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I. FUNDAMENTAL PRINCIPLES  
 
1.1 Background  
Repton School was founded in 1557 in the village of Repton in Derbyshire 
in the heart of English countryside. Over its 460-year history, the school 
has established a reputation as one of the finest independent schools in 
the country. Repton educates almost 1200 Students from 3 – 18 years of 
age across two sites: the prep school and the senior school. In 2007, 
Repton launched its first overseas school in Dubai and since then has 
built an impressive portfolio of international schools. Repton Xiamen in 
partnership with Chiway is the first Repton School in China.  
 
1.2 Chiway and Repton School Partnership  
Chiway Education has an outstanding reputation in investment, 
management, and service in education in China. The partnership with 
Repton in Xiamen has been formed to create a market leading, premium 
international and Chinese curriculum school cleverly combining the best of 
the Chinese and English pedagogy. Curriculum design, teaching methods, 
and teaching management are the three key areas in which Chiway and 
Repton will be collaborating to establish an outstanding school.  
  
Repton operates the international Early Years where the International 
Early Years Curriculum is taught. From here, Students progress into the 
Primary and Middle School operated by Chiway, where they will be taught 
the Chinese compulsory curriculum. Finally, Students will move into the 
international Senior School, operated by Repton, where they will have the 
opportunity to study for the Repton Diploma and A Levels. Through 
emphasis on critical thinking and creativity, in-class support, innovative 
tutoring systems, and project-based inquiry, the Students' English 
language and academic abilities are strengthened throughout the school.  
 
 
1.3 Values and Aims  
 
Repton Values 
 

• Wholeness of the person in moral, intellectual, social and physical 
endeavours 

• Truth reached in a life-long process of learning 

• Excellence as an aspiration for all, in every pursuit, both individual 
and collaborative 

• Respect founded on a deep regard for common humanity and the 
unexceptional in each other 
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Aims  
 
The School’s aim is that every Reptonian should develop into a confident 
individual and a person of integrity. Recognising each Student’s unique 
potential for achievement, Repton Xiamen is built around an ordered 
community, with outstanding facilities and teaching staff working to foster 
Students’ lifelong academic, athletic and cultural aspirations. We aim to 
develop our Students’ talents and to help them play their part in the global 
community, especially through contacts with Repton UK and the 
international schools of the Repton Family. Primacy is placed on 
academic progress, enrichment and support, but the desirability of 
achieving qualifications is balanced by the opportunity to be curious and 
reflective about the self and the world. The spirit of excellence sits 
alongside that of equal participation in the fields of music, drama, art, 
design and digital technologies and in individual and team sports. Moral 
foundations, high personal standards, sound character and good manners 
are valued.  
 
     
 1.4 The Organisation Structure  
At Chiway Repton Xiamen, the General Manager (GM), Chinese Principal 
and Repton Headmaster form the senior leadership team of the school. 
The GM is authorised by the School Board to be responsible for 
overseeing the entire operation of the school as the investor’s 
representative based in the school. The Chinese Principal is the legal 
representative of the school. The Chinese Headmaster and the 
International Headmaster work together in the spirit of close cooperation 
across the whole school. The Repton Headmaster is responsible for all 
educational matters relating to the Early Years and Senior School. The 
Chinese Principal is responsible for the Chinese Primary and Middle 
School. 
 
II. RECRUITMENT  
 
2.1 Introduction  
Chiway Repton Xiamen follows an open and equitable principle in 
employment, considering personal education background, capability, 
working experience and cultural suitability comprehensively in order to 
recruit excellent and desired candidates. The process of recruiting staff  
will include thorough reference checks, and be rigorous, fair and in 
compliance with all relevant PRC regulations.  
 
The School recognises that an outstanding school is dependent on the 
employment and retention of the most qualified and suitable staff.  
Appropriate selection procedures are used although they may vary for 
academic and administrative staff, but the key factors that influence the 
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selection process remain the same for all staff recruitment:  

• Education and qualifications 

• Relevant experience and knowledge 

• Interpersonal qualities such as personality, attitude and 
compatibility  

 
2.2 Personal Data  
An Employment Personal File (the “EPF”) is created for each Employee 
and is maintained throughout his/her employment as the official record of 
the Employee’s service with the School. The following documents are 
retained in each Employee’s EPF.  
 

