academic and learning outcomes have identified them as being at “risk”.
School Psychologists – Primary (R-6) and Secondary (Year 7-12)
The School Psychologists report to their respective Head of Division and work collaboratively with the Director of Student
Wellbeing and the administration and staff teams to ensure that there is an effective and comprehensive student counselling
service, which links together school and community-based personnel, including private professional providers.
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The School Psychologists are responsible for establishing and providing a range of options to deliver a comprehensive whole
school Counselling and Guidance Service. The School Psychologists also provide advice and support to work with the Head
of Learning Support to develop and deliver services and programs, particularly transition programs, for specific students.
Head of Community Service (P-12)
The Head of Community Service works closely with the Heads of Division, the Deans of Study and the Director of Student
Wellbeing in implementing an integrated Community Service and CAS program. The Head of Community Service reports to
the Head of Secondary and Head of Primary. This role also involves close liaison with and assisting Homeroom teachers of
IB students who have roles as CAS advisors to IB students. The Head of Community Service is accountable for the
management and development of service opportunities in the school.
Careers Advisors (Year 9-12)
The Careers Advisors report to the Head of Secondary and work closely with the Dean of Studies, Secondary in
implementing Career Advisory services to students and their parents within the school. This role involves close liaison with
teaching staff, particularly teachers of students in Years 10-12. The Careers Advisors will be accountable for the
management and development of Careers Advisory Services offered to students in the school ensuring that students and
their parents make informed decisions relating to both school curriculum options and post school pathways.
Head of HKAYP (Year 9-12)
In order to assist students to develop important skills for life and to promote a positive self-concept and enhanced selfesteem, AISHK participates in the Hong Kong Award for Young People Program. The Head of HKAYP is appointed to
manage and co-ordinate the relevant activities at AISHK. The Head of HKAYP reports to the Head of Secondary and works
closely with the Heads of Year (Secondary).
Head of Model United Nations (MUN)
In order to assist students to develop important skills for life and to promote a positive self-concept and enhanced selfesteem and to provide an important academic outlet for student skill development, AISHK currently participates in the Model
United Nations program both in Hong Kong and the Asia region. The Head of MUN manages and co-ordinates the relevant
activities, reports to the Head of Secondary and works closely with the Head of Years (Secondary).
Head of French, Co-ordinator of European Languages (Year 7–12)
The Head of French reports to the Head of Languages 7-12 and the Dean of Studies, Secondary and works collaboratively
with the administration and staff team to ensure that in addition to classroom teaching, there is maintenance of a high profile
of the study of French and other European Languages within the school community.
Primary Classroom Teachers (R-6)
The Primary Classroom teachers report to the Head of Primary, the Dean of Studies Primary and the Head of Early
Childhood (R-2) and will:
• Foster and promote the student wellbeing of students in the class and homerooms;
• Teach an Australian based curriculum in Early Childhood or Primary classes;
• Actively support the school’s Putonghua program;
• Work in collaboration with school systems and personnel to ensure optimum student learning;
• Make a positive contribution to the culture and ethos of the school;
• Demonstrate a commitment to professional development;
• Foster and promote the wellbeing of students in their class and Homerooms.
Secondary Teachers (Year 7-12)
The Secondary teachers report to the Head of Secondary and the Dean of Studies Secondary and will:
• Foster and promote the student wellbeing of students in the class and homerooms;
• Teach the NSW curriculum, and/or the International Baccalaureate Diploma curriculum, as required;
• Work in collaboration with school systems and personnel to ensure optimum student learning;
• Make a positive contribution to the culture and ethos of the school;
• Demonstrate a commitment to professional development;
• Foster and promote the wellbeing of students in their class and Homerooms.
Specialist Teachers
The Specialist teacher reports to the Head of Department, Head of Division and the Deans of Study, as applicable, and will:
• Foster and promote the student wellbeing of students in the class and homerooms;
• Teach an Australian based curriculum or the NSW curriculum and/or the International Baccalaureate Diploma curriculum
as required;
• Work in collaboration with school systems and personnel to ensure optimum student learning;
• Make a positive contribution to the culture and ethos of the school;
• Demonstrate a commitment to professional development;
• Foster and promote the wellbeing of students in their class and Homerooms.
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Administration Staff
Administration Staff and Support Staff positions who fall under the supervision of the Business Administrator include:
• Accounts team including an Accountant, Accounts Payable Officer and Accounts Assistant
• Activities and PDHPE Administration Officer
• Administration Assistants who assist the General Administration Office and Division Offices
• Admissions team including Head of Admissions, Admissions Officer and Admissions Secretary
• Communications and Marketing Officer (who works with the Director of Development and Community Relations)
• Director of Development & Community Relations
• Director of Human Resources
• ICT Support Team including a Head of ICT, ICT Systems Manager, ICT Support Analyst, ICT Support and Service
Officers
• Office Manager
• Performing Arts Administration Officer and Theatre Technician
• Personal Assistant to Head of School
• Personal Assistants to the Head of Primary and Head of Secondary
• Purchasing Officer
• Receptionist
• Senior Facilities Manager
• School Support positions include: Classroom Assistants – Chinese and French; Design & Technology Assistants; Visual
Arts Technician; General Classroom Assistants; Learning Enrichment Centre Assistants; Library Assistants; Physical
Education Assistant; Science Lab Technician and the School Nurse.
• School Support Staff (includes assistants and technicians and administration staff)
In addition to our school-based support team, we also have the following outsourced groups under the direction of the
Business Administration:
• ISS Eastpoint – who oversee facility management and are directly supervised by our Senior Facilities Manager and
undertake maintenance of the School facilities and supervise the cleaning and security staff.
• Compass Group Hong Kong (Chartwells) – manage the onsite catering services and are supervised by their on-site
manager.
• Midas Ltd – manages the production and sale of the AISHK school uniform with Midas Uniform Shop Manager.

EVACUATION, CONTAINMENT AND EMERGENCY PROCEDURES

Please find below the current sections from the Emergency Policies and Procedures Manual dealing with Evacuation
Procedures, Assembly Procedures, Role and Responsibilities of Appointed Wardens and Role and Responsibilities of
Assembly Marshals. Read these carefully so that you are aware of the required procedures in the case of an emergency
evacuation of the building.
Also note the assembly points for your particular classes. Please discuss these procedures with your class so that all
students are familiar with them prior to future evacuations.
Discovering a Fire
Any adult discovering a fire should take the following actions:
• Take students from the immediate area and send them to the designated safe place;
• Raise the alarm, by the quickest means available (Break fire alarm glass, if necessary);
• Working in conjunction with a colleague, contact the main office and give details of the fire;
• Use a fire extinguisher if it is considered that the fire can be brought under control quickly.
Fire Alarm
A continuous bell will sound the alarm. When the alarm sounds everyone must immediately stop all activities and follow
evacuation procedures.
Fire Drills
There will be regular fire drills operated by the Business Administrator. Evacuation procedures are posted in every room by
the ISS Eastpoint Senior Facilities Manager. Make sure that you and your students are familiar with the procedures.
Evacuation Procedures
On hearing the fire bell, switch off all electric power and immediately leave the room. Students line up outside their
classrooms and the teachers must then lead their class down the designated fire exit to the Assembly area. Students will
walk quietly keeping to the left of the stairwell. Under no circumstances should students run.
Students who are not in their classroom when the alarm sounds; should walk in an orderly fashion and report to their
teacher’s designated assembly area.
Each classroom or area in the school has been allocated a stairwell to be used in the case of an evacuation (provided it is
safe to use the allocated stairwell). Staff, students and fire wardens should be familiar with the plan for evacuation and use of
the allocated stairwell.
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What to remember:
• Always remain calm;
• Do not stop to collect personal belongings;
• Follow instructions;
• Do close the door after leaving the room;
• Do not run;
• Do not use lifts;
• Do not open a door if you suspect that there is a fire on the other side;
• Do not carry anything;
• Do not panic or push those in front of you;
• Always follow the instructions given by the Fire Evacuation Wardens;
• Do not re-enter the building until advised by the Chief Marshal.
Mobility impaired persons are to be assisted to the fire exit, or other safe area, and left in the care of the floor fire warden or
their personal helper. The position of the impaired person is to be reported to the Chief Marshal who will advise Emergency
Services.
Evacuation will be out onto the field as per the Assembly procedures. The electronic doors at 1/F blue car park entrance
open automatically upon activation of the fire alarm.
Assembly Procedures
In the event of an evacuation all persons on the school premises will assemble on the field.
During Term time:
In the event that the Chief Marshal is not close at hand to their records, an updated Evacuation List and a copy of our current
class lists are to remain with GF security. Security staff will, after opening the main green gates for Fire Services and the
Chief Marshal or most senior staff member on duty will collect this from them. The appointed Assembly Marshals will account
for all persons on the school premises in the case of an evacuation. These marshals can be identified by a light reflected
red/yellow “Marshal’s vest”.
Description
Marshal
Deputy
Chief Marshal
All Fire Wardens & Marshalls must report after ensuring their David Christmas
Brendan Kean
floor/areas are clear
Teachers’ Marshal - with classes or homerooms
Primary – Veronica Arnold
Secondary – Gita Bhaumik
Tracey Manning
Teachers’ Marshal - not allocated to a class & Executive team
School Support Officers, Administration Staff and parents and
visitors
Contractors’ staff
Student Dismissal

Fran Wong
Angela Tung

Carmen Lo

ISS Eastpoint Admin.
Howard West

Security

Procedure for Assembly
Teachers lead students to the assembly area on the field along the Norfolk Road side. Markers identify classes. Classroom
and Homeroom teachers and the School Nurse will account for all students and then report to:
Teachers’ Marshal – teachers with classes or homerooms

Veronica Arnold (Primary);
Gita Bhaumik (Secondary)

Note: Early Childhood Classroom Assistants also report to Mrs Arnold (as they will assist the Class Teacher with supervision of their students)

Teachers’ Marshal – teachers not allocated to a class

Fran Wong

Support and Administration Staff, ISS Eastpoint Cleaners, Chartwells catering staff and all other visitors assemble at
the Waterloo end of the field. Support and Administration staff report to the Support and Administration Staff Marshal –
Angela Tung. Classroom assistants then proceed to assist classroom teachers as required.
Support and Administration Staff Marshal
Angela Tung
All parent helpers/visitors (excluding contractors) also report to the Staff Marshal.
Contractors Marshal
ISS Eastpoint Admin Assistant
The Cleaning Supervisor and the Chartwells staff along with any on-site contractor supervisors will account for their staff and
report to the Contractors Marshal. Security Guards will provide the Contractors Marshall with the list of any visitors to the
school at the time of the alarm.
Process
When each Marshall has fully accounted for persons in their area of responsibility, they should report to the Chief Marshal.
Students and staff will be allowed to return to the building at the direction of the Chief Marshal only, upon the
recommendation of the emergency personnel. Return to classes will occur on the advice of the Chief Marshal and will be on
a class by class basis. Teachers will move off with their class. Students will return to class in the same orderly fashion as
they descended. Communication will be by megaphone.
18

Role and Responsibilities of Appointed Wardens
Evacuation wardens, on hearing the fire/emergency alarm:
• Put on your warden’s vest;
• Ensure your allocated floor/s are clear;
• Always remain calm;
• Do not stop to collect personal belongings;
• Follow instructions;
• Ensure doors are closed;
• Do not run;
• Do not use lifts;
• Do not open a door if you suspect that there is a fire on the other side;
• Do not carry anything;
• Do not panic or push those in front of you;
• Always follow the instructions given by the Chief Marshal;
• Do not re-enter the building until advised by the Chief Marshal.
Role and Responsibilities of the Assembly Marshals
The Assembly Marshalls account for all persons on the school premises in an evacuation of the building.
Chief Marshal – David Christmas
• is responsible to ensure that all students, staff and visitors are accounted for;
• in consultation with the emergency services personnel and our Senior Facilities Manager, the Chief Marshall authorises
the re-occupation of the premises.
Teachers’ Marshal – Veronica Arnold / Gita Bhaumik / Fran Wong
• Accounts for all teachers and students (through their classroom or homeroom teachers);

Veronica Arnold and Gita Bhaumik, have a list of absent students, which teachers should check if there is doubt as to whether a student is present at
school.

• Early Childhood Classroom Assistants will also report to the Primary Teacher Marshal.

