GIAIT|E
GR@®UP OF ASIAN

INTERNATIONAL
EDUCATION

SO TAY
GIAO VIEN - NHAN VIEN

THE ASIAN INTERNATIONAL SCHOOL



CONTENTS/MUC LUC

L Introduction,/ Giol thi@U «oveeiiiveieiiiceiiieeeeeeeeeee e 1
I1. Vision Statement,/ TAM NIIN woveeeveieeeeeeeeeeeeeee et eeeeeeeseseeeeesenes 2
II1. Mission Statement/ St MaANG ....cccevveeveerieeriieereeereeereeereeereeteeteeeseeerseesseeseeseeeseanns 2
IV. Guiding Principles/Triét Iy gido duc coveoiieiieiieiiiiiiericeeeeie e 3

SECTION 1 - GENERAL POLICIES
MUC 1 - CAC CHINH SACH CHUNG

Communicable Diseases/Bénh truyén nhi@m .......ccccoevvieiioiiiviiiiieceeceeeeeeeeeee 5
Drug-Free Workplace/Noi lam viec khong ma thy ....ceeeveeeieeiiiiiiiiieeeeeeieeveeeeeee 5
Tobacco-Free School/Truong hoc khong thudc 14 ...voovieeiieiiiiiiiieeeeee 6
Prohibition Against Discrimination and/or Harassment/

Chéng phan biet d6i x va/hoic QUAY 101 vvevvieieiierieieieeieeieieere et ere e ere s 6
Sexual Harassment/Harassment Policy/

Chinh sdach phong chéng quay 18i/quay rdi tinh duc ..oeveevieiiiieiiceeeees 6
School Property/Tai san ctia NRA trUONG covveeveeiiiiieeieeerieereeeeeeee e eeneeesseesseesneeseeneas 7
Workers” Compensation/Béi thuong cho ngudi lao dong ...ocveevveviviiieiiiiiiii, 7

SECTION 2 - EMPLOYMENT POLICIES AND PROCEDURES
MUC 2 - CAC CHINH SACH VA QUY TRINH TUYEN DUNG

Hiring of Teachers/Tuyén dung Gido VIEN .....ccvevviieviieieeieeieiiieereeeeeerte e eve e 8
Background Check/Kiém tra 1y lich ...oooooiieiioiiiiiiiiccieciccie e 9
Employment Contracts/Hop dong Lao dONg ....oeevvevieeiieriiieiieiieieeieeeeeeeeie e 10
Evaluations/Danh @id ..ocoooieeiioiiciicieeeee e 10
Promotions/ Thang tiEN cecvecieeierierieeieeieeieeeieeeeeeteeveeteeteeieessaesaeesaesnseensaessaenseens 10
Complaints/Grievances/ Khidu nai /Phan Nan ......ccceeeeiiiiiiiiiiiiiieeeceeeceee e 10
DisCipline/ Ky LUAL .ooovvieiiieiieiieieeie ettt ettt ettt ere et e s e eeseesseeeseeesseesseessessseesneas 11
DiSTNISSAL/SA TRAT vevttieeeeieeieeee ettt eeeeeeeeeeseeeasaeeeeeeeeessesseeans 12
Resignation/TU ChUtIC .oviiiiiiiiiiiciiceie ettt et are et eata e easeeeaneas 12
Retention/Gitr chian gido vién - Nhan VIEN .ooeevieviiviieiiciieecece e 12

SECTION 3 - ADMINISTRATIVE RESPONSIBILITIES
MUC 3 - TRACH NHIEM HANH CHINH
Bell Schedules/Khung @ior o .veevieiieeiiieiieiieiiciecccecee e 13

SECTION 4 - TEACHER PROFESSIONAL RESPONSIBILITIES
PHAN 4 - TRACH NHIEM CHUYEN MON CUA GIAO VIEN

Absences — Teacher/Ving mat - GId0 VIEN ..ecvvieviievieerieeeiieeieeieeie e eereeeaee e eese e 14
Arrival and Departure Times/Gior JAM VIEC ..oovviiiiiiiiiiiiieiicceiiceiee e 14
Attendance Record/SE diém danh ....cccvevveevioiiiiioiieieiceieeiee e 14
Campus Supervision/Cong tic Giam sdat Hoc sinh trong khuon vién truong ........... 14
Care of School Property/Chim sOc tai SAN cla trUONEG covveeveeveeereeerreerieerieereeereeeneens 14
Child Abuse/Lam dung tT€ €M ....c..coveeeuiieieeieeieeieeerieeeeeeeeeeereesseeesseesseessessseesseesseens 14

