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THE INCORPORATED MANAGEMENT COMMITTEE
OF STANTONIUS PRIMARY SCHOOL
ELE/NEAERES

Rules of Procedure for Conducting Business
gREN
(2013.12.17 &&THR)

Definitions
E&E
1.1 In these Rules of Procedure:

REGH TR

“School” means the [name of school];
PR ) FREELE N

“IMC” means the Incorporated Management Committee of the School established in accordance with the
Ordinance;

TEAERES | BIEARIIRBE BRI A ERE S

“Ordinance” means the Education Ordinance (Cap. 279) (as may be amended from time to time) and,
unless the context otherwise requires, all subsidiary legislation under the Ordinance;

TG BAEEE RG] (B 279 5) (FESREHESTHY) RARIEZ R BIFRE T I 8V 2 ST @A - BRIEE
RS ETER

“Constitution”’means the Constitution of the IMC of the School;
&R | BiEARLEREGER

“Manager” means a person registered under the Ordinance as a Manager of the School, and for the purpose
of the Constitution, includes an Alternate Manager, where appropriate;

TRE ) RIERBEE RS A ARREN AL HEEVHE > EEE RN EEARE

“Supervisor” means the Supervisor of the School,

TRER ) R AR

“Principal” means the Principal of the School;

TR BIEARIIRE |

“Chairman” means the Chairman of the IMC who is also the Supervisor of the School

FER ) BIEREERESIER  BIARAIRE: -

“Secretary” means the Secretary of the IMC who is also the Principal of the School,;
TiE | BREAZERESVRE - BIARIIRE
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“Rules” means the Rules of Procedure;
TEM ) BIEATRER

“Member” means a member of the IMC of the School.
TERE | BISARHEEREGIRE -

Applicability
SRESNEMA

21

The business of the IMC shall be conducted in accordance with these Rules.

AGHERERNARAZERESSER L -

Language

]

3.1

The consideration of proposed resolutions and other business of the IMC shall be conducted in Chinses; but
this rule shall not preclude the IMC from inviting members or other persons or organizations to address it in
English, or to conduct meetings in English if Members agree.

EERCE GRS E R E A B IR T SOETT - B R DR E G R a8 s A A 15
PR LIS Rt im - SAERR B RE T DAS S HB & -

Number of Meetings

GRHIRE

4.1

The IMC shall meet at least 3 times in any school year for the dispatch of business of the School and of the

IMC in accordance with the directives given by the Permanent Secretary or the SSB.
EEREG A MEENAE DG =R HEE NS ESHEEEE AT NS S - RIS
EERCE IR -

Convening of Meetings

GRNEE

51

52

53

The Supervisor may convene a meeting of the IMC to be held at such time and place as the Supervisor may

specify by notice in writing given to the other Managers.
s D E A A EA R E > B a7 HyS Eny b e i A B A B AR S S e s -

At the request in writing of not less than one third of the total number of the Managers, the Supervisor shall,

not later than seven days after the receipt of the request, convene an extraordinary meeting of the IMC to be

held at such time and place as the Supervisor may specify by notice in writing given to other Managers.
A/ DI A BEAEEN — oy 2 —ICE D E IR N EOK - REE WA R FR R RN A AER ES
PR E o ks LU EmEm A E AR S - B el o e Y B e i R A B A B a% K e g -

At the request of the Supervisor, an extraordinary meeting of the IMC may be convened to be held at such

time and place as the Supervisor may specify by notice in writing given to all Managers not less than seven

days before the meeting takes place except in cases of emergency.

2/8



6.

IMC_Rules of Procedure

{ P Ba e tH oK - A% S T Y B e R R 75 A B o e i 6 o - /B E & 5 B AT
VAL N2 S o 2 M 1Dy M w2183 G e U 1 e

Notice of Meetings

FAgEAE

6.1

A notice of meeting accompanied by the agenda of the meeting shall be given to all the Managers not less

than fourteen days before the meeting takes place except in cases of emergency.
EREE At - B R 2 E R e e WA S s A BRI DA PO R 8845 S eI E -

6.2 The accidental omission to give notice of any meeting to, or the non-receipt of such notice by, a member
entitled to receive notice thereof shall not invalidate any resolution passed or proceedings held at any
meeting.
R MBI I A BE AR o] S s i A 5 S8 4 A i R IR REIM AN B R B > BGA B KRB W E B RS
HIE > IREE SR e s s B e s E SO TR PR B80T -

6.3 The agenda of a meeting shall be set by the Supervisor.
(EAr S s AR H A B R -

6.4 Any Manager may request the Supervisor to place an item on the agenda of a meeting. If the Supervisor
refuses to do so, the Supervisor shall give reasons for his refusal at the meeting.