Support and Administration Staff Marshal – Angela Tung / Deputy – Carmen Lo
• Accounts for all non-teaching staff, parent helpers and visitors. They refer to the staff and visitor lists supplied by the
security staff.
Contractors’ Marshal – ISS Eastpoint Administrator
• accounts for all contractors and through their supervisors, Cleaning and Chartwells staff. They refer to the staff and
visitors lists supplied by the security staff.
After all staff, visitors and students are accounted for, each Marshall reports to the Chief Marshal.
Floor Wardens Listing
Floor
Name of Warden
C/P, G/F, 1/F
2/F
3/F
4/F
5/F
6/F
7/F
8/F
9/F
Stair Wardens

Area

Name of Deputy

Out of Hours

Security Guards

Entire area

Security Guards

Security Guards

Peter Stapleton
Paul Ng
Lynette Wong
Agnes Lam
Kerry Ruse
Kitty Wong
Feona Crawford
Hill Tang
Chris Walsh
Robyn Gregory
Julian Sabnani
Claire Lo
Eva Tam
Jacky Bliss
Evan Cheung

Entire floor
Entire floor
Entire floor
Entire floor
Entire floor
Entire floor
Entire floor
Entire floor
Entire floor
Entire floor
Entire floor
Entire floor
Entire floor
Entire floor
Entire floor
Entire floor
Glenn Carter

Cameron Reed
Cameron Reed
Cameron Reed
Cameron Reed
Cameron Reed
Cameron Reed
Cameron Reed
Cameron Reed
Peter Phillips
Peter Phillips
Peter Phillips
Peter Phillips
Peter Phillips
Peter Phillips
Peter Phillips
Peter Phillips

Security Guards
Security Guards
Security Guards
Security Guards
Security Guards
Security Guards
Security Guards
Security Guards
Security Guards
Security Guards
Security Guards
Security Guards
Security Guards
Security Guards
Security Guards
Security Guards
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During non-school days:
If the Chief Fire Marshal is absent, Senior Facilities Manager or security staff will assume the role of Chief Fire Marshall in
the absence of any senior AISHK staff member.
If the fire alarm is activated, all persons in the building are to immediately make their way down the nearest staircase to the
field (on the Norfolk Road side of the fence).
They are to remain there until ISS Facilities Management (or security) staff advise it is safe to re-enter the building following
Fire Services and facilities technician’s inspection.
The Business Administrator or Office Manager should be advised immediately.

Containment Procedure
This procedure aims to ensure that students and staff are safe in the highly unlikely situation that a significant danger
presents itself on the premises or immediately outside school premises which requires students and staff to be locked within
the building for their own safety.
This procedure applies to all teaching/non-teaching staff, parent volunteers, parents, students and members of the
community visiting the school premises. Such highly unlikely situations could involve the presence of a dangerous intruder, a
violent person in or outside the school, a hostage situation, the potential use of a lethal weapon or a hazardous situation
such as a chemical spill or fire, which makes it dangerous for students, staff or visitors to be outside.
The Business Administrator, or another member of school staff designated by the Head of School, will schedule at least one
practice lockdown drill per year and will be responsible to ensure all staff members are clear about the procedure before the
practice drill takes place. Students will be reminded of the lockdown procedure periodically during the year.
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CHECK LIST FOR CONTAINMENT ALERT
An ALERT will be played over the PA system (Waltzing Matilda)
It is important for all teachers/staff to remain calm and assure students and visitors that the situation is under control.
Lockdown during School hours:
• Lock door from inside. Remain silent.
• Students/Staff should be positioned against the corridor wall in the most non-visible corner.
• In the case of classroom with high visibility: under desks, laying down.
• Students and adults who are in corridors are to move into the closest occupied classroom.
• Physical education classes being held in the gym, sports hall, or pool should move to the equipment rooms/changing
rooms.
• Any classes using the library and technical rooms should stay in these rooms and lock all the doors from within.
• Those in the general administration area should move into offices, or classrooms, if possible, and secure the area at
both ends
• All staff, other than teachers with classes, are to remain in their working area (offices/ staffroom/ kitchen) – all doors
must be locked from within.
• Blinds should be closed.
• All windows should be closed.
• Lights and air conditioners must be turned off.
• Staff must ensure all forms of communication immediately cease.
• All mobile phones need to be turned off and no calls made. If phones go off in bags etc they should not be answered or
retrieved.
• The use of email and texting is forbidden.
• Any landlines should be unplugged, or the receiver unhooked.
If not compromised, the 9F Office will become the primary place for emergency operations.
No one is permitted to leave, and no one, including a parent, is allowed into the building/on school grounds during a
lockdown.
Security guards on the GF will lock the main door before going into the main office area
Remain in your position until the “all clear” is announced.
“All clear” is designated by the normal bell rung three times and an announcement by the Head of School or his designate
stating the “All clear”.
A register of all students, staff, and visitors in their classroom or area should be done and sent to the appropriate Office.
Students/visitors without a teacher should go to the nearest classroom with a teacher to be registered.

EXTRA-CURRICULAR ACTIVITIES

(see Parent Handbook for further information)
AISHK encourages children to spend some time on extra-curricular activities.

EXCURSIONS

During the year teachers may undertake excursions in connection with the curriculum. Teachers will provide their Head of
Division with a proposal for the excursion. These are available on the Teacher drive, ‘2020 Forms’. Staff are not to inform
parents of the excursion until it has been approved by the Head of Division.
Parents will have already authorised AISHK to take their child on an excursion via our Brief Local Excursion permission form.
As long as the excursion/trip is within a 20km radius of the school, no further permission is required under the Education
Bureau guidelines. If the excursion is beyond 20km from school, then an excursion permission form to parents is required.
Once approval has been given, in the Primary Division, parents should be notified by either the School App, an email from
the class teacher/and or Division Office, informing them of an upcoming excursion and the arrangements. In the Secondary
Division, excursion notification is provided to parents via the School App or by an email from the teacher in charge of the trip.
Emails should always be cc’d to the relevant Division Office.
The 9F Administration Office staff will book buses when a duly approved and completed Excursion Variation to Routine
Application Form has been submitted. Please give adequate notice so that buses can be organised in a timely manner.
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The procedure to follow is:
• Excursion proposal form which includes costing, the risk assessment, student attendance, medical information and the
draft advice to parents and should be given to the Head of Division for approval;
• Once approved, the bus booking form and risk assessment is submitted to the 9F office for processing;
• Notifications to police, Country Parks, LCSD, etc. are to be completed;
• Cancel a booked bus if no longer required.
FLEXIBLE HOURS/TIME BANK POLICY – SCHOOL SUPPORT AND ADMINISTRATION STAFF
This policy recognises that School support and administration staff can be employed on a “term time only” basis or on a “full
time” basis.
Where staff are employed for term time only they will be paid on the basis that they attend on days when students are at
School plus professional development days. Any subsequent days should be addressed through the completion of a time
sheet which is signed by the Line Manager and submitted to the Director of Human Resources.
Full time (non-term time) administration and support staff will be entitled to twenty (20) days annual leave and all public
holidays (may exceed 12 work days). Normal work hours will be stated in their contract of employment. eg. 8:00am to
4:30pm.
Where for operational purposes, full time staff are required to work in excess of their set hours during term times, they will be
allowed to accumulate excess hours in a time bank to be used during school holiday periods. Accumulated time must be
used during each school holiday break. No accumulated time will be allowed to be carried over to subsequent term periods.
Approval to work excess hours must be obtained from the line manager in collaboration with the Business Administrator,
prior to the excess time being worked.
Excess hours must be recorded on the “Overtime Record” form and duly signed by the Employee and Line Manager. The
days when the excess days are to be taken during school holiday periods must be agreed with the line manager and then
approved by the Business Administrator.

EXTREME WEATHER CONDITIONS

This section explains our school policy if there is extreme weather such as a tropical cyclone or severe rainstorm. In these
situations, our school follows the Hong Kong public authorities’ instructions. Please check our website for the latest
information and instructions, listen to the radio and visit the Hong Kong weather observatory website.
Air Pollution
Hong Kong suffers from changeable air quality throughout the year. If a child has asthma or allergies, parents are asked to
make sure that they have alerted the School when their child is enrolled. The School Nurse collates a list of these students
and makes sure their teachers know what to do if the air quality is poor. This is called the air pollution index list.
At 8:00am each day we monitor pollution readings taken from the Kwun Tong and Sham Shui Po recording stations
(published by the Environmental Protection Department, www.epd-asg.gove.hk/eindex.php). If the air pollution index is
expected to be high or very high, we will also be alerted by the Education Bureau.
We continue to monitor the pollution readings throughout the day and modify activities as necessary. Staff will be informed of
any changes to activities.
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Rainstorms
The Education Department, through the Hong Kong Observatory has a rainstorm warning system to deal with emergencies
that may arise as a result of the weather. Please review these procedures carefully. AISHK will abide by them should any of
the eventualities described make it necessary to do so.
Heavy Persistent Rain - Rainstorm Warning System
The revised rainstorm warning system - namely, the AMBER-RED-BLACK colour coded alert, has incorporated a forecast
element. The AMBER signal will be issued as an early alert to flooding in low-lying areas and possible heavy rain generally.
The RED and BLACK signals may be issued before the respective prescribed rainfall levels are reached to warn of imminent
rainstorms. The revised rainstorm warning system is independent of other weather warnings, including tropical cyclone
signals and landslip warnings.
As local severe rainstorms are extremely difficult to forecast and may develop and dissipate rapidly, there will be situations
when a RED signal is not preceded by an AMBER. Similarly, a BLACK may be issued without a RED. Once issued, the
signals will be broadcast over radio and television.
It is possible that weather conditions in some districts could be much more severe than in others. It is possible therefore that
severe weather conditions in a student's home district could prevent the student from attending school even though AISHK
remains open because weather conditions are not so severe in the school’s district.
Closure of Individual Schools: Alternatively, if local weather, road, slope, traffic or transport conditions
warrant the closure of AISHK and a general announcement has not been made by the Director of Education, a School Head
may close the school and then notify the District Education Office concerned as soon as possible afterwards. The
announcement should be made, whenever possible, before students set out for school.
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Rainstorm Warning Policy for AISHK
When the Rainstorm
Warning Notice is
Posted
AMBER

RED
Before leaving home
for school.
(Usually between
5:30am and 8:00am)

BLACK
Before leaving home
for school.
(Usually between
5:30am and 8:00am)

RED / BLACK
When classes are in
session.

Hong Kong EDB Mandated Action to be
taken
All schools, including kindergartens, to
operate as usual
Whole-day school classes to be suspended
all day. School tests and examinations to be
postponed.
If the warning is issued at or after
8:00am, students should continue to
school, and attend classes at school.

Whole-day school classes to be suspended
all day. School tests and examinations to be
postponed.
If the warning is issued at or after 8:00am,
students should continue to school, and
attend classes at school.

Schools to continue until the end of the
normal school hours and conditions are
safe for students to return home.

AISHK Procedure

AISHK will continue as usual.
All staff to arrive at school as usual.
Classes will be cancelled if the warning is
issued before 8:00am.
If the warning is issued at or after
8:00am, students should continue their
journey to school and attend classes as
usual.
Classes will be cancelled if the warning is
issued before 8:00am.
Staff are to remain at home.
If the warning is issued at or after 8:00am,
students will continue their journey to school
and attend classes as usual.
Staff are required to be at school if the signal
is raised at or after 8:00am.
AISHK continues until the end of the normal
school hours and conditions are safe for
students to return home.
Staff do not leave if it is unsafe to do so, and
not until all student departures are safely
completed.

Typhoons
Typically, the typhoon season in Hong Kong is from May to October. Each year Hong Kong may experience a number of
typhoons of differing intensity.
If schools are in session, and the Director of Education believes that the Typhoon Signal No. 8 is to be raised, he/she will
make a public announcement advising the timing for the closing of schools.
On the raising of the Typhoon warning signal No. 8 or higher, if schools are in session at that time, students will be instructed
to go home, provided that safe and adequate arrangements can be made. Bus children will return home, on the school bus,
as soon as possible, unless parents are notified otherwise. Staff are required to manage the departure of all students before
they have permission to leave the campus. Please note that when the public authorities announce that Kindergartens are
closed, this applies to our Reception classes only.
All advice about AISHK cancellation of classes will be flagged on the School website. Parents will be advised via a School
App Alert.
Typhoon Warnings
In the event of Typhoons, the school's policy is to follow instructions given by the relevant authorities usually the Hong Kong
Observatory and the Education Bureau.
SIGNAL

ACTION TO BE TAKEN

Hoisting No. 1 signal

All classes operate as usual.