• Copy of ID/Hukou/Residence Permit/Passport  

• Employment Contract  

• Training Records  

• Copy of CV/Educational Degrees/ Teaching Certificates/Reference 
Letters  

• Emergency Contact Information  

• Other required documents  
    
The employee is responsible for ensuring that his/her documents are 
always valid and up to date. An employee who has provided false 
documentation, such as false educational certificate, or teacher 
qualification certificate, etc., to the School may invalidate the signed 
employment contract.  
 
2.3 Working Hours  
For Non-Teaching Staff:  
Monday to Friday from 8:30 - 17:30 for General Managers Office, Finance 
Department, HR Department, Operations Department, Admissions 
Department and Marketing Department. The working time is internally 
adjusted for Operations Department according to the actual situation.  
 
The School Office hours are from 7:30 - 16:30. 
 
During school vacation periods, the office working hours will be adjusted 
to 9:00 to 16:00. Admin Staff shall revert to normal hours of work to 
facilitate new staff orientation.  
 
For Teaching Staff:  
The normal working week is from Monday to Friday. The normal start and 
finishing times are 7:30 and 16:30pm.  
 
On teaching days, teaching staff shall diligently discharge their 
professional duties as assigned by the Headmaster that may include 
working extended hours to complete academic tasks. Teaching staff 
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understand that the salary paid by school during school holidays includes 
compensation for working on extended hours to complete academic tasks.  
 
In all cases, the need may arise from time to time to vary the working 
hours, which may include some weekend work, because of changing 
circumstances and operational requirements.  
 
All employees are expected to maintain good timekeeping.  
 
2.4 Probation  
All New employees are required to serve a probationary period. The 
length of such period shall comply with relevant local laws and 
regulations.  
 
During the probation period, school may conduct an appraisal of the 
Employee’s professional skills and performances to decide the 
qualifications of employee. For those who are found to be unqualified for a 
job during the probation period, Chiway Repton School Xiamen has the 
right to terminate the employment contract with them.  
 
2.5 Dress Code  
At all times employees are expected to display professionalism in their 
appearance. Employees regardless of department academic or 
administrative must always look smart. 
 
The following items of clothing should not be worn during school time:  
 

• Jeans or denim of any kind including skirts, trousers or jackets 

• Collarless T-shirts  

• Short skirts or revealing clothing 

• Sweat shirts, sweat pants, or knitted trousers  

• Shorts (Shorts may be worn by P.E. teachers and employees 
assisting in P.E. or by staff who are participating in trips or activities 
where shorts are clearly warranted.)  

• Training shoes (sneakers) other than by staff teaching Physical 
Education 

• Flip flop style sandals 
 
In addition, employees: 

• Should always keep hair tidy  

• Should keep fingernails short 

• Should not wear heavy makeup 

• Should keep tattoos covered 
 
All employees are required to wear their employee identification badge 
every day.  
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III. COMPENSATION AND BENEFITS 
  
3.1 Salary Payment  
The exact basic salary to be paid to each employee shall be determined 
by the School according to the Chiway Repton pay scale based on: 

• Job classification and skill, experience and responsibility  

• The requirements of Chinese law 

• Performance of the employee. 
 
The salary payment is made on a monthly basis and at the end of the 
month for the period from 1st of the month till 30th / 31st of the month. For 
services of less than one month, the salary will be made for each working 
day, with each day’s rate being the monthly salary divided by the number 
21.75 for staff. If a new employee starts work for the School after the 20th 
of the month, then the partial month’s salary is paid together with the 
salary of the following month.  
 
Bonus payments (where applicable) will be made as per the contract of 
employment.  
 
Individual staff salary and compensation should be kept confidential.  
 
 
3.2 Individual Income Tax  
Employees are liable for their Individual Income Tax (IIT) in China, which 
is usually directly withheld by the School from the employee’s total 
monthly salary. In accordance with the law, the School will withhold 
income tax from the employee’s salary and submit such to the tax 
authorities each month. The School will fully comply with any/all Employee 
income and/or compensation withholding and reporting requirements as 
stipulated by Chinese law and regulations.  
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For resident’s income from wages and salaries (on yearly basis)  
 