Classes Held in Rooms Other Than Assigned Classrooms/
Giang day tai phong hoc khac voi phong hoc duoc chi dinh oo 15



Code of Ethics for Teachers/Quy tic dao ditc ap dung cho gido vién ....cccceevevennnee. 15

General code of conduct / Quy tic tng Xt chung .o..eeevvevieeiieieeieeieeeeeeeeeie s 15
Conduct of faculty members / Ung x{ clia gid0 VIEN ..o.ovevveveevieereeeeeeeeeeeeeseseenees 16
Contacting Parents/Lién hé Phu huynh ....coocooiiiiiiiii e 16
Cumulative Records/Ho so hoc sinh Tuu tr ..eeeeeeioviioiiiiiiiiccieeeeeeeeeeeeeeeeeee e 16
Electronic Materials/Tai [ieu dien 0 cvooovviiiiiiiiiiiieieeeeeeeeeeee e 17
Emergency Lesson Plans/Gido an dir phong co.eoeeeeeeeeieeeiieeieeieeieeieeeeeieeie e 17
Faculty Meetings and Staff Development Meetings/

Hop Giso vién va Hop Phat trién Chuyén mon Nhan vién ...ooceveeeeienienieienienneenns 17
Guest Speakers/Dién gid Khach moi co.oooeviieeiiiiiiiiiiicicceceee e 17
Homework Assignments/Bai tAp v& nha ...cccooviieiiiiiiiieiicccceeeeee e 17
Instruction of Students/Huong din Hoc sinh ..o.oovvieeiieiioiiiiiceeeecen 18
Leaving Campus/ROi tTUONE «vveevvieviieiieiieiieeiieeieeieeieeeteeeaeeaeeseesseessaesssessseesseesseenses 19
Lessons, Goals, Standards/Bai hoc, Muc tiéu, Tieu chudn ......cccceevvevvieviiivieeneeeneenne. 19
Obtaining a Substitute Teacher/Gido vién Day thay ......cccooivviiiiiiiiiiiiiiiceiee, 20
Parent Communication/Giao ti€p voi Phu huynh ..oooeeieiieiiiiiiiicciceeeee 20
Parent/Teacher Conferences/Hop Phu huynh - Gido vién ...ccooeeiviiiiiiinieieenee. 20
Progress Reports/Bdo cdao Tién bo ctia Hoc sinh ..oovvieeiiiiiiiiiiiicceeee 21
Promotion and Retention/Lén 1op va Luu ban ...ooveeveeieeiiieniienieiecieeieeieeieeiees 21
Publicity/Cong KRai .oooiiiiiiiiciiceie ettt ettt vbeeser e e sne e eabne e 21
Record Keeping/Grading/Diém sé/Luu trit HO s0 Diédm s6 .oovvvvevviiiiiiiiiiiiciiieen 21
ReliZioN/TON IO veeeeuiiieiieeeiiieeiieeeiteeeiteeeiteeereeetreeeteeeesseessseeessaeesssaessseessssaesssessssees 22
Report Cards/Sé lien lac va baAng dém ....ooovveviiieiiieiiciicieccceeeee e 22
Room Supervision and Cleanliness/Giam sdt va Vé sinh Phong hoc ...ccveevveeneennee. 22
Safety Inspections/Kiém tTa AN TOAN coveiivviiiiiiieiieieiieceee et 23
School Keys/Chia KhOa triONE ...veevieiiiriiiieiieeerieereceeeeere e evseeste et eneeeneeerseereeens 23
Student Attendance/Chuyén cin clia Hoc sinh .ooveeiieiiieiiciieiieiicicccce 23
Student Tardiness/Gio gidc ctia HOc Sinh voovieiiiiiiiciiciccccecceeeee e 23
Student Withdrawal from School/Thoi hoc ..ovivvviiiiiiiiieee e 23
Uniform - Teacher/Dong phuc - Gido VIEN .eevvevvieviieriieiieieeieeiteceeeie e eve e 23
Visitors/ KhAch tham trirONgG «ooveeeiiieiiieieceie et eree e rreeeeseeeaee s 24

SECTION 5 - MISCELLANEOUS INFORMATION
MUC 5 - THONG TIN PHU

Accident - Employee/Tai nan - Nhan VIEN ...ccoviioiiiiiiiiiiiecciecceeeeee e 25
Accident — Student/Tai nan - Hoc Sinh ...oooooviiiiiiiiieeceeee e 25
Animals on Campus/Dong vit trong khuon vién traong .......cceeevveeeeeevveeieeieeeeennenn 25