Hoisting No. 3 signal

Reception year to close. Other classes to operate as
usual unless advised otherwise.

Hoisting Pre-No.8/No. 8 signal or above

All schools to close.

Lowering to No. 3 or lowering all signals

All classes to resume the next day
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Student Dismissal in Typhoon Signal 8
Upon the announcement of Typhoon Signal No. 8:
Secondary
• When the cessation of classes is announced, Secondary students are to move directly to their homeroom groups to
receive dismissal instructions;
• Teachers are to confirm and record all modes and times of dismissal;
• Secondary students who travel home independently are to be dismissed directly from their homeroom class groups;
• Secondary students who are required to accompany their younger siblings home, will report to the relevant Primary
classroom to collect their sibling/s;
• Secondary students who travel by bus will follow bus travel instructions.
Primary
• Primary classroom teachers will record on their typhoon dismissal list, the student mode, time and name of carer
accompanying the students for all departures;
• Students who normally travel home on their own or by public transport can be dismissed directly from their classroom;
• Students who are to be picked up by helpers, parents and siblings should wait in the classroom until collected;
• Students travelling by bus are to wait in the classroom until their specific bus is called over the P.A. system. Students will
then be sent down to their respective bus;
• Teachers are to wait in the classroom with their students until they are all dismissed via bus departures or carers;
• Students who have not departed during the designated dismissal time may be taken to wait for collection, with essential
staff, in the 2F Auditorium.
Bus announcements
Announcements will be made as buses arrive at the school and bus students should then be sent down in their bus groups to
the car park area.
Visitor arrivals at school
Parents and helpers will be directed from the atrium area to the specific classroom and teacher, from where the student will
be dismissed.
Work Arrangements in Times of Typhoons and Storm Warnings
The School policy is formulated in the context of the Hong Kong Labour Department regulations. Prime consideration at all
times will be the safety of the staff and the students.
Release from Work (when storm and typhoon announcements are made during the working day).
• When it is announced that Typhoon Signal No. 8 will be hoisted in the next two (2) hours, during the teaching day, those
staff members living on outlying islands will be released as soon as practicable;
• All other staff will be released as soon as all students have left the school premises. Essential staff, which shall include
the Head of School, Head of Division and Business Administrator, will remain until all students and staff have safely left
the premises;
• If a BLACK Rainstorm warning is issued during working hours, staff will remain on duty. If the signal is still in force at the
close of the school day, staff will remain until all students are able to be safely released once the signal is lowered;
• Once all students have been safely released, staff may leave. However, if it is not safe to travel home, staff will be able to
remain at school until it is safe to do so.
Staff Emergency Release Procedures – Summary Points
• Check the AISHK Website Emergency Notice posted on the website for the dismissal timings;
• Listen to the P.A. announcement of the impending typhoon dismissal timings;
• Staff will then commence student dismissal procedures according to instructions and the timings;
• Check for any updates on the AISHK School App.
Staff release to travel home
• Once all students have been dismissed from their class, the marked class list should be given to the relevant division
office so that any queries on student departures can be answered;
• Staff living on outlying islands will be given priority in departure;
• All staff are required to sign out from the reception area or relevant division office, as they depart the school premises;
• Staff must have closed up their classrooms, shut windows, turned off power and removed outdoor items in preparation for
storm conditions, before they depart the premises.
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Reporting for Work
• When a Typhoon Signal No. 3 is hoisted, or AMBER or RED Rainstorm Warning is in force, all staff are required to work;
• When a Typhoon Signal No. 8 is hoisted, staff are not required to report to work;
• When a BLACK Rainstorm warning is in force, prior to 8:00am, staff are not required to report to work;
• If a staff member knows it is safe to come to work, they are welcome to do so;
• Should a staff member be concerned about travel safety due to the weather conditions in their area, please contact the
Head of Division by phone and discuss;
• The School premises will be kept open during all rainstorm events.
Resumption of Work
Before 8:00am, should school classes be suspended due to a Typhoon No. 8 signal, teachers, all support staff and
administration staff are not required to report for duty at school at any time during that day. This means that even if the
Typhoon Signal No. 8 is cancelled before 11.00am, staff are not required to report to the work that day.
Before the 8:00am start of the school day, should school classes be suspended due to a BLACK Rainstorm warning, staff
are not required to report to work during the day.
In circumstances when staff are not required to return to work, staff may choose to do so, provided it is safe to do so, as the
school campus will be open.
Payment of Wages and Allowances
Normal wages will be granted when staff are not required to work in times of typhoons or rainstorms.
• No other entitlements will be affected when staff are not required to work in times of typhoons or rainstorms.

GIFTS TO STAFF MEMBERS

From time to time, grateful parents and students may wish to give teachers and other staff members small gifts in
appreciation of their efforts. Within strict limits, there is no reason why such small gifts should not be accepted. However, all
staff members are reminded that professional standards must apply.
If gifts are of such size, or in such number, that they provoke attention, the staff member concerned should either decline the
gift, or consult with the Head of Division/Head of School.
Staff may, from time to time, also be involved in social and cultural events where the presentation or exchange of token gifts
is customary or where official gifts are presented and exchanged. In such instances the School deems it reasonable and
appropriate for official representatives of the School to accept token or official gifts of nominal value on behalf of the School
provided any such gifts accepted are reported to the Head of Division, Business Administrator or Head of School.

INCOME TAX

Hong Kong income tax is payable annually in arrears. The school notifies the Hong Kong Inland Revenue Department of the
total salary paid to each member of staff in the year from April to March. A copy of this form is given to the employee who
then completes a self-assessment form. Inland Revenue will then send each member of staff a tax assessment showing two
dates for payment of tax.
As a guide for new teachers, setting aside 20% of your salary each month will ensure your first tax liability can be met. You
can also arrange Electronic Tax Reserve Certificates which can be purchased through monthly deductions by bank autopay.
Information can be obtained from https://www.ird.gov.hk/eng/tax/trc.htm#faq
You are required to pay all outstanding income tax before final departure from Hong Kong.
Tax should be paid on or before the due date as stipulated in the notice of assessment. If tax is not paid on the due date, tax
is deemed to be in default. The Inland Revenue Department (IRD) will take immediate actions to secure tax payment and
recover the tax from the tax-defaulters.
Further information on tax payments can be obtained from http://www.ird.gov.hk/eng/welcome.htm
However, the following general guidelines apply:
You, as a taxpayer should:
• pay tax on time to avoid penalty and recovery actions;
• pay tax before the due date even if you object or appeal against the assessment unless the Inland Revenue Department
agree to hold over the tax;
• make tax clearance before departures from Hong Kong for any period exceeding one month;
• apply for installment payment before the tax due date in case of genuine financial difficulties. The Inland Revenue
Department does consider realistic and reasonable repayment proposals supported by bank statements, commitments,
etc. Please take note that a surcharge remains payable for all unsettled tax after the due date.
Remember to inform the Inland Revenue Department of your new address within one month upon the change of your
address. This enables you to receive all tax returns and assessment notices issued by the Inland Revenue Department in
good time.
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To calculate the amount of tax payable you can go to the Inland Revenue Department computation program –
https://www.gov.hk/en/residents/taxes/etax/services/tax_computation.htm
Recovery Actions taken by the Inland Revenue Department:
• Imposition of surcharges;
• 5% will be imposed on the total amount of tax in default including the second instalment amount which will be due
immediately if the first instalment is not paid by the due date;
• 10% will be further imposed on all unpaid amount (including 5% surcharge) after the expiry of 6 months from the due date.
Issue of recovery notice to third parties including the employer, banker, tenant, debtor and customer etc, who owes or holds
money due to the defaulting taxpayer:
• Recovery notices to third party are normally issued if the tax inclusive of any surcharge imposed remains unsettled. (This
means that we as your employer will be requested by the Inland Revenue Department to hold sufficient funds from your
salary payment until proof of tax payment has been made);
• The person to whom the recovery notice is issued must pay the money, if any, not exceeding the amount of tax in default
held on account of the defaulter to the Inland Revenue Department within a stipulated time. Failure to do so will render
the person personally liable for the whole of the tax which he was required to pay.
Institution of recovery proceedings in the District Court
The Inland Revenue Department may apply to the District Court to institute civil jurisdiction action against tax defaulter in
respect of the overdue tax. The defaulter will be liable to the court fee, fixed costs and interest on the judgment sum from the
date of commencement of proceedings to the date of full settlement in addition to the outstanding tax due entry of judgment.
If the outstanding judgment debt remains unsettled, the Inland Revenue Department will issue a writ of fieri facias to levy
executive against the movable property of the defaulter or apply for charging order on the immovable property belonging to
the defaulter. In warranted cases, bankruptcy/liquidation proceedings will be pursued.
Payment of tax before departure from Hong Kong:
Employees are required to pay their final tax payment before they depart Hong Kong in order for their final salary payment to
be made.
NB: If a person has not paid all tax assessed upon them and intends to depart from Hong Kong to reside elsewhere, the
Commissioner of Inland Revenue may apply to the District Court for a direction to prevent the person from departing Hong
Kong.
Where a staff member rents a property then a rental reimbursement entitlement may be applicable provided the following
guidelines are adhered to:
• The employee will be required to complete a rental reimbursement application form;
• The name of the employee claiming the rental reimbursement entitlement must appear on the rental agreement;
• A copy of the current duly stamped rental agreement and the original rental receipts for the period being claimed should
be provided to the school accountant with the application;
• Only one rental reimbursement entitlement per married couple can be claimed;
• Should accommodation be changed during the financial year, in order to retain the rental reimbursement entitlement, the
new rental agreement and a copy of one month’s rental receipt must be provided to the school accountant with a
completed application form within 10 days of the changeover transaction being completed;
• The accepted rental reimbursement claim form should be retained with your employment contract.
See the school’s Rental Reimbursement Policy for full details of entitlement.
Mandatory Provident Fund
A Mandatory Provident Fund (MPF) Schemes Ordinance (“the Ordinance”), as amended by the Provident Fund Schemes
Legislation (Amendment) Ordinance, 1998 (“Amendment Ordinance”), came into effect on 1st December 2000. Section 7A of
the Ordinance requires the Foundation to make a monthly contribution in respect of each teacher to a scheme registered
under the Mandatory Provident Fund Schemes Ordinance for the term of a contract at the statutory contribution rate (i.e. 5%
of monthly relevant income or $1,500 whichever is less).
The Mandatory Provident Fund Schemes Ordinance also requires employees, other than those who provide evidence of
membership of a retirement scheme outside of Hong Kong, to make contributions for the term of a contract at the statutory
contribution rate (i.e. 5% of monthly relevant income or $1,500 whichever is less). Employees may choose to contribute
voluntarily funds in addition to the mandatory contributions. You may apply for reimbursement of your contributions to the
Mandatory Provident Fund prior to your final departure from Hong Kong.
At the time of employment, the school accountant will confirm with you within the 60-day permitted period as to whether you
wish to participate in the Mandatory Provident Fund Scheme or in the case of a locally employed staff member transfer to the
school-based scheme.
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Exemptions to Mandatory Provident Fund payments:
Staff members employed from overseas needing an employment visa to work in Hong Kong and who are currently a member
of an overseas retirement scheme, are exempted from joining an MPF scheme.
Staff members within this category can elect to join the Mandatory Provident Fund Scheme as an additional superannuation
scheme within the first 13-month employment period.
In cases where employees are not a member of an overseas retirement scheme and need an employment visa to work in
Hong Kong are exempted from the MPF requirements if they are employed and permitted to remain in Hong Kong for a
period of not more than 13 months. However, should their contract be renewed, they would be required to participate in the
scheme.