Grade 
Accumulated 

Taxable income 
Tax Rate 

Quick 
deduction 

1 
Less than 

36000 3% 0 

2 
36000 to 
144000 10% 2520 

3 
144000 to 

300000 20% 16920 

4 
300000 to 

420000 25% 31920 

5 
420000 to 

660000 30% 52920 

6 
660000 to 

960000 35% 85920 

7 
More than 

960000 45% 181920 
 
 
For non- resident’s income from wages and salaries (resided in China for 
a cumulative period of less than 183 days in a tax year)  
 

Grade 
Accumulated 

Taxable income 
Tax Rate 

Quick 
deduction 

1 Less than 3000 3% 0 

2 3000 to 12000 10% 210 

3 12000 to 25000 20% 1410 

4 25000 to 35000 25% 2660 

5 35000 to 55000 30% 4410 

6 55000 to 80000 35% 7160 

7 
More than 

80000 45% 15160 
 
 
 
3.3 Overtime pay  
Chiway Repton Xiamen complies with all P.R. China government 
regulations regarding overtime pay. Work assigned to employees should 
be efficiently handled during regular work hours in order to avoid overtime 
if possible. If overtime has occurred because of employee’s self-decision 
and without approval from their line manager in advance, the employee 
will not counted as working overtime.  
 
In some cases, the School may decide to provide alternate time off equal 
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to the overtime worked in lieu of overtime pay as permitted by P.R. China 
labor law.  
 
Overtime work may be mandatory for some employees at the discretion of 
management during peak times during the year.  
 
Teaching staff may be required to work up to a maximum of four additional 
non-teaching days (at weekends) each academic year to support school 
events, without additional pay.  
 
The start time for overtime is the time the employee’s starts work outside 
the normal working hours at School and end of overtime is the time that 
the employee finishes work at the School. Time spent on transportation for 
overtime is not be counted as overtime hours.  
 
3.4 Meals 
Where available, the School may provide employees a free meal on 
normal teaching days. This offer is subject to availability and should not 
interpreted as an employee’s right. 
 
3.5 Medical Benefits  
Supplemental Insurance – Chinese Staff Only  
In addition to statutory benefits, the School provides local employees with 
supplemental insurance that covers personal accident insurance and 
medical treatment. The supplemental insurance plan is a School volun tary 
plan. The School reserves the right to revise or terminate the 
supplemental insurance plan at its own discretion.  
 
Group Health Insurance Plan – Foreign Nationals Only  
Foreign-hire Employees are obliged to join the School's group health 
insurance plan. The School will pay the premium for the employee and 
his/her eligible dependents. The School reserves the right to revise or 
terminate the supplemental insurance plan at its own discretion.  
 
IV. PERFORMANCE MANAGEMENT  
 
4.1 For Admin Staff  
The Performance Management process compares individual skills with job 
requirements and considers the growth, training and development of the 
individual. The process is designed to develop a clear understanding 
between the line manager and the employee on performance in carrying 
out duties and tasks as specified in the employee’s job description .  
 
Performance management is conducted as follows:  
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Annual Cycle  
The performance year commences on the 1st January and ends 31st 
December. During this time the line manager and employee will discuss 
and establish a shared understanding of what will be achieved and how it 
will be achieved. It is important to have regular conversations about 
progress towards performance outcomes and individual development.  
If an employee’s role changes prior to July, the annual performance 
review will be completed by the current line manager in consultation with 
previous line manager. If an employee is appointed to a new role after 
July, his or her annual performance review should be completed by the 
line manager prior to transfer and provided to the current line manager as 
input into the staff member’s final performance review.  

Employment Start 
Date 

Eligible 

Employed by the first 
day of the lunar 
calendar year 

Yes 

3 months after on-
boarding 

Yes. Bonus and salary increase pro-rata 
according to the number of days employed in 
lunar calendar year 

 
If Chinese Staff decide to resign, they must submit the resignation letter 
latest by 31st of May each year, otherwise, the annual bonus will not be 
paid.  
 
Salary Review  
Employee performance and salary will be reviewed on a consistent basis. 
Salary adjustments may be made in accordance with market movements, 
School financial status and individual performance, but should not be 
considered automatic.  
 
New Employees are eligible for salary adjustment after 6 months from the 
completion of the probationary period.  
 
Promotion 
The Line Manager may nominate an employee for promotion as part of the 
annual performance review process. Approval of any promotion will be 
made by the General Manager.  
 