Annual Professional Training Program/

Chuong trinh Bdi duong Nghiép vu HAng nAM .oovveeiieiieiieiccieeiecieeieeeeieeiee s 25
Copy Machines/May Photo .ovoovieiiieiieiieiieeieeieeieee ettt e e ssae s 25
Counselors/Doi ngti nhan vién tham vAN ... 26

Field Trips/Out of Class Activities - Excusing Students/
Thuc dia/Hoat dONG NEOAL FOT cevvieiieirieiiieieeieeie ettt ereeerae s esbeeseesseeaseens 26
Food and Beverages/Dd an va ThUc UONG c.vvevvieeiiieiieieeieeieeiieeiee et 26

Gum on Campus/KEO CAO SU c.vviiiiiiiiiiiiiiiicetiie ettt ettt e eaeeeeaseserseeeaseeans 26



Instructional Support Equipment/Thiét bi Hé tro Giang day «..oveeveevvveviieenieeniennne. 26
Parties/ THEC wuvveeeeeeieee et e e e e e s e e e e e et e s e e e e e s eaaaeeseaaaeeeeann 26
Professional Development/Phat triédn Chuyén mon .....ccovveeveevieieiieiieieieerieieienn 26

Student Extracurricular Eligibility/

Diéu kien Tham gia Hoat dong Ngoai khoa ap dung cho Hoc sinh ..oveevieivicviicniine. 27
Students Leaving Campus/Hoc sinh 1Oi trtONg c.veeveeeveeevieeiieieeieeieeieeeieeeieeevie s 27
Student Medications/Illness/Hoc sinh gap van dé vé sttc khoe ..oovveeeeiiniiiiiniininnnin. 27
Supervision of Extra/Co-curricular Activities/

Gidam sat Hoat dong ngoai Khoa .oviieieiiiieiiciiiececieeeieee et 27
Teacher Classroom Work Areas/

Khu vuc lam viéc trong 1op hoc clia gido VIEN c.vvivviieviieeiieiieiecieeeveeee e 27
Teacher’s Paychecks/Bang long clia Gido VIEN ..c.eevevveeiieieniieieieniieieiecieeieie e 28
Teacher’s Work Day/Ngay lam viéc clia Gido VN .veevveevveeriieriieieeieeieeieeenieeneeeennn 28
Unauthorized Persons on School Premises/Nguoi khong co phan sur..oevveveeneenee.. 28
Use of Cell Phones on Campus/

St dung dién thoai di dong trong khuon vien tridng ..c...cveeveeveecieeeieeieeeeereeveeeneen 28
Use of Videos/Movies/Stt dung Video/Phim ......cccccveviieiieiiieiiiiieeiieeieeie e 29
Use of Technology/Stt dung céc phuong ti¢n truyén thong xa hoi «oeveveeveieniennenne. 29
WNAOWS/CTA SO wevevvieiieeiiieniietteeiteeteeteeteeseesseeestessseesseesseeseesssesssesssesssaessaesssesssenssens 29

SECTION 6 - EMERGENCY PROCEDURES
MUC 6 - CAC QUY TRINH KHAN CAP

Bomb Threat Procedures/Quy trinh khi nhan duoc de doa ddanh bom .................... 30
Drop-Take-Cover Position/Tu thé Drop-Take-CoVer ....ccevvevvieeienieeieeieeieeeneeennenn 30
Earthquake/Disaster Drill/Dién tap Tinh huéng Dong ddt/Thién tai ...ccevvevenanenn 30
Evacuation Drill/Dién tAD SO AN cooviieeiiiiiiieieiieeeiieeeiie et eeieeeerreeereeeseeeessaeeaseaeeneas 31
Fire Drills/Dién tip Phong chdy Chita chay ...covoeviieiieiieiieiicieecieceeceeeeee e 31

SECTION 7 - LIBRARY COLLECTION DEVELOPMENT POLICY
MUC 7 - CHINH SACH PHAT TRIEN THU VIEN

Circulation/Luu hanh .ooeooiieiiiiiiieie e 32
Intellectual Freedom Statement/Tuyén bd vé Quyén Ty do tri tué ..ooeveeevveerreeneenenn 32
Library Hours and Student Use/

Khung gio Thu vién hoat dong va Viéc st dung Thu vién caa Hoc sinh ..o 33
Library Regulations/Quy dinh thur VIen ....c.ccoevvieiieiiiieiieieieeeeer e 34
School Library Bill of Rights/Quyén Tu do Thu vien Truong hoc ...ccvveevveerieeneeenen. 34

SECTION 8 - DISCIPLINE GUIDELINES
MUC 8 - HUONG DAN VE CONG TAC KY LUAT
School Wide Attendance/Tardy Policy/