LAPTOP USE AND INTERNET ACCESS

The school provides all staff with access to either a laptop or desktop computer. Teaching staff are allocated a laptop, which
the IT Department will issue to the teacher on typically their first day of employment. The laptop would be supplied with a
charger and a carrying case and would have all of the required software pre-installed. Should any loss or damage be
incurred to the laptop, this should be reported to the IT Department as soon as possible.
All staff computers, whether laptop or desktop, will be in good condition, and will meet the processing requirements of the
typical tasks of the staff member concerned, within their role. Computers will also have appropriate security software to
ensure they meet the data security requirements to safely connect to school network resources so as to enable saving of
work, printing and access the internet and intranet resources provided by the School.
All new staff will receive a brief IT orientation with either the Director of IT or the IT Systems Manager to go through the
usage of the school systems within their first few days of employment.
It is good practice for staff passwords to be changed at least every six (6) months, in accordance with the Staff Password
Policy
All staff must sign the Acceptable Usage Policy agreeing to abide by the School computer use and internet access rules.
Any queries can be directed to itsupport@aishk.edu.hk

MEDICAL

Student Medical Records
Parents have been requested to fill in a Student Medical and Emergency Form for each child at time of enrolment. Any
changes to these details are then either updated via the Parent Lounge or via contact with the School Nurse. All medications
for students should be given to the School Nurse for storage and administration (See Parent Handbook for details of
procedures). Staff should not administer medication to students.
Staff Medical Scheme
Staff are able to enrol in the school medical and dental schemes run through Dr Vios and Partners and information is
provided at the end of each medical contract period. As this is a voluntary scheme, staff are required to request enrolment in
writing to the Director of Human Resources. Staff may also pay for spouses and children to be enrolled.
You must be enrolled in the school medical scheme to be eligible for enrolment in the school dental scheme coverage.
Details of the schemes and benefits available can be obtained through the Director of Human Resources or at
P:\Staff_Information\Medical Information\2020

PERFORMANCE MANAGEMENT

AISHK has expectations about all staff and a commitment to providing world class learning and teaching. As we are a
Learning Community the learning outcomes for students are strongly influenced by the quality of teaching and the ongoing
professional growth of the staff. We have a clear set of expectations and processes and mechanisms which provide us all
with feedback about our performance in our role – our strengths and areas for improvement. We develop plans and tailor our
professional learning accordingly. As a world class school our staff will be planning career pathways with the potential of
being in demand across the world. We link the areas which staff identify as their own professional learning needs to the
whole school Professional Learning program.
A crucial component of a professional performance management process is that it has a positive and collegial ethos, is
based on trust and supports professional sharing. Every staff member has a right to feedback about ongoing professional
growth. The School’s Executive team would be failing in its duty if it did not seek authentic information and provide feedback
about the quality of individual staff members’ work as part of the employment and contract renewal process. There is also an
established grievance process within the school so that there is an avenue to air and resolve differences.
Line Management
It is expected that all school employees are supervised and appraised by their respective Line Manager(s). Line Managers
will normally be those school personnel to whom employees would report directly for direction and professional guidance. eg.
Teacher to Head of KLA/Year/Head of Department/Deans.
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All new staff are on probation for six (6) months. Towards the end of the probation period, staff will meet with their line
manager/Head of Division to discuss their performance. The probation report is then signed off by the Head of School. Once
probation is completed a letter will be issued.
In the second year of a teacher’s contract, they will meet with the Head of School and Head of Division to discuss the
teacher’s performance and whether a new contract will be offered. It must be understood that contracts are not automatically
ongoing or renewed; as renewal is dependent on performance.
In the event an employee works within two (2) or more areas of the School, they will be expected to work with all relevant line
managers.
Each staff member is expected to meet with their designated line manager on at least two (2) occasions over the year and
maintain a conversation about their ongoing Profession Learning Development.
The Primary and Secondary Heads of Division will shape each Division’s process according to their specific contexts and will
also focus on those personnel whose contracts are in the renewal phase.
At the conclusion of a contract, and prior to leaving Hong Kong, staff members will not be allowed time from duties to visit tax
or immigration offices except for one (1) lesson period at the end of a day only. Requests for such time release must be
made to the Head of Division.
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POSITIONS OF LEADERSHIP AND RESONSIBILITY
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Administration and Support Staff Organisational Chart
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PROFESSIONAL LEARNING

Rationale
Australian International School Hong Kong (AISHK) is a centre of learning where all staff adopt and practice an attitude of
continual self-improvement through professional and personal learning and embed this learning into pedagogical practice.
The on-going enhancement of student outcomes is closely aligned to an emphasis on personal and professional learning
and development.
AISHK recognises that the learning needs and interests of staff is highly individual in nature and requires a differentiated
approach; at the same time, school priorities are central to our work and require a whole school approach. Collaborative
learning through teamwork, sharing and informed feedback provides a supportive framework for this learning.
Professional learning at AISHK is underpinned by the following principles:
• Student learning is at the centre of everything we do;
• Improving the effectiveness of teaching is vital in enhancing School performance; and
• Effective goal-setting, appraisal and constructive feedback is part of a comprehensive strategy to improve learning.
High performing education systems seek to increase the quality – not the quantity – of teaching. Research from around the
world suggests that efforts to improve schools by decreasing class sizes and increasing the time teachers spend in the
classroom have been largely ineffective.
High performing systems demonstrate that teaching improves when teachers learn from each other. They ensure that
teachers are mentored and teach classes in front of skilled observers, who provide constructive feedback. They make time
for teachers to engage in professional dialogue with a view to improving student learning
Professional Learning at AISHK will:
• be based on the AITSL Teaching Standards;
• be based on clearly identified needs, initiatives and priorities at the whole school, division, year level or Key Learning
Area (KLA) level;
• be undertaken within the scope of a carefully designed Professional Learning Budget;
• support and encourage opportunities for individual professional growth that are aligned to the broader needs, initiatives
and priorities of the school;
• utilise the knowledge, skills and expertise of existing AISHK staff in delivering appropriate professional learning
experiences that genuinely build teacher capacity;
• access the knowledge, skills and expertise of external providers who are able to deliver effective “in-house” professional
learning experiences at AISHK across the whole school and/or within a division, year level or KLA;
• promote attendance at external conferences, courses and workshops that that are clearly aligned with the broader needs,
initiatives and priorities of the school;
• encourage teacher collaboration which focuses more on improved learning outcomes and less on administrative issues;
• continue to actively promote and encourage a culture of teacher coaching, mentoring and improvement that is intensive
and involves regular classroom observation and feedback;
• involve all staff participating in professional learning groups, who meet regularly to discuss, investigate and research
factors, trends and initiatives which may improve their skills, knowledge, expertise and teaching practice.
Approach
The aim for staff professional learning is to be strategic, pedagogy focused and cost effective. A priority requirement is to
minimise the absence from class room teaching time. This means that the delivery of professional learning at AISHK will
have an emphasis, in order of preference, of:
• In-house, utilising professionals invited to deliver to teams at school; teams working on Professional Learning together;
• On-line, utilising webinars and internet-based conferencing and workshops for teams or individuals;
• In Hong Kong, in combination with other schools and organisation;
• External conferences, workshops and visitations.
Therefore, professional learning opportunities, which are designed for teams working here at school, and utilise the
professional services of skilled and accredited providers, will most readily receive approval and will be most strongly
supported by the School Executive.
Applying to Undertake Professional Learning
For all school supported professional learning, a ‘Professional Learning Application Form’ must be completed. Before
approval is given, staff are encouraged and supported to align their professional learning goals to appropriate professional
learning activities. Initial approval of all professional development applications must be given by the relevant line manager.
Final approval rests with the Head of Division and/or Head of School after prior consultation with the School Executive. A
copy of the applicant’s Professional Learning Plan must accompany the application.
On completion of the professional learning activity, there is an expectation that staff will provide feedback on their
involvement in external professional learning as appropriate at the individual, KLA, division or whole school level.
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Peer Observations
Another valuable source of feedback is peer observations where colleagues collaborate in observing each other’s teaching
and then provide feedback and suggestions for improvement. Research shows that adults learn best in an environment of
peer learning. Peer feedback is one of the most effective ways to both learn about yourself and support the development of
others.
For all staff at AISHK, it is expected that peer observation is a normal part of on-going professional learning.
The following conditions provide the foundations for peer-feedback:
• A commitment to performance: staff acknowledge that giving and receiving feedback is not easy, but that the most
effective teachers always ask themselves what they can do to improve their practice;
• A culture of transparency: every staff member is clear in relation to what is expected of them. A common language exists
to talk about these expectations;
• A culture of safety: feedback between staff is given and received with respect. No one holds a grudge after receiving
feedback;
• A commitment to appraisal and feedback: meaningful feedback, based on a comprehensive appraisal of how to improve
teachers’ work, can have a remarkable impact on student learning;
• Examples of coaching and mentoring proformas aligned with the coaching project can be found here;
• Professional Learning Policy
Professional Learning Financials
The following guidelines present a structure for the process and allowances when attending AISHK funded Professional
Learning Experiences.
Professional Learning Allowance
The Professional Learning Allowance for external conferences (outside of Hong Kong) has been structured as follows:
AISHK will pay for:
• Economy class travel;
• transfers to and from the airport or railway station and conference venue;
• conference registration and accommodation.
At most conferences, lunch is provided, and most hotels include breakfast. As such, a meal allowance of $300HKD per day
will be provided to cover your evening meal whilst attending the conference. This allowance does not apply to travel days or
extra days before or after the conference.
All travel is to be organised and booked by the Director of Human Resources. If you wish to upgrade/change your ticket or
change your airline you will be responsible for any additional cost.
All accommodation will be booked by the Director of Human Resources and will usually be the most reasonably priced hotel
nearby the conference venue. If you wish to stay elsewhere, then you will be responsible for any additional cost.
Professional Learning within Hong Kong will have appropriate transport costs covered.
Receipts for conference transport costs are required to claim reimbursement.

PROGRAMMING

General Guidelines
The program for teaching and learning should be a useful working document, used frequently for reference. It should be
concise and logical. Co-operative planning and programming is expected. All teachers are expected to write a teaching
program.
Key Learning Areas
The Key Learning Areas are:
1.
English
2.
Mathematics
3.
Science
4.
Humanities and Social Sciences
5.
The Arts
6.
Technologies
7.
Health & Physical Education
8.
Languages
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ACARA General Capabilities
The ACARA general capabilities should be integrated into all teaching units for all subjects:

Primary Division: The Primary Division follows the ACARA (Australian Curriculum, Assessment and Reporting Authority)
syllabus requirements.
Secondary Division: Programming follows the NESA (New South Wales Education Standards Authority), or IB
(International Baccalaureate) Diploma, syllabus requirements for time allocations in set subjects.
• English
• Mathematics
• L.O.T.E. – Chinese and French
• Science
• Technology
• Human Society and its Environment
• Health, Physical Education and Personal Development
• Creative and Performing Arts
Rationale for Programming
Development of children occurs through continued, sequential learning experiences appropriate to their developmental level.
It does not merely take place automatically due to maturation. It is the school’s responsibility to provide the appropriate
experiences for this development and to cater for individual differentiation within our programming.
The program is evidence of the plans, actions and activities and assessment processes designed to produce specific desired
learning outcomes.
Requirements of a Program
Each teacher's program should be a reflection of the School’s philosophy of education. It is distinctive in its format, teaching
styles and teaching principles.
The program must:
(i) Reflect the curriculum and be consistent with Australian International School Hong Kong's policy and directions.
- Primary Division follow the ACARA syllabus documents and requirements.
- Secondary Division follow the NSW or IB syllabus documentation and requirements;
(ii) Provide evidence of forward planning and documentation of teaching/ learning activities with reference to learner
differences;
(iii) Include a detailed assessment plan;
(iv) Demonstrate the teacher's thoughts, aims, objectives and outcomes, designed to meet the needs of each student within
the context of the immediate community, Australian and Hong Kong society;
(v) Provide evidence or appropriateness and continuity of learning for students and also allow for unexpected outcomes
and possible further development of areas not predicted;
(vi) Evaluation must be an integral part of ongoing learning activities with reference to future improvements.
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It must form a record that shows:
Long term planning:
(i) The program begins with an identification of the needs of the student including an evaluation of their prior
Learning;
(ii) Your personal philosophy of teaching;
(iii) Key Learning Areas:
- Rationale
- Aims
- Objectives or outcomes - based on the aims
- Approach/Organisation including resources to be used
- Evaluation
- Scope and Sequence planning schedules for the year for each subject. In Secondary the schedule is to be
- distributed to classes at the beginning of each school year.
Medium term planning:
(i) Overview for each term;
(ii) Detailed planning for units of work.
Short term planning
(i) Record of daily/weekly planning, teaching/learning activities which will enable students to achieve the outcomes. An
indication of what has been taught and achieved needs to be made. This record needs to indicate how you cater for
learner differences and what information and data you use to evaluate your success.
(ii) Assessment procedures:
- Evaluation should be both formative and summative;
- Formative evaluation involves an ongoing process, which shows refinement of the program, weaknesses to be
followed up and amendments;
- Summative evaluation is a post unit process, which is the basis for activities to follow;
- Assessment For, Of and As Learning must be through the assessment schedule.
Program outlines and Assessment Plans are to be made available to students and parents before the commencement of the
learning program.
Programming Schedule
Programs are submitted as per schedule provided by the Head of Department and Head of Division or at any time as
required by the School Executive.
Program Supervision and Development
Classroom Teacher
Year Level Leader or Head of Department
Head of Early Childhood / Dean of Studies
Head of Division