(B o] FORAR B Sk VR A P A A GRZE - (R EEIRAR H TR - KB AT ayak LR HAR4E
HYHRE o

6.5 Relevant papers or reports in connection with matters requiring the consideration of the IMC at a meeting
shall be transmitted by the Secretary as far as possible to all Managers at least seven days before the
meeting. Other supplementary papers can be tabled at the time of the meeting. In the case of a meeting not
pre-scheduled, the agenda and papers shall be transmitted as soon as possible.

MEAEN TR AEIR E g g3 H R CRAT SR E[E ARV ER S BRSSP AR
# o HM A SR g 3SR 2R o WIETHAET RIS - iR BRSNS RS 45 P
HREE -

Quorum

EENE

7.1 The guorum for a meeting of the IMC shall be not less than half of all the Managers, the majority of whom
must be those appointed by the SSB.

EERE N e A E NBUWVEN /DA SRR R TE YR 2 B0 R [ RS P AT
K -
7.2 For the purpose of forming a quorum for any meeting of the IMC, the Alternate Teacher Manager or

Alternate Parent Manager shall be counted only if a reqular Manager of the same constituency is unable to

attend; the Alternate SSB manager shall be counted only if there is a vacancy of SSB Manager of the School

for the time being.
RBCEERCE S A gl A e AN B B ERE M AE B HIR A HAH [EEEAH A # R
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7.3

7.4

7.5
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FEORBEH R T ATEt 5 BRI ER B O 1 A L SR S A ER B G K i L B 2 G B 7 Tt B

In any meeting of the IMC, the number of Managers who hold salaried positions in the School should be

less than the number of Managers who do not hold such positions. Any meeting in which the number of

Managers who hold salaried positions in the School is more than the number of Managers who do not hold
such positions shall be invalid.

EEREGR N  AERAFIA 2B AR E AT AR B VR DT A B2 S A A 5 (AT
Eah— B HIFFA 2T RGBT A\ B 2 A0 S A 22 S A AU - BB -

If within half an hour from the time appointed for the meeting a quorum as described in paragraphs 7.1, 7.2

and 7.3 is not formed, the meeting, if convened upon the requisition of members, shall be dissolved; and in

any other case, it shall stand adjourned for not less than one week but not more than four weeks, and be held

at such time and place as specified by the Supervisor.

TEAE E B eI R B =T SN - (S RAERERRES 7.1~ 7.2 J¢ 7.3 BRPTlit i RE N B > 4 K& ak 4l HHpk
E 5K BARYBIREHT ; AR EA ) > ZRERBIA R A D — 2 81 - R 2y
B WARR L e e YR i Bt B 5B -

Notwithstanding paragraphs 7.1 to 7.3, at any IMC meeting that has been adjourned twice owing to an

insufficient guorum, the Managers present shall form a quorum and shall have full power to transact the

proposed business of the adjourned meeting.
BEWEE 7.1 & 7.3 BePril - ARAIRVATE AR B iR MR AERE g & - L ErIREER]
OIRERCETE NBY > 7 EL R R P P S R P PR A B -

Proceedings of Meetings

GRAVIET

8.1

8.2

8.3

8.4

The Supervisor who is the Chairman of the IMC shall preside at meetings of the IMC. If the Supervisor is

absent at any meeting, the SSB Managers present at the meeting shall elect one from among themselves to

preside at the meeting. This Manager presiding at the meeting shall not act in the capacity of the Supervisor.
B 5T NS AT R AER SR AT A & o (S B R AE U o - U2 E RS e AT
HEhBeH—(r TFRrEa o MRS TRt - A o] B R AR -

Unless any other provision of the Constitution provides otherwise, every guestion to be resolved during a

meeting shall be determined by a majority of votes of the Managers present and voting. In the event of an

equality of votes the Supervisor or Manager presiding shall have a casting vote.
PrIEERRAT T EM R S ERE > ek D EIER N A e O R i — 2 R R SR AU B A B
HEE » AO&S S EE I HIRAHE SRS > T Frars iR S s B S = e Y —5E -

At any meeting, a resolution put to the vote of the meeting shall be decided on a show of hands.

AR E T - MR REA L BB T HFURE -

All business discussed at any meeting of the IMC shall be confidential and no disclosure shall be made

without the consent of the Chairman.
FERE G g R LR B S ERE AT EEEAIA SR IMEEE
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10.

11.