Consideration of a promotion will be based on a nominee satisfying the 
following criteria:  

• Superior performance 

• Clear justification for the promoted position  

• Demonstrated evidence of the ability to successfully perform at the 
promotion level  

• Position fits the long-term staff organisational structure and the 
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needs of the School  
 
A candidate for promotion is generally required to have a minimum of one 

year of service in position  before they can be considered for promotion. 
 
4.2 For Teaching Staff  
Appraisal of teaching staff is a collaborative process designed to help 
teachers become stronger practitioners. All teachers are appraised 
annually. As a part of this process, mutually agreed outcomes are 
discussed and agreed and progress towards agreed outcomes are 
reviewed at the end of each semester. Documentation relating to 
appraisal is kept on the teacher’s file.  
 
As a matter of good practice, all teachers are regularly observed on both 
formal and informal (drop in) basis by members of the school management 
team and teaching colleagues. Records of formal observations will be kept 
on the teacher's file.  
    
    
V. PROFESSIONAL DEVELOPMENT  
 
5.1 Guiding Principles  
Chiway Repton School’s most valuable asset is its staff. We recruit high 
quality staff from around the world and are committed to providing 
continuing professional development in order to help staff develop their 
knowledge and skills thereby continuously improve our quality of 
education.  
 
Before starting, staff will have orientation sessions. Post entry, staff will 
be able to continue to improve their skills through collaborative planning, 
in-school training, peer support, feedback from colleagues and leadership 
training.  
 
5.2 Purpose of Training  
Chiway Repton School recognises the importance in keeping staff up to 
date with current worldwide research and trends in teaching, learning and 
administration. We aim to support staff in the continual improvement in 
their teaching and management practices.  
 
The Staff Professional Development Policy aims to encourage and enable 
all staff to develop the capacity to work towards excellence, to provide 
staff with development opportunities that al low them to contribute 
effectively to school goals.  
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5.3 Training Content and Forms  
 
New Employee Orientation  
The school will conduct orientation training for all new employees. The 
purpose of this training is to familiarise staff with the School’s 
organisational structure, understand the School’s management systems 
and working requirements, and become familiar with internal policies and 
their working environments.  
 
Internal Training  
  

 Professional development is important to the life of our school. In the first 
few years of any new school, training priorities are more centrally 
controlled and focused on ensuring staff members can deliver for students 
in the classroom. We will be using a mixture on in-house, peer, and 
external training opportunities on a needs-based programme. If staff 
members are trainers or would like to suggest training, please contact the 
Repton Headmaster. As the school matures, training and development 
budgets will become more directed at the departmental level.  
 
 
 
VI. HOLIDAYS & LEAVE  
 
6.1 Government Holidays  
Employees are entitled to holidays per year as following:  
 
China's statutory holidays are as follows:  
New Year's Day 
Spring Festival 
May (Labour) Day 
National Day 
Dragon Boat Festival 
Tomb-sweeping Day 
Mid-autumn Festival (To be amended according to National regulations)  
 
6.2 School Holiday and School Activities   
(A) Teachers and TAs (Teaching Assistants) are teaching staff who teach 
classes and are on teachers’ contracts. They are entitled to school 
holidays according to the school calendar. If teaching staff are required to 
work any other additional days on top of the 4 unpaid non-teaching days, 
an activity allowance of RMB 300/day will be payable, on the basis of 8 
hours a day. If the school activity is for student recruitment activity, an 
extra activity allowance of RMB 700/day will be payable, on the basis of 8 
hours a day.  
(B) Admin Staff do not have winter and summer term holidays but have 
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contracted annual leave. When admin staff are required to work during the 
weekends for school activities, they can choose either shift leave or a 
activity allowance of RMB 300/day, on the basis of 8 hours a day. If the 
school activity is for student recruitment activity, they can choose either 
shift leave or an extra activity allowance of RMB 300/day, on the basis of 
8 hours a day.   
 
(C) Academic Leadership get holidays as per the school calendar, but 
must return earlier in the Summer to prepare for new staff, as directed by 
the Headmaster. 
 
(D) Department Assistants are Admin Staff who work in academic 
departments and are entitled to the same leave as (B).  
 
(B) and (D) must apply for annual leave by completing leave and getting 
approval in advance. No leave application is necessary for Chinese Public 
Holidays (as stipulated by China’s State Council each year).  
 