PUBLICATIONS, COMMUNICATION AND SOCIAL MEDIA

Parents and Community Relations
The Development Office aims to help our school and community through a range of activities such as:
• A publication program;
• The school website;
• Past student and staff (alumni) relations;
• School marketing and promotion;
• Special events management;
• Fundraising.
Publications and Social Media
In line with our vision to be a sustainably responsible organisation, all publications will be issued in digital format.
Dhanara
The official school news website which includes messages from the School Executive and staff, event flyers and recaps,
important reminders, year level newsletters, ECA notices, sports results and fixtures, career and alumni items and Parent
Association news. A related Dhanara email digest highlighting the week’s news items is distributed to staff, students and
parents each Friday afternoon during term time.
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The School App
The AISHK App keeps parents up-to-date with the latest school news and events, timely alerts, urgent notifications, the
school calendar, handy contact information and more. Free of charge and available only to those with AISHK Staff or Parent
log in details, the AISHK can be downloaded and installed by following these instructions. Staff should download the App so
that they can also receive relevant alerts.
Annual Review
Released in Term 1, the AISHK Annual Review features reports from the Board Chairman, School Executive and Board
Committee Chairs. The Annual Review which reports on the school’s achievements and academic results of the preceding
year.
Pathways
A brief, visual report on the public examination results of the preceding year's graduates and their tertiary pathways;
distributed in Term 1 online.
The Lion Rock
A quarterly e-magazine which highlights the successes and achievements of members of the AISHK community during each
school term. Issued to AISHK families, alumni and the wider community at the end of each term, The Lion Rock welcomes
submission suggestions via email to the Development Office.
Yearbook
A collaboration of articles, photos, student artwork, stories and memories generated throughout the year by AISHK staff,
students and alumni. The Yearbook is electronically published at the end of the school year and provides a lasting record for
every student.
Social Media
AISHK manages official accounts which including AISHK Facebook, AISHK Alumni Facebook, AISHK Instagram and AISHK
Sports Instagram. The purpose of AISHK social media channels is to engage with our community and share the
achievements, news and events of our school, including Alumni. Any content uploaded to these channels must be conducted
via the Development Office.
Disclaimer: AISHK may use a student’s image and their name in AISHK publications, photography, website or social media platforms.
Reasonable steps are taken to ensure that the full name and picture of students are not placed together online or in printed publications,
with the exception of the AISHK Yearbook, The Lion Rock and other printed publications for the AISHK community audience.

Please email the Development Office to development@aishk.edu.hk for any submissions or queries in regard to our
School’s publications, communication or media.

RAISING AND RESOLVING CONCERNS/COMPLAINTS

Purpose
The AISHK Grievance Policy provides a set of principles and procedures for the resolution of concerns, complaints and
grievances by staff members.
Policy Statement
Australian International School Hong Kong is committed to ensuring a harmonious, fair and accountable working and
learning environment by ensuring that staff and students have access to processes that allow for grievances, disputes,
problems and complaints to be resolved.
The school community is committed to working together to meet the educational needs of our students. This occurs most
effectively when staff, students and parents are working towards the same ends.
We have an obligation and responsibility to proactively promote a professional workplace free of workplace bullying and
intimidation, whether this is between staff members, parents and staff or staff and students. All grievances will be dealt with
in a supportive environment without victimisation or intimidation of anyone connected with the grievance either during or
subsequent to a grievance resolution procedure.
Recommended Process for Resolving Grievances
At AISHK we value equity, fairness, and honesty and expects that staff with a complaint will directly approach the source of
their concern to resolve it.
Where the concern becomes a formal complaint or grievance, it is expected that all parties, including the School, shall
maintain documentary records of meetings, correspondence, and steps taken to resolve the concern. The steps below are a
guide to help staff.
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Step 1 – Informal Process

Wherever possible, grievances should be resolved by the process of discussion, cooperation and
conciliation.
Some Guidance:
•
Identify your concern and make a note of the details. This helps clarify thoughts and potential
possible solutions.

Step 2 – Informal Process

Discuss the concern directly with the person involved, clearly and objectively stating the problem. Seek to
resolve it in any way that respects the needs of all concerned.
Some Guidance:
• Approach the relevant person at an appropriate time, and in private, to calmly explain your concern.
• Focus on the concern not the person. Avoid personal attacks, name calling or baseless accusations.
• Maintain confidentiality in any discussion.
• If a direct personal approach is too difficult, then write to the person concerned and request a time to
meet in order to discuss and personally resolve the concern.
The aim is to reach an acceptable outcome which restores and maintains good relationships.

Step 3 – Formal Process

A formal complaint or grievance may be initiated if informal procedures are not successful or in situations where the
allegation is more serious, and the informal procedures might be inappropriate.
•
A formal grievance must be put in writing and submitted to the Head of School. An investigation will be entered
upon.
•
A resolution to the grievance is the goal of the process. The Head of School or his/her delegate will consider
actions to date, consult with others as necessary and may arrange a mediation meeting. At the conclusion of
the investigation, the staff member involved will be provided with the outcome and a written report. Unless the
grievance is related to the Head of School, then the Head of School’s resolution will be regarded as final.
•
Any formal grievance relating to alleged impropriety by the Head of School should be directed to the Business
Administrator who is obliged to forward the report to the Board Chair. In such an instance, the Board Chair will
commence relevant investigations, provide a report and determine the outcome.
Possible Outcomes:
•
If the nature of the grievance is directly related to an employee being held to account in terms of completing
their duties as outlined in their employment contract, the Head of School may choose to dismiss the grievance
but must ensure that all parties involved treat each other with professional courtesy and respect.
•
If the grievance is alleging impropriety by the Head of School, then the Board Chair will be contacted.
•
Mediation meeting/s may be scheduled with the Head of School or his/her delegate, the complainant and the
relevant people concerned.
•
The complainant will be provided with a copy of the written statement which details the outcome and includes
details of the reasons for the outcome.
If the parties agree to a resolution, then the matter is closed. In such circumstances both parties will be required to sign a
statement which includes details of the resolution and acknowledges that the matter is resolved.

Step 4

If the grievance is not resolved and the nature of the grievance relates to the Labour Ordinance or other Hong Kong laws, the
nature of the complaint will determine to which regulatory body the complainant may refer the grievance. A useful reference is
http://www.gov.hk/en/residents/employment/labour/
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Your Rights
• All staff can expect to have concerns or grievances treated seriously and confidentially.
• All staff have a right to be supported at any meeting by a friend or representative.

REFERENCES

References for Staff
The usefulness of written references for employment purposes are extremely limited and employers rely much more heavily
on the contact they make with referees. The School will not provide written character references, however the Head of
School will act as a referee, if requested. A Statement of Service will be provided for staff who leave AISHK.
If you are applying for employment and need someone to act as a referee, please discuss it with your line manager and/or
one of the School’s Executive team before you name them in your communication. A good referee is invaluable. Make sure
that you brief them well before they are contacted by your prospective employee. Seeking the assistance of the Executive
Team in relation to career planning enables them to assist in advance.
If you are asked to act as a referee for a colleague, please seek the advice and support of the Head of Division.
References for Students
The School reports we provide are a comprehensive record of each student’s achievements at our School. Please seek
advice from your Head of Division if a request for a reference arises. Personal references for student graduates should not
be written on School letterhead.
The Student Learning Portfolios provided to Primary students have annotated work samples which display a student’s
progress throughout the year. If you are happy to act as a referee for a student, please discuss the request with your Head of
Division before finalising arrangements with parents.

RETIREMENT GUIDELINES

Retirement Age
At AISHK, the retirement age is 65.
Determination of Retirement Commencement
If a teacher turns 64 in the second year of their contract, then they may be entitled to a one (1) year contract for the following
year. The teacher will then retire at the end of the year in which they turn 65. If a teacher turns 65 in the second year of their
contract, then they will retire at the end of that year.
Administration and support staff may retire when they turn 65 or they may retire at the end of the year in which they turn 65.
Other
There will be no contractual rights to the extension of employment after the age of 65. Employer contributions to the MPF
scheme will cease when the employee turns 65.

REPORTING TO PARENTS

Reporting to parents takes place systematically as well as at an appropriate time when there is an identifiable need or a
success worthy of mention. Teachers are expected to inform parents if potential or specific problems arise. This does not
necessarily need to be in a formal format but may be merely a phone call to discuss a point or a note in the diary asking
parents to a meeting. A formal record must be kept of each communication with a parent (in students records file). Reporting
is positive, honest, succinct and informative. Parents should learn as much from your words as from the assessments
indicated. Comments must be aligned with work completion, effort and achievement ratings.
Primary
Early in Term 1, the primary classes hold an Information Evening. The Parent Information Evening gives all parents the
opportunity to meet with their child’s class teacher to discuss curriculum expectations and organisational details. Individual
parent-teacher interviews are held later in Term 1.
Student Learning Portfolios are one of our strategies for reporting to parents. These portfolios include:
• Assessments for, as and of learning;
• Records of outcomes achieved in the Key Learning Areas.
Parent-Teacher interviews take place at the end of Term 1 and a Student Led Conference in Term 3, which will include a
brief discussion with the class teacher. Parents and teachers may call for a meeting to discuss student progress throughout
the year, as deemed necessary.
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A mid-year report and portfolio are presented to parents in Term 2 at an interview which takes the form of a three-way
Student Led Conference. The portfolios are sent home again at the end of Terms 3 and 4 to demonstrate learning
improvement over time.
Written reports, containing details of achievements in the Key Learning Areas, are issued at the end of the school year.
Student reports are published to the Parent Lounge where parents should download for safe keeping.
Secondary
Interim student progress reports are prepared during Term 1 and Parent-Teacher information evenings are held in Term 2, 3
and 4 for selected year levels.
Teachers provide written reports detailing the progress and achievements of each student. Reports can be accessed on the
Parent Lounge at the end of each semester, as advised by the Division Office. Year 12 reports are distributed after each set
of school examinations. Parent-Teacher interviews are scheduled early in Term 3 after parents have accessed the semester
report.
Supplementary information evenings for parents are also held to disseminate information to assist decisions on subject
choices, courses of study and career paths. Parents of Year 10 students are also invited to a senior subject selection and
career counselling session with their child. Such evenings are announced in Dhanara.
Parent Interviews are held at scheduled times during the year as per the School calendar.
Additional interview times are arranged as appropriate. If a parent requests an interview, schedule one and/or, or consult
with your line manager or the Head of Secondary if you have concerns.
Keep a record of interviews (file in student record file) and make sure that the Head of Department and Head of Secondary
are informed about what transpired. A format is provided for this purpose (T:\2020 Forms\Staff Forms\Parent Teacher
Interviews). For advice on details required, consult with your supervisor. The Division Office is to be notified of any
appointments you have with parents prior to the appointment. This is also critical for security reasons.
Student reports are published to the Parent Lounge where parents should download for safe keeping.