12.
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Absence of Managers

REGRE

9.1  Any Manager who is prevented from attending a meeting of the IMC shall inform the Supervisor as early as
possible of his/her inability to attend and give reasons for his/her absence.
AT ENS AN AR E G G5 - HHR B » R ERREEE -

9.2  No Manager may appoint a representative to attend a meeting of the IMC in lieu of himself/herself.
REAFEIRAEUEM AR ET G -

Responsibility of Order
L= iN7Ss2

10.1 The Supervisor shall be responsible for the observance of the rules of order at the meeting of the IMC and
his/her ruling upon any point of order shall be final.

e AN R e R IR E RV AT - MR AE A I FTRE PR E R iR E

Rules of Debate
= el

11.1  Every motion or amendment must be proposed and seconded.
i L ERREE IR B AR SR -

11.2 A formal decision of the IMC requires the support of a majority of votes of the managers present. When the
IMC has achieved consensus on the issues before them, formal voting is not required.
AEREEIIEFRGAAR IR ERN B EE - AUEEKE G O & S S R
RIMHZH IE AR -

11.3 At any meeting of the IMC, the Supervisor shall have an original vote and also, if the votes be equal, a
casting vote.

R E & G A 12 - /TR SR RO RIS IR MR E T — 5

11.4 The IMC may, at its own discretion, require an outsider or any person serving as an advisor to be present at
a meeting, to assist or provide related information. However, it is important that these persons or advisors
should not have voting rights.

EERE g A TEE I ME A LB R - W E R ST B EER AL RIRE R - 28T
7E 0 A BB G AT A

Transaction of Business by Circulation of Papers

AR RER

12.1 Where it is impractical to convene a meeting or where the business concerned is unlikely to be controversial,

businesses of the IMC may be transacted by circulating papers among the Managers. The Chairman shall

decide on the business which may or may not be transacted by circulation and written resolution.
Ui EIEE R REE A e 0 SNARSEIE N 50 [ 58  IWETABIRGE Sy ol i i B S
BRI 3 TS 7 aa (B S DA AT s Y S > I R T
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14,

12.2
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A resolution that is circulated and endorsed with the support of more than half of the total number of

Managers shall be valid as if it was passed at a meeting of the IMC.
FeBE—-HEHER - WIESEERCE 2 i — P ANBCT Y > BB AR > EEEAERES
kA o

Transaction of Business by Chairman’s Action

RIFACREGREY
13.1  Where there is business which is not controversial but requires immediate action of the IMC, the Chairman

shall take immediate action on behalf of the IMC to make decision. The Chairman shall decide on the nature
of business which may require Chairman’s action. A report of all such decisions taken by the Chairman shall
be made at the next meeting.

N ERZ 53 RFREMFEZEREG R TENER - TR IRREEREGERE AT
By o EREATHETIEEBFEELREERE - EREATENRERN TEBRESgR P HE -

Declaration and Disclosure of Interests

Fllas B v FIZS B BE
14.1 In accordance with Section 40BF of the Ordinance, every Manger shall, at least once in every twelve

142

months, submit to the IMC a written declaration stating the particulars of any pecuniary or other personal
interests, direct or indirect, he has in any matter that may raise a conflict with his duties as a Manager.

Within one month after a change occurs in any matter stated in the declaration, the Manager who made the

declaration shall submit to the IMC another written declaration stating the change.

FRIE RGBS 40BF ik > FrARGEA 2/ DT (8 H —K - [aAE R E & DE [ A R B REsE i d
SR8 A g s Bt B A A 6 » BLEEITICE IRl aE s EEEZEAYEEE - i FF et H AT
fo[seH » A R R N EIE— [ H N EEERE S 2R S — (B E R » DERIARHEEE -

Without limiting Section 40BG of the Ordinance, a Manager shall make a disclosure of interests in

accordance with that section in respect of a matter that is considered or is to be considered at a meeting of

the IMC if he has any pecuniary or other personal interests in the matter. In particular, he shall make a

disclosure in the following situations —

FER B ()45 40BG (REIRAATIRE T - S0 e 17 73 =% SR RIS =% A (o) 08 » #5(T (T
TEH S BATfe] 88 FSEAE AR5 > MEAR IR (FR ki FE B ELAR R R R 25 Bl (% > [0 e T ids
SRS R

(@) the Manager is the Principal or a teacher of the School and the matter involves the appraisal of the

Manager’s performance as a staff member, his own appointment, conditions of service, remuneration

and promotion; or
NI IR ESERE ARSI R AR AME & 8 TR - HR AAET -
S T S =D AR

(b) the Manager is the parent of a pupil of the School and the matter involves the appraisal of the pupil’s

performance, or the taking of disciplinary actions against the pupil; or
AU E BB AN F R o AR EIE K% 422 R IR - SO BB A T T4
BRIy 5 B
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15.