6.3 Annual Leave  
For Admin staff:  

A vacation year is from January 1st to December 31st. Admin staff are 
entitled to the annual leave for each school year as set out below.  
 

If the Employee is: 
Designated Annual 

Leave 

Working after completion of 
the probationary period 

10 days a year 

Working for Chiway Repton 
School for 5 years or more 

15 days a year 

A Department Director 20 days a year 

Headmaster or General 
Manager 

As per contract of 
employment 

 
 
Staff benefit from their annual paid vacation leave after successful 
completion of the probationary period. The unused annual leave can be 
carried forward to the 1st quarter of the next school year. No pay in lieu of 
annual leave will be granted if the annual leave is not used in permitted 
period.  
 
Annual leave can be taken when:  
(a) Applied for and approved no less than 3 days before the first day of 
leave day starts  
(b) Arranged by the School according to School operation requirement  
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If an employee resigns from Chiway Repton School before the end of a 
school year, the Human Resources Department will calculate the payment 
due for unused annual leave according to the employee’s service time in 
the year.  
 
No vacation time may be taken during the probationary period.  
 
6.4 Bereavement Leave  
In accordance with Chinese Labour Law, the bereavement leave for 
immediate family is 3 days, for other relatives, the bereavement leave is 1 
day. 
 
For Chinese staff, the School will grant paid leave of 1-3 workdays in the 
event of the death of the employee's spouse, child, grandparents, parents, 
parents-in-law, grandparents-in- law, brother or sister.  
 
For Foreign staff, the length of bereavement leave is at the discretion of 
the Director of HR. The employee should immediately notify h is/her 
supervisor of the death and mutually agree on the leave dates within a 
reasonable timeframe. Employees should record the leave by submitting 
approved Leave Form to Human Resources Department.  
 
6.5 Personal Days Leave (Teaching Staff only)  
Each full-time teacher may apply for taking two days per school year for 
personal reasons. 3 days notice should be given and procedures for leave 
application followed in all cases.  
 
6.6 Professional Leave (Teaching Staff only)  
With prior approval, employees are entitled to no more than 2 professional 
training activities within 1 calendar year. Employees shall provide proper 
supporting documents (e.g. seminar invitation, course introduction and 
etc.) for application of professional leave and submit them together with 
approved Leave Request Form to Human Resources Department for leave 
record and training record.  
3 days’ notice should be given and procedures for leave application 
followed in all cases.  
 
6.7 Marriage Leave  
On the occasion of an employee's marriage, the employee will be granted 
a paid leave of a maximum of 13 calendar days, provided the marriage 
registration date occurred after being hired by the School. All 13 days of 
leave must be taken consecutively. The marriage leave should be 
confirmed by presenting the marriage certificate to the employee’s Human 
Resources Department. The employee is responsible for recording the 
leave by submitting the approved Leave Request form to Human 
Resources Department. No pay in lieu of days not taken is allowed.  
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Marriage leave for Teaching Staff should be taken during School Holiday 
time. In situations where this is not possible, personal leave or unpaid 
leave will apply.  
 
6.8 Maternity Leave  
For Chinese staff, the School grants maternity leave in accordance with 
related Chinese laws and regulations.  
 
Based on the expat staff’s benefits, up to twelve calendar weeks maternity 
with pay may be granted to female expat teachers. This leave must be 
taken in one continuous period.  
 
In order to ensure the safety of the female employees during pregnancy, 
the School encourages the employee to report the pregnancy to her line 
manager within the first trimester if possible.  
 
Application for maternity leave must be submitted to the employee’s 
supervisor ten weeks prior to the estimated date of confinement if 
possible. Unless exceptional circumstances prevail, maternity leave 
cannot start 15 days before the due date. The employee should also 
record the leave in the Leave Request form and give the approved Leave 
Request to Human Resources Department. Salary shall be paid in full on 
the normal payday.  
 
Female staff are entitled to prenatal check-up leave in accordance with 
related Chinese laws and regulations. 2 hours leave will be granted each 
time and if any special situations occur, the school may approve additional 
leave upon receiving related supporting documents issued from the 
hospital.  
 
Based on the special nature of educational work, the School encourages 
the employee to arrange prenatal check-ups at weekends.  
 
6.9 Paternity Leave  
The School grants Paternity leave in accordance with related P.R. China 
laws and regulations.  
 
A male employee is entitled to 15 days full paid paternity leave.  
 