SECURITY PROCEDURES

Student Arrival and Departure from School
Arrival
The cafeteria area is open from 7:30am for students who arrive at school early. Students may move off to classrooms at
7:55am. Reception AM students may move to their classroom at 7:55am and 11:35am for Reception PM.
Students should be at school no later than 8:15am to give them time to be organised and ready for the start of school.
Students who arrive to school late need to obtain a red late-card from their Division Office (on the 3rd or 8th floor) before
going to class.
Please also be reminded that if you bring your children into school each day they must enter the school through the 2/F main
entrance. This also applies to students who arrive by car into our car park area. No students should be entering through the
blue doors or via the car park entry points or be using the lifts unless they have special permission to do so.
Departure
Students should leave school at the end of classes unless they have an after-school activity, or they are supervised by an
adult. Students who have to wait for activities to commence after school must wait in the library or outside the cafeteria under
supervision by a parent or guardian.
The field and outdoor play equipment are not supervised after 3:00pm. Students must be under the direct supervision of a
responsible adult to be in these areas after this time if the playground is open.
Non-bus students exit via 2nd floor main lobby (Secondary) according to the designated schedules, or from the EVA class
areas and out through the green gate (Primary), or as the Head of Division decide.
Staff Leave from School Premises, Late and Early Departure from School
Staff Access and Smart Card
A smart card system in operation in the school and these cards are issued to staff on commencement of their employment.
Please ensure that this card is with you at all times as you will need this card to:
• Enter and exit the school each day;
• Enter the 8/F staff area;
• Enter the 9/F staff common room out of school hours;
• Photocopying and printing;
• As your security ID badge.
Unless you are arriving to school through the lower car park area, all entry and exit from the school is to be via security at the
2/F main entrance. As indicated above, please be reminded that if you bring your children into school each day they must
enter the school through the 2/F main entrance.
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If you lose your card, please advise the Office Manager or Business Administrator immediately so we can de-activate this
card off the door access and photocopy system and re-issue you with a new card. Replacement cost for lost cards will be
$100.
Teaching staff are required to be at School by 7:45am and to not leave before 3:30pm. If you need to leave school prior to
3:30pm, you will need to complete a “Staff Absence Form Less than One Day” to request permission to leave early from the
Head of Division. These forms can be obtained from the Division Offices. You must also inform your Line Manager. This
procedure also applies if you need to come into work late.
Once you are ready to leave the school, please ‘sign out’ in the book on the Reception counter in the 9/F Administration
Office or your Division Office. This will assist us in an emergency situation to know which staff are not on the premises. For
these same reasons, you must also ‘sign in and out’ in this book if during school work hours you need to leave the premises
for any reason.
Visitors
Teachers should advise the Division Offices if they have visitors or helpers coming to school, so that their names can be
given to security.
Teachers will be given as much advance notice as possible when other guests are expected to tour the school. In most
cases, guests will be parents who are considering placing their children with us and would like to see AISHK in operation.
The Admissions Officer regularly conducts group school tours and during this time classes may have this group enter the
room. Prior notice will not be given for these tours.
Frequently, we will also be visited by students from other institutions, members of the Board, the business community or
visitors from Australia. Staff and students should simply carry on as normal. It is not necessary to stop activities to greet
visitors unless a specific request is made. However, a brief acknowledgment (smile or nod) would be appreciated.
In order to facilitate this, all areas of the school are expected to be tidy and well maintained at all times. Particular areas for
attention are the Secondary Division locker areas and staff workrooms.
Smoking or Vaping
AISHK is a tobacco-free environment and smoking or vaping is not permitted anywhere on the premises by staff, parents or
visitors.
Wet Day Arrangements
On wet days, students will remain in classrooms or go to an assigned area during their normal breaks. A special roster for
supervision duties will be drawn up.
If you are not certain whether wet day conditions apply, please check with the staff member responsible for the duty roster.
Once it has been decided that wet day conditions apply ONLY the Heads of Division can cancel that decision during a
particular break period. This will enable consistency throughout the whole school.
Wet Weather Dismissal
The arrangements for parents or caregivers for students will therefore be as follows:
Reception-Year 2
• Enter the school via the Norfolk Road doors;
• Please wait either in the cafeteria or adjacent Sports Terrace (1F);
• Once the dismissal bell goes at 2.50pm, please proceed to the classroom;
• Please do not wait outside the classrooms prior to this time as it is disruptive to the students.
Years 3-6
• Enter the school via the main entrance doors;
• Please wait in the Atrium (2F);
• Once the dismissal bell goes at 2:50pm; staff will bring students down to the Atrium for collection.
If parents or caregivers are also collecting an older sibling in Years 3-6, then the usual pick-up point in the 2F Atrium will
apply for these children. They should collect their Early Childhood student first, and then proceed to the Atrium to collect their
older child/children.
Use of School Facilities by Outside Bodies
All school facilities for after-school use must be booked through the Office Manager or Business Administrator. These include
the secondary gym, multi-purpose hall, auditorium, music rooms, rehearsal room, conference room, classrooms and field.
At the discretion of the Board, and in consultation with the Head of School and Business Administrator, the School facilities
may be used by outside bodies. The use of these facilities are subject to specific conditions.
Should any teacher have a problem in this regard to his or her own classroom, please discuss it with the Head of Division.
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SCHOOL PROCEDURES

Absences - Student
Student Attendance:
Each classroom teacher is responsible for maintaining an up-to-date attendance register of the students in his/her class.
Please enter your attendance into Teacher Kiosk for your class/homeroom before 9:00am. Absences should be recorded
under AFS (absent from school) not AFC (absent from class). Leave the reason for absence blank unless you have been
informed by the parents as to why they are away. Administration staff will check the absence records at approximately
9:15am and where the reason for absence has been left blank they will ring the parents to find out why a student is not at
school.
Please be diligent in this regard as this is also a duty of care issue in regard to ensuring our students have arrived at school
safely. If you are unable to access Teacher Kiosk for some reason, please print off a class list from the T:\Class Lists 2019 to
record your attendance and then send to the office and we will do your absentees for you.
Staff are requested to draw to the attention of the Head of Division any student whose absences are of concern. If a student
is absent for more than three (3) days without prior approval or notice the Head of Division should be informed. Absences of
more than 10% of a term should be considered of concern.
Early Release - Students
If you have a note from a parent that a student is leaving early or there is a change to their bus/pick up arrangements, please
send the notice/diary note to the office (via Admin collection bag). We will then photocopy the notice/diary note and return to
you. A form (which is to be signed by the Head of Division) for early release is then completed by the office along with a
‘pink’ Early Release card (Primary), ‘green’ Early Release card (Secondary) ready for when the parents/guardian arrives.
When the parents/guardian comes to collect the student, they must show you the Early Release card. If they do not have one,
then they need to be sent to the Primary/Secondary office to collect this card and ‘sign’ the student out of school.
The parent/guardian will then give this card to the security guard as they leave the school. This way the security staff are
able to ensure that the student leaving the school premises has the appropriate permission. Students will not be permitted to
leave the school without one of these cards.
If a student feels unwell or requires medical attention please send them, with a buddy, to the School Nurse on the 2/F. They
will assess the student and if necessary ring the parents to collect them. If this is the case, they will do the necessary
dismissal forms and advise you if they are sending them home. Class/homeroom teachers are not to dismiss or ring parents
if a student is unwell.
Late Arrivals - Students
If a student arrives at school late and you have already entered your attendances into Teacher Kiosk, then please send
these students to the Primary/Secondary Office to obtain a ‘late pass’ (red).
If they arrive at class without a late pass, please send them to the Division Office to get one. This will ensure that we do not
ring parents when their child has already arrived at school, causing them to worry unnecessarily. We will then alter their
absence in TASS.
Illness – Students
(refer also to the Parent Handbook)
If a student is too ill to remain in the classroom, or if their illness is considered to have an adverse effect on other students,
the student should be sent to the School Nurse in the first instance, with an explanatory note from the teacher. The School
Nurse will consult with the Head of Division if necessary and parents will be contacted and asked to take the child home. Any
student involved in an accident on school property, which the First Aid Officer deems to require emergency medical attention,
will be taken to the nearest hospital, and the child's parents contacted by telephone.
Accidents
Please send the student straight to the First Aid Office on the 2F, unless this is not appropriate. Do not move the student if
there is some doubt. Send a message to the School Nurse if that is the case. Do not leave an injured student without adult
supervision.
Do not issue painkillers, or any other medication, to students.
In the event of any accidents related to the School please complete the Accident Form on the day the accident occurs. Once
complete, send this to the Head of Division, as applicable.
Assemblies
Early Childhood (P-2) and Primary (Year 3-6) assemblies will be held in alternate weeks on Fridays at 8:30am. Secondary
assemblies are scheduled as per the term calendar and are held on Wednesdays.
All teachers must attend assemblies and are responsible for the behaviour of their class on entering, during and on leaving.
All students are expected to enter and leave in a quiet and dignified manner. Discrete intervention should occur if necessary.
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Bus Bookings
Bus bookings should be submitted via the ‘Excursion/Variation to Routine Application Form’ form located on in the following
folder on the Teacher drive: T:\2019 Forms\Excursions. Once this form is completed and duly signed please submit to the
9F Administration Office for processing.
The School is billed for booked buses which are not cancelled 24 hours before an event. Staff must notify the Administration
Office immediately when a bus booked is no longer required.
Car Parking
Parking space is limited on site. Staff are encouraged to car pool or use public transport where possible. Staff wishing to
obtain car parking privileges should complete an application form and submit it to the Business Administrator. Please note a
charge for car parking will be applied. If successful you will be allocated a space for your use during school hours. This
space is not your personal space for after-hours/weekend use. If you need after hours parking please seek approval well in
advance through the Business Administrator. At times these spaces may not be available due to school events/use. You will
be advised in advance should this be necessary, so you can make alternative arrangements.
Celebrations
AISHK is a unique school and every opportunity should be taken to learn from each culture represented in the School.
Learning about the customs and traditions of others leads us all to a better understanding of the world around us.
Celebrations of special feasts and events are important and can easily be incorporated into normal class work. Eastern and
Western celebrations should be acknowledged, and their origins and meanings explained.
Cheque Requisition
If a staff member needs a cheque for payment of a service or supplier, a cheque requisition form must be completed,
authorised by the Head of Division and then handed to the Accounts Office for approval by the Business Administrator.
Communication - Written
All communication to parents, other than non-sensitive diary entries, must be seen by Department Head/Head of Year and
the Head of Division prior to sending. Copies of all correspondence is to be kept on record and must be sent to the Division
Personal Assistant for filing.
• Communication must be factual and free of emotive and/or judgmental comments;
• School letterhead will only be used by the Executive team. It will not be distributed to staff in general;
• Letters on school letterhead must be dispensed through the Head of School Office, Division Offices or via the
• Business Administrator.
Cleaning and Maintenance Staff
All requests for maintenance and repairs to the school building and its equipment should be emailed to the Business
Administrator or Office Manager who will follow up on all requests for maintenance.
Urgent items, i.e. those which present a safety concern, should be directed to the Business Administrator or Office Manager
and can be done by telephone.
The main cleaning of the school is undertaken by a contract cleaning company under the management of ISS East Point
Property Management Services Limited. Should you have complaints regarding cleaning, please forward them to the
Business Administrator.
The school has a small team of office assistants who have been assigned special cleaning and maintenance duties
throughout the school. When they are not undertaking these duties during the day, they have been assigned other duties in
the common areas of the school. Please note that they are not available to run private errands. All requests for assistance
should be made in advance in writing through the Office Manager who will then liaise with the appropriate staff if deemed
appropriate.
Copyright
The law of copyright is based upon the proposition that the creator of any literary, artistic, musical or dramatic work is, as
much as any other, entitled to benefit from the results of his or her 'labours.' Copyright is therefore a valuable property and
the law bestows upon the owner of the copyright certain protection and rights which must not be overlooked, however
deserving the cause appears to be.
The foregoing paragraph, which establishes the principle, is the relatively easy part of any consideration of copyright law.
What follows is how this principle is applied in an educational context taking account of concessions which, from time to time,
have been made regarding the use of copyright material in schools.
Copyright Law in Hong Kong
Copyright law in Hong Kong is largely governed by the Copyright Ordinance (27 June 1997). As a general rule it is not lawful
to copy books and other publications in which copyright subsists. There are however, certain "fair dealing" provisions where,
for example, an extract from a work is copied for the purpose of research or private study or where copies are made by
certain libraries at the request of those engaged in research or private study. There are also provisions allowing copyright
material to be used for teaching purposes. However, as will be seen below, all these exemptions are of limited scope.
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Copies from Libraries
Libraries may permit or take copies of certain copyright material. "Library" is defined as extending to any non-profit making
library of a school, university or college, or otherwise established for the facilitation or encouragement of study in various
fields. Copies of literary, dramatic or musical works and individual articles in periodicals may be obtained from such libraries
without infringing copyright, provided the following (somewhat stringent) conditions are satisfied:
• The copy is made only for the purposes of research or private study;
• The person requiring the copy fills out and deposits with the librarian a statutory form of request;
• Not more than one copy is provided and (in the case of periodicals) no copy includes more than one article;
• No copy extends to more than a reasonable proportion of a work, although in the case of an article in a publication the
whole article may be copied;
• In the case of works other than periodicals, the librarian cannot reasonably ascertain the name and address of the
copyright owner; and
• A copying charge (including a proportion of overheads) is levied.
Diaries
The Diary is the major means of communication between the school and home. Teachers are expected to monitor their
presentation and consistently check and sign daily. Students are expected to keep their diary in as neat and presentable a
state as possible.
Diaries must be dated daily by the student (or teacher) and should be sighted and signed daily, by both teacher and parent.
Secondary diaries not kept in a clean, neat and useable condition must be replaced at the student’s expense – HK$50. The
debit will be charged to the student’s account with a note sent home to parents.
Communication of a more sensitive and private nature must not be entered in the diary.
Day Book
An electronic "Day Book" is operated through TASS Kiosk. This forms a vital part of staff communication. It contains last
minute information.
Teachers must read the daybook at the beginning of the day, before 7:55am and at the end of the day. All staff are able to
place messages on the TASS Daybook.
Emails
All staff will be provided with a corporate aishk.edu.hk email account. New staff will be allocated email addresses in the
following format: first name_surname@aishk.edu.hk
The following guidelines have been developed in relation to staff email use at the school:
All external correspondence i.e. in or out of the school must go through the corporate email address. The corporate email
address may also be used for internal correspondence.
All email to or from the office and administration staff will only be through the corporate email address.
If you have any queries about your email accounts, please contact the IT Support Team.
All staff are expected to check their email at least daily, and to respond as soon as practical.
Exercise Books and Student Stationery
These are issued through the Classroom Assistant Supervisor. For Primary, an order form is available on the server under
‘Forms.’ Please complete and give to the Primary Division Personal Assistant. Secondary stationery is distributed by the
Secondary Division Office.
Incoming and Outgoing Mail
The school receptionist handles incoming and outgoing mail. Incoming mail for staff will be placed in the staff room in pigeon
holes. Pigeon holes should be checked on a daily basis.
All mail or letters to parents must be sighted and approved by the either the Head of Division or Head of School before being
sent.
Facilities
All school facilities can be booked by emailing the Administration Office at info@aishk.edu.hk. Please include as many
details as possible when sending through your email.
Auditorium Control Room and Technical Equipment
The equipment control room is locked at all times. Only qualified staff are permitted to use the room and audio and visual
equipment. All requests to use the Auditorium A/V equipment must be completed three (3) days in advance and submitted
via the form located on the P:\Booking_Schedule.
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Keys
Staff will be issued with one set of keys, which will include their own classroom or work area. Should keys be lost please
notify the Business Administrator at the 9F Administration Office immediately. Replacement of misplaced keys to staff may
incur a cost to the staff member.
Lost Property
Unclaimed items will be kept in the lost property area on the ground floor outside the cafeteria for a limited period of time.
The administration staff will endeavour to return all named items to the appropriate class teacher. At the end of each term the
Lost Property bins are cleared, and items distributed to charity or disposed of appropriately.
Office Basket Collection/Morning Administration
Student diaries should be checked each morning and any notices, leave forms, money collection, diary notes etc. should be
placed into your Class/Year Group Administration Bag. Primary classes should then place this bag near the front of the
classroom for collection by Administration staff.
It is important that the Division Offices receive any notices (absence from school, early release, change of bus routine,
holiday leave requests etc.) to ensure the correct paperwork is filled in and absences are recorded accurately. This also
ensures we do not ring parents unnecessarily when they have already supplied the information. Please include these in the
Administration collection times.
Payroll Procedures
Staff members are paid monthly in arrears by the last working day of each calendar month.
Staff members should complete an Employee's Personal and Family Record Form when they first begin employment with the
school. Banking details should be completed accurately to facilitate autopay procedures. A monthly salary advice will not be
distributed – personal salary details are accessible through the Teacher Kiosk under individual passwords.
Please inform the Director of Human Resources if you change your residential address, lease arrangements or out of hours
contact details during the year.
All staff are requested to provide updated emergency contact details.
Personal Data (Privacy) Ordinance in Hong Kong
As a data user the School undertakes to comply with the requirements of the Hong Kong Personal Data (Privacy) Ordinance
to ensure that personal data kept is accurate, securely kept and used only for the purpose for which it has been collected.
All staff members of the School who handle identifiable personal data should take extra precautions to ensure that the
relevant laws on personal data (privacy) are complied with and that effective security measures are adopted to protect
personal and sensitive data concerning current staff, students, alumni and prospective school community members.
For further information of the Ordinance please consult the Office of the Privacy Commissioner for Personal Data, Hong
Kong: http://www.pcpd.org.hk.
Petty Cash Expenses
The Accounts Dept on the 9F distribute petty cash. A completed petty cash request form, with all of the required information
(including appropriate receipts) and approved by the Head of Division prior to submission to the 9F Administration Office.
Staff will not be reimbursed without valid receipts.
Claims for amounts under $500 will be reimbursed by cash.
Claims for amounts over $500 will normally be reimbursed by cheque or deposited into your bank account.
Photocopying
Please be environmentally responsible when photocopying and only copy what is absolutely necessary. There are
photocopiers available for staff use in many areas. Photocopying and printing will be activated at the machine when you
present your smartcard at the photocopier. All staff are allocated a term photocopy limited.
Teachers who require small quantities of photocopies should use these photocopiers. Bulk photocopying should be done by
the classroom assistants for Primary and for Secondary through the centralised photocopy system. Please place your
photocopying request form with your work in the classroom assistant’s tray or in the Secondary Division photocopy basket in
Room 802 before 7:45am. Work will be placed in the teachers’ pigeon holes upon completion. Please allow at least one (1)
day for completion of the order. You must fill out the relevant form noting the department and day and time required to be
completed.