Chinh sach Chuyén cin/Di hoc tré 4p dung cho Toan trudNg ..ccveevveveeeveerreieeriereennens 35
School Wide Behavior Policy/

Chinh sach vé Hanh vi tng x@t ap dung cho Toan trudng .....ccveevveerveeveeieeeneeerieeneeennnn 35
Sexual Harassment Policy/ Chinh sich Phong Chéng Qudy réi Tinh duc ............... 35
Campus directory/ Danh ba CAc CO SO wuiiiiiiimiiiiiiiieiiiceceee et 36

Management directory/ Danh ba qUAN LY ..oovviieviieiioiiiiiceeececeee e 37



[. INTRODUCTION

The purpose of this Faculty & Staff Handbook is to provide the faculty and staff with information on
the official policies and procedures of The Asian International School. This Manual will provide them
with general information with regard to their employment with the School, the benefits which affect
them personally, and the services which are available to assist them in the performance of their day-to-
day duties and responsibilities.

The information in this handbook is expected to assist them in their daily work activities, but it should
be understood that no statements set forth in this handbook are contractual commitments or obligations
of the School to any individual employee or group of employees. Further, for any circumstance in which
the School determines that changes are required in the policies and procedures, and guidelines in this
handbook, the School reserves the right, at any time, to modify, terminate, rescind or supplement any
or all of the guidelines or procedures contained herein, and to take actions which may be different from
the guidelines, benefits or procedures set forth in this handbook. For this reason, the faculty and staff
will occasionally receive updated information about policy changes, which they should keep in this

handbook.

Policies contained in this handbook are effective on the first day of a new academic year, and preclude
any and all policies which may have been in effect informally prior to that time.

I. LOI NOI bAU

Muc dich ciia cuon S6 tay Gido vien Nhan vien nay la cung cdp cho doi ngii gido vien va nhan vién thong tin vé
cdc chinh sdch va quy trinh chinh thic ciia Truong Quoc t¢ A Chau. S tay ndy sé cung cdp cho doi ngti gido vien
va nhan vien ciia Nha truong nhitng thong tin tong quan vé quan hé lao dong gitta nguoi lao dong véi Nha truong,
nhiing loi ich dnh hwéng dén tieng cd nhan, va cdc dich vu hé tro ma Nha truwong cung cdp cho gido vién, nhan
vien trong qud trinh thuc hién cdc nhiém vy va trdch nhiem thuong nhat ciia minh.

Thong tin trong cuén So tay nay duoc ky vong sé hé tro cho gido vién, nhan vién trong cong viéc hang ngay, nhung
can hiéu rang cuon Sé tay nay khong chita dung cdc cam két hodc nghia vy theo hop dong ciia Nha truong doi véi
bdt ky nhan su hodc nhém nhan su nao. Hon nita, doi véi bdt ky truong hop nao ma Nha truong xét thdy can cé
sy thay déi trong cdc chinh sdch va quy trinh ciing nhu cdc huong ddn néu trong cudn Sé tay nay, Nha truong co
quyén siea doéi, cham dit, hity bé hodc bo sung bdt ky hodc tdt cd cdc huong ddn, quy trinh cé trong cuon S tay
nay vao bdt ky thoi diém nao, hodc thuc hien cdc hanh dong khdc véi cdc hudéng ddn, loi ich hodc quy trinh duoc
quy dinh trong cudn Sé tay huéng ddan nay. Vi vay, gido vién va nhan vién cé6 thé sé nhan duoc thong tin cap nhat
hodc thay déi chinh sdch trong S6 tay nay ma ho can phdi luu ¥.

Cdc chinh sdch néu trong S6 tay nay cé hiéu luc vao ngay ddu tiéen ciia ndm hoc méi va sé loai trie bdt ky va tdt cd
cdc chinh sdch cé thé da cé hiéu luc khong chinh thiic trwéc thoi diém nay.
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VISION STATEMENT

Excellence in global education for Vietnamese and international students grounded in the concept of unity
through diversity

TAM NHIN

Cung cdp nén gido duc chdt luong mang tinh toan cdu danh cho hoc sinh Viet Nam va quoc té theo xu huéng hoa nhap.

MISSION STATEMENT

As the world moves towards multilateralism, it is the mission of the Asian International School to give the highest
priority to motivating and stimulating students to learn beyond their borders, in order to instill internationalism
in education and desire for lifelong acquisition of global knowledge and world peace.