Weekends that fall within the paternity leave period shall be counted as 
part of the paternity leave.  
 
Application for paternity leave must be submitted to the employee’s 
supervisor prior to taking the leave. The male employee should record the 
leave in the Leave Request Form and give Human Resourced Department 
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Approved Leave Request Form.  
 
6.10 Social Maternity Insurance and Maternity Pay (for Chinese staff 
only)  
The School will contribute social maternity insurance and make maternity 
pay according to Chinese and local laws and regulations.  
 
Female employees under School’s current social maternity insurance 
coverage and are in line with national and local family p lanning policy are 
entitled social maternity insurance benefits which include maternity 
allowance, maternity medical cover etc.  
 
The maternity allowance is calculated on the social benefits base amount 
of the same month of the delivery, miscarriage or abortion divided by 30 
and times the lawful maternity leave days. If the maternity allowance is 
lower than an employee’s current monthly salary, the School is 
responsible to make up through salary payment.  
 
Female employees who are eligible for receiving social maternity 
allowance and giving birth in accordance with national and Fujian 
provincial regulations, shall receive normally salary payment from the 
School during their maternity leave period. The relevant maternity 
allowance will be given to the School from the social insurance fund 
according to applicable regulation.  
 
A detailed guide relating to maternity insurance benefits and welfare 
application procedures is available from Human Resources Department.  
 
The School is not responsible for any loss of the refund of social maternity 
benefits due to employee’s personal reason.  
 
Female employees who are not eligible for social maternity insurance and 
giving birth in accordance with national and local regulation, the School is 
responsible for normal salary payment for the maternity leave period.  
 
 
6.11 Sick Leave  
Fully paid and partial pay sick leave can only be taken when employee 
suffers from an illness. Sick leave is not to be taken for any other reason.  
 
Illness is defined as a sickness that is typically covered by social or 
commercial insurance and can be issued sick slip (certificate) by social 
medical insurance authorised hospitals.  
 
Full Pay Sick Leave  
Full time employees are entitled to a maximum of 5 working days of full-
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pay sick leave per School year. Approved sick leave days will be pro-rated 
for the first year when employee joins the School.  
 
Eligible employees are required to inform his/her line manager by any 
available methods (via cell phone, voice mail, email, or leave application 
form, etc.) before taking the sick leave. If the employee’s line manager is 
unavailable to receive notification, the employee should inform an 
alternative person such as an office clerk, colleague, or other delegated 
individuals in the same department as the employee who needs to take 
sick leave.  
 
Proof of illness, regardless of how much time was taken, is required by 
the School in order to receive full pay sick leave. The sick leave slip must 
be issued from a social medical insurance authorised hospital. A sick 
leave slip issued from unauthorised hospital is invalid except for 
emergency treatment. Under circumstance of emergency treatment, the 
sick leave slip must be of “Emergency” stamp and the maximum leave 
period is 3 days.  
 
One of the following must be provided to the employee’s supervisor upon 
return to work:  

• Sick Leave Slip  

• Diagnosis Verification  

• Medical Prescription  
 
Partial Pay Sick Leave  
If an employee is absent from work due to sickness or non-job related 
injury, he/she is expected to first take the Full Pay Sick Leave, and then 
the Partial Pay Sick Leave.  
 
Employees are entitled to have maximum 180 days of partial pay sick 
leave in total. The partial pay is no less than city minimum salary of the 
School location. In case of partial pay sick leave beyond the maximum 
number of days allowed, employees will be compensated at the minimum 
percentage determined by the local labour authority.  
 
During an employee’s partial pay sick leave, he/she will be paid a 
percentage of his/her base salary based on the employee’s years of 
service with the School.  
 

Years of service in the school Salary payment 
percentage 

3 years or less 60% 

More than 3 years but less than 6 
years 

70% 

More than 6 years but less than 9 80% 
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years 

More than 9 years but less than 12 
years 90% 

More than 12 years 100% 

 
 
The same documentation required for Fully Paid Sick Leave, as noted 
above, is required for Partial Pay Sick Leave.  
 
Leave Related Disciplinary Action  
The following will be regarded as absenteeism and the School reserves 
the right to take disciplinary action.  
 