14.3

14.4
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(c) the Manager is directly or indirectly related to pupil or a teacher of the School or another Manager,

against whom a complaint has been made, and the matter involves the appraisal of the performance of

the pupil, teacher or that other Manager, or the taking of disciplinary actions against the pupil, teacher

or that other Manager respectively; or

AN B 2 A RIS P B2 A B B B o — (U R A7 A BGHR B Y FR BB A (% 1T 5 BRI =T
sz A2 A B B B o — (U BCE Y BVl » By A3 a% 4 B2 A Bl B e o — (U R i T
HY4CHEERR 7Y 5 B

(d) the matter relates to a complaint against the Manager. or
Z BT — R A A E ZE 5 5

(e) the Manager is directly or indirectly related to the trading operations/business contracts to be

discussed or tenders to be awarded.
AR E PPN A e am i B e R S 0 A AR E -

In any of the circumstances described in paragraph 14.2, the Manager shall take leave of the meeting(s) of

the IMC as long as the proceedings on the relevant items of the agenda are still in session.
HHEES 14.2 BRR At IE R T H B A RS o o e i T e em Al s A B AR AR SR I > U ReE
R ZE A e P g -

The IMC shall maintain and update from time to time a register or record of any declaration and disclosure

of interests made by all Managers pursuant to the Article.

TABCE R R 4 B B AR (R (A o R T e 6 P ) 5 T BT 5 DR B AN BT

Minutes of Meetings

GRAVECH

15.1

15.2

15.3

154

The Secretary shall take and keep minutes of every meeting of the IMC. In particular, the Secretary shall

make a record of a summary of the discussions, decisions and follow-up actions.
WE LS AER E S AT A &R U (R EHR R4 ok - L HEECS AR 3 - el MEREITEIN
R o

A Manager who has expressed a dissenting view may ask for his/her view to be recorded in the minutes.

The Secretary shall make a record of a summary of such dissenting view in the minutes accordingly.
(EficE R A R R A% > ol BRI RErs E aai st b EEB I H TR S B
i Ak

The Secretary shall draft the minutes of all proceedings at IMC meetings. The draft minutes shall be
checked by the Supervisor before being circulated among Managers for comments and endorsement within
one month of each meeting.

MERLCSEERE GG H# LATARE AR - WK (0 RO s BE S TREEX - A&
MR - GaRaC kAT & A R — i H NI 4ARCE -

The minutes should be marked as “DRAFT” until approved at the next meeting. The Supervisor will
announce any amendments to the minutes during the next meeting.
Zr GBI R e EE T REGHEE LEBFE R o SRR TREHRTE LEMEY
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16.

17.

15.5

15.6

15.7

15.8

15.9

15.10
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Lk A EIIER]T -

The minutes of a meeting of the IMC if approved, shall be signed by the Chairman and the minutes when so

signed shall be sufficient evidence of the matters therein recorded.
EEEEN e R —OEE > WHIH TSRS > MARMYRCHETESER BN
FIERIERGEE T B -

The minutes of a meeting shall be tabled for approval in a subsequent meeting of the IMC.
SEEIR E S SRR A B VELT [ — R DR ECK A -

The agenda of every meeting of the IMC, together with the signed minutes of every meeting, shall be
entered in books kept and made available for inspection if required.
FEREGGHRNFNHE  BESNCEFIEHRICE - HAFE - WA R AR

The minutes of a meeting and any papers/reports considered in the meeting are confidential. Manager
should respect the confidentiality of these.

EEINCE GG Ak MO A - IR E R BT R -

For the part of the minutes in which members were excused because of potential conflict of interests shall
be kept confidentially and separately. The relevant manager should not be given access to this part of the
minutes.

WL A R RVE A E 28 T T 2 A B S B IH - AR B ILAERE © A BARCE IR vl #2
fEZ M H S REs:

The general principles of confidentiality should be observed by each manager.
BE B R EE R —RRER -

Admission of Non-members to Meetings

EREGRESHER
16.1 Meetings of the IMC shall not be open to other persons who are not Members of the IMC except by

permission of the Supervisor.
HERCE G ER I PR E G B A\ LA BTG R B A -

Miscellaneous

FHAth

171

17.2

The secretary of IMC can sound-record in meetings of writing the minutes. However,the sound-record must
be destroyed or deleted by the secretary after the adoption of the minutes.
ZEREGNEEGRT Y - RERE RN - FERCHEA%  REREgGE AT

Each Member shall be provided with a copy of these Rules for reference and get acquainted with the

operation of the IMC.
FUREEHA —EREFUMESS  WEIEH NS A REE -
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