44

Purchasing of Books, Teaching Aids and Stationery
The following procedure should be followed when placing ANY orders for your classroom/KLA or Division:
• Fill in a Purchase Requisition form (T:2019 Forms); attach quote for supplier, if available;
• Approval obtained by your Line Manager, they will include the cost code for budgeting;
• Quotation along with requisition form should then be given to Head of Division (or both) for approval (as applicable);
• The requisition should then be passed to the Purchasing Officer, for quotation if not already obtained;
• Purchasing Officer will then raise a Purchase Order for signature and approval by the Business Administrator;
• Once signed and approved the Purchase Order will be sent to the supplier or back to yourself for confirmation and
processing of the order.
No orders will be processed without proper approval.
Purchasing of Gifts for Volunteers/Visitors
Should any staff member wish to purchase gifts for volunteers/visitors outside our normal “appreciation system” they are
most welcome to do so but reimbursement will not be made unless prior approval is granted by the Head of Division,
Business Administrator or Head of School.
The school has a number of branded thank you gifts, however, prior approval from your Head of Division, Head of School or
Business Administrator is required before these will be distributed.
Support Staff Lockers
Support staff lockers are provided in the 9/F staffroom for the safekeeping of personal property. Early Childhood Assistants
are provided with a lockable cabinet in their work areas. Please see the Director of Human Resources for an allocation of a
locker and key. Please do not leave personal belongings unattended in the classrooms or public areas.
Student Lockers are provided for primary students outside each classroom and secondary students are allocated lockers
within their year level locker area.
Telephone and Fax Numbers
School telephone number:
School fax number:
School Email address:

2304 6078
2304 6077
info@aishk.edu.hk

It is possible to send a personal fax. Please see the school Receptionist. Local personal faxes are free but the cost for
international faxes will be charged to you. A record of all international faxes is kept.
Staff are able to access a list of all school telephone numbers and personal staff out of hours contact numbers on the public
drive, staff information folder. Under no circumstance should staff give out school direct telephone numbers or staff personal
out of hours contact numbers, other than the general numbers listed above.
Visas
Employment/Dependent Visas/Letters for Banks and Consulates
The School will assist with the initial application for employment and/or dependent visas, providing the relevant forms and
supporting documents and following through with Immigration Department requirements. The School will also assist with the
submission of extension of visa applications.
However, it is the responsibility of each staff member to ensure that their employment visa remains valid during the course of
their employment with the school and that where applicable, their spouse and children also retain valid dependent visas.
Note: Please contact the Director of Human Resources for confirmation of employment letters requested by prospective
landlords, banks, Consulates and the Hong Kong Immigration Department.
Visas for school related business (ie excursions, sport events)
During the course of the school year, staff members may also be required to apply for visas to other countries for school
excursion/sporting event or PL purposes. In this instance, please fill in the approval form and other documents required
located in the following folder: T:\2020 Forms\Staff Forms\Travel Visas
Please submit to the Administration Office:
• Permission slip (found in the folder above) signed by the Head of Division for processing of application;
• Duly completed visa application form;
• Passport, passport size photo, ID card and ID card copy.
Where staff are required to travel for a school related purpose that requires a visa, fees will be paid for by the School. The
school will only pay for a single-entry visa (or as required for your trip). If you would like to apply for a 6 or 12-month visa, you
must pay the difference in cash at the time of application.
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Visas required for personal trips
We will assist staff where possible with travel visas. The process is as follows:
• Fill in application form;
• Return completed form, passport, passport sized photo, ID card and ID card copy to the Administration Office;
• Include cash payment for visa.
Upon return of visa and passport we will email you to collect these from the Administration Office.

SCHOOL PSYCHOLOGISTS (Counselling)

Our School Psychologists for both Secondary and Primary are based on the 2F. The Secondary Psychologist is based in
Room 204, behind the Performing Arts area and the Primary Psychologist is based in Room 211D, an office within the
Learning Support Centre.
The Psychologists are available for student appointments. Students can “self-refer” and/or be referred by staff or parents for
an appointment. Students are not to be sent/allowed to visit a Psychologist if they do not have an appointment slip. Students
who see the Psychologist are encouraged to inform their parents, but they may not always be comfortable in doing so.
Confidentiality is crucial in the counselling process to promote trust and honesty. Therefore, complete confidentiality is
guaranteed to students unless it is felt that a student is seriously at risk. Teachers are not entitled to know which students are
seeing the Psychologist, unless permission is given by the student and/or the parents.
Parental involvement is often helpful to the student. With the student’s permission and whenever possible, the Psychologist
likes to work together with parents to resolve issues. Examples of issues and problems that often confront students include:
relationships with peers, teachers and parents, drug and/or alcohol abuse, sex, stress, depression, anxiety about their
parents’ relationships and anxiety about parental expectations. Some of these issues are sometimes difficult to discuss with
parents, hence the need for an independent and neutral third party.
The Counselling and Guidance role also extends to referrals and testing. Psychologists will inform staff of the desired referral
process.
Counselling for Staff
A counselling service is also available for all staff members through the St John Counselling Service – information booklets
can be obtained from the 9/F Staff Centre or through the Director of Human Resources. The costs for four (4) counselling
sessions per year are paid by the school.
Please remember to inform the St John’s Counselling Service staff at the time of your appointment booking that you are with
the Australian International School Hong Kong so that they are aware to invoice the school, rather than charge you. All
arrangements are treated on a confidential basis. No personal data is referred to on the invoice given to the school as each
client is assigned a unique number known only to St John’s.

STAFF MEETINGS & COMPULSORY EVENTS

The School calendar provides detailed information about all school activities and it is updated regularly.
Staff are expected to involve themselves with a wide range of school activities.
Attendance of staff at the following events is compulsory:
• All scheduled staff meetings, as applicable, from 3:15/3:30pm-5:00pm;
• Assemblies as applicable to your Division - unless required for teaching purposes (day event);
• Staff Welcome Cocktail Event;
• Welcome BBQ (Welcome Festival);
• Biennial School Fair;
• Parent – Teacher evenings (specific to Division requirements);
• Speech Day;
• School Sports Awards Ceremony – unless required for teaching purposes (day event);
• Carols Night – Jingle and Mingle.
Attendance at the AISHK Ball, School plays, student performances, art shows, and music nights is encouraged and would be
appreciated.
In the event that personal circumstances prohibit attendance at a compulsory event prior notice must be given to the Head of
Division and/or Head of School.
At the start and finish of the School year and School terms, all staff members are expected to be available at the school for
special meetings and other important activities. Staff who do not normally work on the designated staff days are expected to
make alternative working arrangements with their Line Managers so that they work on these days.
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STAFF PROVISIONS

Staff coming to join us in Hong Kong, from other locations, are required to make a significant adjustment when first taking up
an employment opportunity. In recognition of this, the Foundation assists in the transition process by making the following
benefits available.
Relocating Staff
The benefits identified below are available only to staff who are relocating from outside of Hong Kong to commence work at
the beginning of the school year, school term or other agreed transition date.
Loan – new staff can receive an advance on their salary up to a maximum amount of $80,000 if requested. The loan is
repayable in 10 equal installments, due on the last day of each calendar month. Repayment commences in February for
those who commence at the start of a school year and in the month following commencement of employment for those who
commence at another entry date. For relocating couples, both of whom are AISHK employees, only one loan is available. In
the event that the employment by the Foundation terminates for any reason, the loan shall be immediately repayable in full.
Teaching staff commencing duty from overseas will be reimbursed for relocation costs as per the following guidelines:
• HK$25,000 (single person allowance);
• HK$30,000 (couple);
• HK$40,000 (spouse and dependent child/children).
Reimbursement will occur on presentation of invoice and/or receipt after commencement of duty in Hong Kong.
School Fees
The following staff discount policy for school fees is applicable for all teaching staff. School fee discounts apply as 65% on
the first child and the second and subsequent children receive 75% discount. This is pro-rated for part-time staff. Once full
time Administration or Support staff have worked for the School for three (3) years or more, they will be entitled to receive a
25% discount on their child’s tuition fees.
Costs of debentures, school levies, excursions, texts and materials will remain payable.
This benefit is limited to staff members or respective spouses who do not receive educational allowances from other sources.
Staff Honorarium Policy
The following guidelines apply for staff receiving assistance with funding for courses through the AISHK Professional
Learning program where there is an expected honorarium payment to the staff member involved as a result of this training:
should the staff member be chosen to participate in workshops or conferences on a normal teaching day the applicable
honorarium will be used towards covering the cost of a replacement teacher. Should the staff member be involved in a
workshop or conference on a non-teaching day, ie weekend/holiday, then the honorarium may be accepted by the staff
member.
Staff Service Award
A ten (10) and twenty (20) year service pin will be awarded to a staff member if they started employment during the calendar
year ten/twenty years before. The individual months of service in that year will not be counted to make a distinction about
when employment started.