Thé gioi phdt trién theo huong hop tdc da phwong, nhiem vy wu tien hang dau ciia Truong Quéc t& A Chau la dong vien va

khuyén khich hoc sinh vwot qua ranh giéi dé thdm nhudn tinh thdn qudc té trong gido duc va khao khdt nén tri thitc toan
cau va hoa binh thé giéi.
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GUIDING PRINCIPLES
TRIET LY GIAO DUC

ACADEMICS / HOC THUAT
ASIAN INTERNATIONAL SCHOOL WILL:

1. Provide instruction through a wide range of learning styles, seeking to develop the cognitive, physical,
social and moral potential of every student;

2. Provide curricula that stimulate intellectual attributes and encourage self-discipline, critical thinking,
respect for others’ opinion and creative approaches to problems.

TRUONG QUOC TE A CHAU SE:

1. Huéng dén hoc sinh thong qua cdc phuong phdp day va hoc da dang; né luc phdt trién tiém ndng tw duy, thé chdt,
§ thitc xa hoi va dao ditc ctia moi hoc sinh.

2. Tao ra mot chuong trinh gidng day phit hop, khuyén khich hoc sinh cé ¥ thitc tw ky luat, sdng tao, tw duy phdn biéen,
ton trong ¥ kien va phuong phdp tiép can méi ciia cdc cd nhan.

COMMUNITY / CONG DONG
ASTIAN INTERNATIONAL SCHOOL WILL:

1. Recognize and respect the values, contributions and opinions of others, including students, teachers, and
parents;

2. Stimulate values of good global citizenship through sustainable living concepts, social awareness,
community service and leadership training;
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3.  Encourage unity of the academic community within a framework that also celebrates diversity in religion,
language, culture and individuality of thinking.

TRUONG QUOC TE A CHAU SE:
1. Tiép thu, ghi nhan, ton trong cdc ¥ kien va déng gép ciia méi hoc sinh, gido vien va phu huynh.

2. Khuyén khich cdc gid tri vé quyén cong dan thong qua quan diém song, nhan thic vé xa hoi, phuc vu cong dong va
phdt trién tiém ndng lanh dao ciia hoc sinh.

3. Khuyén khich su doan két trong moi truong hoc tap da dang vé ton gido, ngon ngit, van héa va tw duy doc lap.

FACILITIES / CO SO VAT CHAT
ASIAN INTERNATIONAL SCHOOL WILL:

1. Provide modern learning and study areas that are equivalent to or better than those of the best international
school facilities;

2. Maintain facilities to access global knowledge via electronic library resources, as well as traditional library
holdings and materials;

3. Recognize that good health and physical discipline contribute to intellectual development, by providing
individual and team sport facilities, as well as suitable equipment and well-trained medical staff to meet
emergency and short term care needs of students.

TRUONG QUOC TE A CHAU SE:

1. Cung cdp nhiing phuong tién hoc tap va nghién ciiu theo tiéu chudn quoc té&

2. Duy tri viéc tiép can tri thitc toan cau thong qua ngudn tw lieu thu vien dien tiz va thu vien truyén thong

3. Cung cdp trang thiét bi rén luyén sikc khée va doi ngit nhan vien y t& chuyén mon giéi nhdm ddp 1ing nhitng tinh huong
y t& khdn cdp ciia hoc sinh

STAFF / NHAN VIEN
ASIAN INTERNATIONAL SCHOOL WILL:

1. Seek to recruit, train and retain highly qualified staff and teachers who excel in development and
encouragement of the Asian International School guiding principles in education;

2. Employ teachers and staff who foster attitudes of toleration for diverse cultural views and who are committed
to cooperation in the attainment of academic and community goals.

TRUONG QUOC TE A CHAU SE:
1. Tuyén dung, dao tao va hop tdc lau dai véi nhitng nhan viéen va gido vién xudt sdc dé ngay cang phdt trién nén gido
duc ciia Truong Quéc t& A Chau.

2. Tuyén dung nhan vién va gido vién cé tdm nhin da vdan héa va cam két hop tdc nham dat dwoc nhitng muc tieu day
va hoc ciia nha truwong.

STUDENTS / HOC SINH
ASIAN INTERNATIONAL SCHOOL WILL:

1. Prepare every student for a productive future in the modern developing world through diverse learning
experiences;

2. Prepare students who wish to continue learning in international universities abroad or in Vietnam by
developing all foundation intellectual skills required for success.

TRUONG QUOC TE A CHAU SE:

1. Cung cdp nhitng trdi nghiém hoc tap da dang nham chudn bi cho méi hoc sinh mot twong lai tot dep trong thé gidi
phdt trién hien dai.