• The employee takes leave without first obtaining Supervisor’s 
approval  

• The employee refuses to accept a line manager’s decision and 
takes leave without his/her approval  

• Leave approval is obtained through falsifying records  
   
If it is the first time for that employee breaches leave protocol, the school 
will give a verbal warning. The second time, the school will issue a written 
warning.  
 
In accordance with Chinese Labour Law, the following circumstances will 
be treated as serious violation of the School’s Leave policy and may result 
in termination of employment without severance:  
 

• An accumulative unreported absence of three (3) consecutive 
workdays  

• An accumulative unreported absence on three (3) occasions 

• Dishonest behaviour, including but not limited to falsifying hospital 

records.   
 
6.12 Leave Application Procedure  
Before taking the leave, employees should apply for the leave application 
via the school’s online system and may take leave after getting the final 
approval. 
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VII. TRAVEL FOR WORK PURPOSES  
 
7.1 Travel Application Procedure  

• A ‘Travel Application Form’ must be completed before travelling.  

• To obtain prior approval of a trip, the part of the Basic Information, 
Budget and a draft of business trip plan must be submitted.  

• The travel application must be approved 1 working day before 
traveling. 

• Once approved, the Travel Coordinator should give each traveller a 
copy of the form and one copy should be sent to the HR 

Department.   

• After the business trip, an updated and completed business trip plan 
and trip report must be submitted to the HR Department for 
confirmation.  

• To obtain reimbursement, the Travel Coordinator and traveller need 
to attach the travel request form with the updated business trip plan 
as confirmed by the HR department, airfare, hotel, per diem 
fapiao/receipts and cash reimbursement request to the Finance 
Department.  

  
  
 VIII. DISCIPLINARY ACTION & PROCEDURES  
  
 8.1 Serious Misconduct 
The Employee’s employment with the School shall be terminated 
immediately upon notice of termination by the School if any of the 
following occurs:  
    

• The employee commits any act which, upon conviction, would be a 
crime;  

• The employee commits an act of personal dishonesty or breach of 
fiduciary duty;  

• The employee commits any potentially criminal or dishonest activity 
during the period of employment by the School, including theft, 
fraud, falsification of records, invoices, documents, information and 
irregular practice concerning cash, vouchers, records, profits or 
accounts and false claims for expenses, overtime and other 
benefits.  

• The employee commits an act that the School finds to have involved 
willful misconduct or negligence on the part of the employee in the 
conduct of his or her professional duties;  

• The employee is absent for more than 3 days in any school year 
without approval or due cause (see 6.11);  

• The employee breaches any express direction given by the School 
or any provision of his/her contract or this staff handbook;  

• The employee’s unauthorised signing of documentation resulting in 
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financial liabilities or any other legal liabilities to the School;  

• The employee’s unauthorised use of School’s property or resources 
for the employee’s private purpose, or unauthorised removal of any 
of the School’s property, documents or material from the School's 
premises;  

• The employee’s refusal to accept the School’s reasonable work 
assignment or refusal to execute the requested assignment or 
sabotage of these activities;  

• During the employee’s recruitment, disguising or withholding any 
information which affects the School’s decision on whether to 
employ the employee, or by providing the School with fake or 
misleading information or documentation;  

• The employee receiving a security detention or other administrative 
penalties due to violation of laws or regulations;  

• The employee seriously breaches his/her duties and committing 
malpractice, causes substantial damages to School (substantial 
damages include, without limitation, economic losses of more than 
RMB 10,000 to the School, impairing the goodwill of the School or 
the like);  

• The employee conducts himself/herself in a way that that, in the 
reasonable opinion of the School, is not befitting the position of an 
employee of Chiway Repton School. 

 
An Employee may be suspended by the School with or without pay at the 
discretion of the School pending the outcome of any disciplinary 
investigation.  
  
 8.2 Material Professional Incompetence 
If, in the opinion of the School, the Employee’s professional competence 
is found to be materially below the expected standard, the School will 
conduct further investigations. If, following investigation, the School 
determines that disciplinary action is warranted, the employee will be 
warned in writing and advised that further misconduct due to professional 
incompetence or failure to improve may result in dismissal.  
 
If, following a written warning, the School determines that the Employee’s 
professional competence remains unsatisfactory, or if there are further 
complaints, the School may terminate the employee’s contract upon 30 
days’ written notice or payment of 30 days’ Salary in lieu of notice.  
 