STAFF RESPONSIBILITIES

Absences – Both Planned and Unplanned Leave
All staff are required to immediately notify the School at the beginning of any absence due to sickness or accident.
Staff shall be entitled to pro-rata sick leave in accordance with the Employment Ordinance. Guidelines can be found at
http://www.labour.gov.hk/eng/public/wcp/ConciseGuide/05.pdf
The school policy is that the first six (6) days taken as medical leave will be granted without a medical certificate, except in
the following situations:
• Staff, shall at the request of the School, produce sufficient medical evidence or certificates from a registered medical
practitioner in support of any claim for sick leave.
Medical certificates are required:
• For days adjacent to term breaks, public holidays or planned leave;
• When absent for two or more consecutive days;
• For every day after six (6) days of medical leave taken in any twelve (12) month period;
• For planned medical leave.
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All staff are expected to work during term time. Leave requests for exceptional circumstances for one (1) day or more should
be submitted in writing to the Head of Division for consideration through the School electronic leave application process.
Leave requests for periods adjacent to holiday or during school term time will only be considered on an exceptional basis.
Staff are also expected to return to Hong Kong in time to return to duty following a holiday period. Delay in return to work
may result in leave without pay. The Head of School has the final decision on any leave requests that fall outside of the norm
or on an exceptional request basis.
Full-time support staff are required to provide a tentative planned leave schedule for the year to their line manager and
submit leave forms through the electronic leave system (DMS) for approval prior to leave being taken.
For further information on the School leave policy, including compassionate, maternity, paternity and adoption leave
guidelines, please contact the Director of Human Resources. The school Leave Policy can be found in the public drive, staff
information, under policies.
Staff Absentee Process
Teaching Staff
Planned Absences
If you have a planned absence, then notify the Head of Division as soon as the approval occurs. You should leave your
lesson plans, class lists and timetable on your desk. Primary classroom teachers should also have their up-to-date day book
or program available at school. These documents should have planning for the week ahead clearly visible. Email the Head of
Division, Head of Year and the Division Personal Assistant to notify them that the planning is in place.
Unplanned Absences - Primary
On the evening before up until 9:00pm or from 6:00am-7:00am on the morning of the day of absence:
• Phone:
Cameron Reed, Dean of Studies, Primary on 6906 6701
(Save this number on your mobile and in an accessible place at home just in case you need it.)
• Once you have spoken to Dean of Studies Primary or Head of Early Childhood, as applicable, and before 8:00am on the
day of absence – please email to your Head of Year, cc’ing in Head of Primary and Dean of Studies, Primary and
Personal Assistant Primary with details of your class requirements and work to be done for the whole day.
• Please ensure you include any duties, etc.
Unplanned Absences - Secondary
On the evening before up until 9:00pm or between 6:00am–7:00am on the morning of the day of absence:
• Phone
the absence relief number 6603 7566.
This phone is managed by either Howard West, Head of Secondary or Peter Phillips, Dean of Studies Secondary
alternately by terms. Save the number on your mobile and home phone in case you need it.
• Once you have spoken to the Head of Secondary or Dean of Studies Secondary and before 8:00am on the day of
absence please email Ms Gita Bhaumik, Personal Assistant Secondary to gita_bhaumik@aishk.edu.hk details of your
class requirements and lesson plans on the Secondary pro-forma.
• Please c.c. on your email your HOD, howard_west@aishk.edu.hk; peter_phillips@aishk.edu.hk; and
eva_tam@aishk.edu.hk. Include any duties and class lists, etc.
Ms Bhaumik will allocate all class covers to both hired supply staff and teachers with free lessons. All Secondary staff will be
expected to cover classes for absent teachers. For teachers who are ‘under load’ they may be expected to cover classes
equal to the number of periods they are underload across a cycle.
School Support and Administration Staff
Planned Absences
Ensure all work requiring attention has been handed to your supervisor or colleague covering your leave the afternoon
before you depart.
Unplanned Absences
All support and administration staff are required to report directly to the Director of Human Resources if they are unable to
report to work. On the evening before or before 7:30am in the morning of the day of absence:
• Phone
2194 3805 by leaving a voicemail message
• Wait for the phone to go to message bank and leave the following information
• In a clear voice: your name; reason for absence; contact number (if different from home).
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Before 8:00am on the day of the absence please email to Mrs Fran Wong at fran_wong@aishk.edu.hk and cc your Line
Manager details of any work to be done for the whole day and include any duties.
IMPORTANT NOTE: A text message or email is not an acceptable notification of absence for teaching staff.
Duties / Supervision
Staff members are considered to be on duty and responsible for all students, whilst they are in school or on school business.
Staff members must take whatever action is necessary to maintain appropriate standards of behaviour.
A duty roster will be drawn up to show when teachers are on bus and playground supervision. Teachers are urged to ensure
that they are on duty promptly as no student, group of students or class may be left unsupervised in a classroom or in the
playground. This applies to both Divisions.
Teachers on duty must not use their mobile phones, they must move around and monitor their area and not focus on one
group of students. Teachers must not leave duty until they are relieved by the next teacher on duty or until all students have
left the duty area.
The Primary teacher on duty in the main playground at the end of recess and lunch sends up the classes class by class. If
teachers are consistently late collecting his/her class, please speak to the teacher in the first instance and if it continues
inform the appropriate Head of Division. For the safety and supervision of students and the smooth running of the timetable it
is important that all teachers be on time for timetabled activities.
No class is to be left unsupervised in a room. If teachers are late to relieve you from your class send a message to them or
inform the Head of Division. Further specific details in regard to duties will be issued with the duty rosters by the Head of
Division.
Working Hours
Teachers are expected be at school, ready to commence their work responsibilities by 7:45am and to be present until at
least 3:30pm. Teachers will be issued with keys to their work areas and may come in at any other time, provided they have
made the Division Office aware (if specific access is needed) of their intention in advance.
Classroom support staff have contracted work hours and may hold full-time or term-time employment conditions. They
normally work between 8:00am and 3:30pm Monday to Friday.
Administrative staff members normally work between 8:00am and 4:30pm, Monday to Friday.

STUDENT REFERRALS - PRIMARY AND SECONDARY DIVISION

Student Referrals – Year Leaders & Head of Divisions
In order to clarify the applicable person to whom students should be referred, the following guidelines are provided for your
reference.
Chain of Support and Communication for Referrals
Curriculum
All student enquiries relating to Curriculum are referred to the relevant Head of Year/Dean of Studies Primary/Secondary in
the first instance, then if applicable to the Head of Learning Support. All written referrals will be tabled and managed at the
Student Services Committee Meetings (weekly). The Head of Primary/Secondary is the final referral point for ratification in
curriculum matters.
Wellbeing and Behaviour Management
Referring a student from the classroom teacher to the Head of Year
Student issues relating to wellbeing or behaviour are dealt with in the first instance by the respective classroom teacher and
then, if necessary, by referral to the Head of Year. For issues which need to go beyond the classroom teacher, initial
interviews, collection of evidence or statements would be undertaken by the Head of Year.
Typical outcomes that would apply at this level would be
• Restorative Justice;
• Referral to the School Psychologist;
• Contact with teaching staff and or parents;
If the incident/issue is deemed to be serious enough to require further referral the following guidelines will apply:
Student Referral direct to the Head of Division could be for issues relating to
• Truancy/Late to school – repeated instances
• Theft
• Implementation of behaviour management programs (classroom teacher, School Psychologist and Head of Division)
• Accidents
• Bullying
• Incidents of misbehaviour inside/outside class beyond the teacher’s control
• Uniform infringements – repeated instances
• issuing of detentions (Friday afternoon)
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Typical Consequences
• Detentions/Reflections
• Parental Interview
• Behaviour management programs
• Intervention by School Psychologist
• Student contracts
Student Referral direct to the Head of School for issues relating to
• Incidents of assault
• Ongoing incidents of bullying
• Possession of drugs and other illegal substances
• Behaviour in public places that brings the school into disrepute
• Student/Parental communication about staff and all matters referred by the Head of Division.
Typical Consequences
• Parental Interview
• Suspensions
• Recommendation for Exclusion
Contracts
• Prepared by Head of Division
• Copy to Head of Year and classroom teacher
• Copy on Student File
• The relevant Head of Year monitors contract implementation and liaises with classroom teacher
Student Services Referrals Flowchart
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STUDENT WELLBEING

Schools worldwide are increasingly taking wellbeing very seriously. There is a growing body of evidence that demonstrates
the strong association between safety, wellbeing and learning. Learning communities are progressively promoting student
wellbeing, safety and positive relationships so that students can reach their full potential.
Student wellbeing at AISHK currently includes a focus on developing coping strategies, help-seeking skills, student selfefficacy and supporting others. In addition, we believe social and emotional learning capabilities are central to maintaining
student wellbeing and for lifelong success.
At AISHK we are working to further define student wellbeing by our whole-school approach to positive relationships and
learning. There has been much consideration of contemporary research and best practice including engagement with
reputable wellbeing frameworks both out of Australia and internationally. Reviewing whole school policies and practices
which connect to student wellbeing schoolwide continues to be a work in progress. Staff and students are working together
on existing and new projects with student wellbeing at the centre.
Our goal is to provide a learning environment for the whole student, in which they can flourish into being the very best person
she or he is capable of becoming. We want our students to lead happy, healthy, balanced lives. Their wellbeing is at the
centre of all we do.
The Australian Student Wellbeing Framework supports Australian schools to provide every student with the strongest
foundation possible for them to reach their aspirations in learning and in life.
The vision of the Framework is that Australian schools are learning communities that promote student wellbeing, safety and
positive relationships so that students can reach their full potential.
The Framework is based on evidence that demonstrates the strong association between safety, wellbeing and learning.

Student Wellbeing Program

We have a holistic approach to student wellbeing. This includes:
• activities;
• assertive and resilience behaviour programs;
• buddy program;
• classes;
• counselling;
• courses;
• interviews;
• Pastoral Care lessons;
• Peer Support program;
• playground mediators;
• Positive Education;
• Social skills programs;
• Study skills support.

The AISHK Values Star represents the values
our school practices and models.
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SUSTAINABILITY

All staff should consciously endeavor to be sustainably responsible in all their actions and decisions and to be exemplary role
models in this regard for all members of our community, particularly our students. Staff should be conscious of the quantity of
photocopying and laminating and limit these as much as possible, always thinking responsibly about the materials being
used, recycling and associated wastage.

TUTORS

Some parents feel that their children would benefit from extra tuition. Our school makes every effort to adjust student
workloads so that they are challenged by their assignments, but not overburdened by them. We discourage additional
tutoring during the academic year unless you have consulted us. If you feel there are special reasons why your child should
have extra tutoring, you must speak first with the Primary or Secondary Dean of Studies.
Please note that staff are not permitted to be paid for additional tutoring outside of school-authorised extra-curricular
activities programs.
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