2. Phdt trién nhiing k§ ndng va tri thitc cdn thiet nhdm gitip hoc sinh cé thé dé dang tiép tuc hoc tap 6 cdc dai hoc trong
va ngodi nudc, va thanh cong trong tuong lai.
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SECTION 1 - GENERAL POLICIES
MUC 1 - CAC CHINH SACH CHUNG

COMMUNICABLE DISEASES / BENH TRUYEN NHIEM

All faculty and staff are responsible for reporting to the school any kind of communicable diseases they are currently
suffering from. Any individual will have an opportunity to consult with the medical staff in the School Health Center
and will follow the instructions made at the medical staff’s discretion. If any individual fails to report his history/current
situation of communicable diseases and there is any individual affected by the disease, the School Board will have the
authority to coordinate the situation and the individual with the communicable disease should follow the final decision

by the School Board.

Tdt cd cdc gido vien va nhan vién cé trdch nhiém bdo cdo cho Nha truong vé bdt ky loai bénh truyén nhiém nao ma ho hien dang mdc
phdi. Cdc cd nhan cé quyén duoc tham khdo ¥ kién ciia nhan vién y té tai Phong Y t& va bdt budc tuan thi cdc chi dinh ciia nhan vien
y t&. Néu bdt ky cd nhan nao khong khai bdo vé tién stz / tinh trang hién tai ctia bénh truyén nhiém ma minh dang mdc phdi, lam dnh
huéng dén bdt ky cd nhan ndao khdc, Ban Gidm hiéu sé cé thdm quyén diéu phoi tinh hinh va cd nhan mdc bénh truyén nhiém phdi
tuan thii quyét dinh cuoi ciing ciia Ban Gidm hiéu Nha truong

DRUG-FREE WORKPLACE / NOI LAM VIEC KHONG MA TUY

It is the intent of the school to abide by the regulations of the government of Vietnam. In compliance with the 2019
Labour Law, the School Board of the Asian International School provides the following information to all employees

1. Employees are prohibited from abusing a controlled substance in the workplace. Any evidence of alcohol or drug
abuse that is interfering with an employee’s job performance will result in disciplinary action and likely termination
of employment.

2. Employees who have reasonable suspicion of other employees’ use of a controlled substance must notify the manager
in writing and cite circumstances.

Nha truong chi truong tuan thii cdc quy dinh ciia phdp luat Viet Nam vé phong chong ma tuy. Theo Luat Lao dong 2019, Ban Gidm

hieu Truong Quoc t& A Chau xin cung cdp cdc thong tin sau téi tdt cd nhan vien Nha truong:

1. Nhan vién bi cdm lam dung chdt ndm trong danh muc cdm/han ché sit dung tai noi lam viéc. Bdt ky bdng chiing nao vé viec lam
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dung rwou hodc ma tiy ddn téi cdn tré viec thuc hien cong viec ciia nhan vien khdc sé bi xit Iy k¥ luat va cé thé bi két thic hop
dong trwée thoi han.

2. Nhitng nhan viéen cé nghi ngo hop 1y vé viéc stz dung cdc chdt nam trong danh muc cdm/han ché ciia nhan vién khdc phdi thong
bdo 16 bang vdan bdn cho qudn ly.

TOBACCO-FREE SCHOOL / TRUONG HOC KHONG THUOC LA

The Asian International School is dedicated to providing a healthy, comfortable, and productive environment for staff,
students, temporary contractors, and citizens. The School Board believes that education has a central role in establishing
patterns of behavior related to good health and shall take measures to help its students resist tobacco use. Materials related
to tobacco use prevention are a part of the school curriculum. The School Board is concerned about the health of its
employees and also recognizes the importance of adult role modeling for students during formative years. Smoking and
use of tobacco products by the school employees or other adults shall be prohibited at the school community properly.
This shall include school buildings, grounds, parking areas, sidewalks surrounding buildings, and school-owned vehicles.

Truong Quéc t¢ A Chau luon chit trong cung cdp mot moi truong lanh manh, thodi mdi va hiew qud cho nhan vién, hoc sinh, nhan
vien hop dong va nguoi dan. Ban Gidm hiéu Nha truong tin rdng gido duc cé vai tro trung tam trong viéc thiét lap cdc khuon mau hanh
vi lien quan dén siic khée. Nha truong cam két thuc hién cdc bien phdp can thiét nhdm gitip hoc sinh trdnh xa thuéc ld. Cdc tai lieu
lien quan dén chong st dung thuéc ld la mot phdn trong chuong trinh gidng day ciia Nha truong. BGH luon quan tam dén sic khée
ctia nhan vién va cong nhan tdm quan trong cia viéc cdc nhan viéen lam gwong cho hoc sinh trong suét nhitng nam bdn 1é ciia cdc em.
Nhan vien Nha truong va tdt cd nhitng cd nhan khdc khong dwoc hiit thudc va sie dung cdc sdn phdm thuéc ld trong khuon vien truong.
Khuon viéen truong bao gdm cdc toa nha ciia truong, san, khu viec dau xe, via hé xung quanh cdc toa nha va cdc co sé do truomg sé hitu.