 8.3 Professional Incompetence 
Less serious cases of misconduct, to include without limitation non-
compliance with reasonable requests of the School and poor work, 
timekeeping or attendance, shall be handled as follows:  
    

• If in the opinion of the School, the employee's conduct is below the 
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expected standard, the School will investigate and review the 
employee’s performance. If, following the performance review and 
investigation, the School determines that disciplinary action is 
warranted, the employee will be warned verbally;  

• If, in the opinion of the School, the employee’s conduct or 
performance does not improve or there are fresh incidents of poor 
performance or fresh complaints, a further investigation and review 
will be carried out by the School. If further action is warranted, the 
employee will be warned in writing and advised that further 
misconduct or failure to improve may result in dismissal;  

• If, following a written warning, the employee's conduct remains 
unsatisfactory in the opinion of the School, the employee will be 
liable to dismissal subject to 30 days’ written notice or 30 days’ 
Salary in lieu of notice.  

 
 8.4 Grievance Procedure 
This Staff Handbook outlines General Grievance Policy.  
 
A grievance is defined as a formal written complaint by an employee 
relating to a decision made by School management (e.g. Line Manager, 
Headmaster, General Manager, etc.). This may include, but is not limited 
to:  

• Harassment or bullying  

• Terms and conditions of employment  

• Working conditions 

• Health and safety  

• Relationships at work  

• Safeguarding  

• Administration of the performance management/appraisal process. 
This does not include terminations, demotions or suspensions.  
 
General Guidelines  
It is expected that grievances can be resolved amicably thereby 
maintaining, and where necessary, restoring good relations within the 
School. All parties are expected to cooperate constructively in resolving 
matters.  
 
An employee should first seek to resolve any complaint with his or her line 
manager through informal discussion. In a situation where it is not 
possible to address the complaint with his or her/his line manager, the 
employee should raise their concern to the next level of management .  
 
Grievance Process 
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1 Introduction 
 

The Grievance procedure embodies the principles of fair treatment 
of employees.  It allows you to raise formally any concerns you may 
have about the way you have been treated at work. 

 
1.1 If you initiate the Grievance Procedure you have the right to be 

accompanied by a colleague.  This colleague is there to provide 
support and, if appropriate, to help you to present your case. 

 
Any grievance not settled within the stated time period without good 
cause will automatically move up to the next level.  
 

2 Initiating the Procedure 
 
2.1  Grievances must be submitted in writing within fifteen (15) calendar 
 days after cause for the grievance.  
  
To initiate the process for filing a formal grievance, the employee is 
required to submit a Grievance Form to the School’s HR Department, 
which must include the following information:  
 

• All the facts surrounding and supporting the grievance. 

• Attempts that were made to informally resolve the complaint 
including the specific dates of meetings and discussions and all 
parties involved.  

•   Details explaining the resolutions that were considered through the 
informal discussion process. 

•   The reasons a resolution could not be reached. 

•   The resolution requested by the employee filing the grievance.  
 
3 Procedure 
 
3.1 Level 1 

If you are unhappy about any circumstances of your work, 
conditions, or feel that you have been discriminated against in any 
way, you should raise the matter with your line manager. If the 
grievance is with your line manager, you should request a meeting 
with your line manager’s superior. 

 
The line manager will arrange a meeting with you so that you may 
state your case.  This meeting should take place within three 
working days of receipt of your complaint.  The line manager will 
give you a decision, in writing, within three working days of the 
meeting. 
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3.2 Level 2 
If you are not satisfied with the decision you should request, in 
writing to your line manager within three working days, that the 
grievance be passed to the Headmaster. 

 
The Headmaster will be given all the relevant information by your 
line manager and a meeting will be arranged for you to state your 
case within five working days of the Headmaster receiving the 
request. 
 
The Headmaster will give you a decision, in writing, within five 
working days of the meeting. 

 
3.3 Level 3 

If you remain dissatisfied, you should notify your Headmaster, in 
writing within three working days of receiving their decision. The 
Headmaster will arrange for your grievance to be heard by an 
appointed member of the School Board. 

 
The School Board Member is given all the relevant information and 
arranges a meeting for you to state your case within seven working days 
of receiving your letter.  The School Board Member will give you his or her 
decision, in writing, within ten working days of the meeting.  This decision 
is final. 

 
 