PROHIBITION AGAINST DISCRIMINATION AND/OR HARASSMENT / CHONG PHAN BIET bOI XU VA
/ HOAC QUAY ROI

The Asian International School shall maintain learning and working environment free from discrimination and harassment.
In both of the education and employment environments of the school, the national laws and the school regulations prohibit
discrimination and harassment. In both of the education and employment contexts, law prohibits discrimination and
harassment on the basis of disability, national origin, race, color, religion, sex or sexual orientation. All such harassment
and discrimination is unlawful and will not be tolerated in the school.

Truong Quoc t& A Chau chi truong duy tri moi truomg hoc tap va lam viec khong cé nan phan biet doi xiz va qudy r6i. Trong moi
truong gido duc va lam viéc ctia Nha truong, luat phdp quoc gia va cdc quy dinh ctia truong nghiém cdm hanh vi phan biét doi xit va
qudy 16i. Trong gido duc, luat cdm phan biét doi x1t va qudy r6i vi khuyét tat, quoc tich, chiing toc, mau da, ton gido, giéi tinh hodc
khuynh hwong tinh duc. Trong moi truwong lam viéc, luat phdp ciing cdm phan biet d6i xit va qudy r6i vi Iy do tudi tdc. Tdt cd nhiing
hanh vi qudy r6i va phan biét doi xit bi coi la bdt hop phdp va khong dwoc dung thit trong truong.

SEXUAL HARASSMENT/HARASSMENT POLICY / QUAY ROI TINH DUC / CHINH SACH PHONG CHONG
QUAY ROI TINH DUC

The Asian International School is committed to providing a learning and working environment where all individuals are
treated with dignity and respect. Each student and employee has the right to learn and work in an environment free of
unlawful harassment based on an individual’s race, color, religion, creed, ancestry, gender, national origin, disability, age,
or other basis prohibited by law.

Truong Quoc t& A Chau cam két cung cdp mot moi trwomg hoc tap va lam viéc noi moi cd nhan déu dwoc doi xit cong béng va ton
trong. Méi hoc sinh va nhan vién cé quyén hoc tap va lam viéc trong mot moi truong khong cé hanh vi qudy r6i bdt hop phdp dua tren
Iy do chiing toc, mau da, ton gido, tin nguong, to tién, giéi tinh, quac tich, khuyét tat, tudi tdc hodc bdt ky nguyén do nao khdc bi phdp
luat nghiem cdm.

It shall be a violation of this policy for any student or any school personnel of the school property to harass a student, any
school personnel, or any visitor through conduct or communication of a secular nature, or communication disparaging a
person’s religion, race, color, religion, creed, ancestry, national origin, gender, disability, or age as defined in the regulations
of the school. For the purpose of this policy, school personnel include School Board members, all school employees and
agents, volunteers, contractors, or persons subject to the supervision and control of the school. This policy applies on all
school property and to all school community sponsored, approved, or related activities at any location.

Bdt k3j hoc sinh hay nhan sy nao cé hanh vi qudy r6i hoc sinh, nhan sw khdc hay khdch dén tham truong thong qua cdc hanh vi hodc
ngon tie c6 tinh chdt thé tuc, hodc cé hanh vi hodc ngon tie miét thi ton gido, chiing toc, mau da, tin ngudng, té tién, quoc tich, giéi
tinh, tinh trang khuyét tat, hodc tudi tdc cia mot nguoi déu bi xem la vi pham chinh sdch, quy dinh ciia Nha truong. Chinh sdch nay
dp dung cho moi nhan su ctia Nha truong, bao gom tdt cd cdc thanh vien Hoi dong truong, nhan vién, tinh nguyén vién, nha thdu
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hodc nhitng nguoi chiu sw gidm sdt ctia Nha truong. Chinh sdch nay ciing dp dung trong toan khuon vién truong va cho tdt cd cdc hoat
dong duwoc Nha truong tai tro, chdp thuan hodc cé lien quan dén Nha truong tai bdt ky dia diém nao.

The school will investigate all complaints of harassment and will discipline or take appropriate action against any student
or other school personnel who is found to have violated this policy.

Nha truong sé tien hanh diéu tra tdt cd cdc khieu nai vé hanh vi qudy r6i va tien hanh ky luat hodc cé6 phuwong dn thich hop doi véi
bdt ky hoc sinh hodc nhan su ndo ciia truong bi phdt hién cé hanh vi vi pham chinh sdch nay.

The school will provide annual professional development training about harassment for employees. A copy of this policy
is printed in the Faculty & Staff Handbook and will be available online at the school website. Every employee will sign an
acknowledgment form indicating having received training. The signed form will be submitted to the School Board.

Nha Truong sé tien hanh ddao tao nang cao nghiép vu hang nam vé phong chong hanh vi qudy r6i cho nhan vién. Bdn sao ciia chinh
sdch nay sé duoc in trong So tay Gido vien & Nhan vién va niem yét truc tuyén trén trang web ctia Nha truong. Moi nhan vién sé
duwoc yeu cau ky xdc nhan da duoc dao tao nghiép vu vé phong chong hanh vi qudy r6i. Pon da ky sé dwoc nop vé cho Ban Gidm Hiéu.

SCHOOL PROPERTY / TAI SAN CUA NHA TRUONG

All teachers and staff must comply with the regulations on property protection of the School which are clearly stated in the
labor contract, regulations and related documents. These regulations are notified to employees before officially accepting
jobs as well as during working at the School.

Tdt cd gido vién va nhan vién phdi tuan thi cdc quy dinh vé bdo vé tai sdn ciia Nha truong duwoc ghi v trong Hop déng lao dong, Noi
quy lao dong va cdc van bdn lien quan. Nhitng quy dinh nay duoc thong bdo cho nhan wvién truéc khi chinh thitc nhan viéc ciing nhu
trong qud trinh lam viéc tai Truong.

WORKERS’ COMPENSATION / BOI THUONG CHO NGUOI LAO DONG

The school sets policies and procedures for workers' compensation in accordance with the current Labor Law. All teachers
and staff must comply with the relevant regulations issued by the School. If any individual must defend themselves in a
particular situation, the School Board will be responsible for making the final decision.

Nha truong dé ra cdc chinh sdch va quy trinh bdi thuong cho nguoi lao dong theo Luat Lao dong hien hanh. Tdt cd cdc gido vien va
nhan vién phdi tuan thi cdc quy dinh lien quan ma Nha truong da ban hanh. Néu bdt ky cd nhan nao phdi tyw bdo vé minh trong mot
tinh hudng cu thé, Ban Gidm hié¢u sé chiu trdach nhiem ra quyét dinh cuéi cuing.
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SECTION 2 - EMPLOYMENT POLICIES AND PROCEDURES
MUC 2 - CAC CHINH SACH VA QUY TRINH TUYEN DUNG

HIRING OF TEACHERS / TUYEN DUNG GIAO VIEN

Every reasonable effort shall be made to employ teachers who live and share the passion of education and the philosophy
of the school. The school shall not discriminate on the basis of race, color, national origin, sex, age, or physical handicap
in the hiring of teachers. In hiring new staff, the school seeks out faculty with advanced, relevant qualifications. The
recruitment of teachers adheres to the following principles:

Nha truong cam két nd lyc trong cong tdc tuyén dung doi nga gido vién cé dam mé voi nganh gido duc va cé ciing quan
diém voi triét 1y gido duc cia Nha truong. Nha truong khong phan biet d6i x dya trén chiing toc, mau da, qudc tich, gioi
tinh, tudi tac, hoiac khuyét tat vé thé chdt trong cong tic tuyén dung gido vién. Trong cong tac tuyén dung, Nha truong
luon chu trong tim kiém nhting gido vién co trinh d6 chuyén mon cao va phu hop. Cong tac tuyén dung gido vién tuin
tht cdc nguyén tic nhu sau:

1. Any person seeking a teaching position at The Asian International School must file an application at the office or
submit the required documents via the school’s website http://www.asianintlschool.edu.vn. Application documents
(in Vietnamese or English) include: Curriculum vitae (CV), cover letter, qualifications and related certificates, copy of
passport/ CCCD/IDs.
Bat ky cd nhan nao dang tim kiém vi tri gidng day tai Truong Quoc & A Chau phdi nop don ving tuyén va cdc gidy to cdn thiét
khdc tai van phong truong hodc qua website ctia truong http://www.asianintlschool.edu.on. Ho so 1ing tuyén (bdng tieng Viet
hodc tieng Anh) bao gom: So yéu ly lich (CV), thu xin viéc, bing cdp va cdc chitng chi lien quan, bdn sao ho chieuw/CCCD/
CMND.

2. When all required information has been received, the names of applicants whose files are complete and the position
sought are listed for Principal, and copies of applicant files are made available to the school that has openings. Only
when the application is complete is the candidate eligible to be offered an interview.

Khi tdt cd cdc thong tin can thiét da duwoc Nha truong tiep nhan, tén ciia nhitng ing vién cé ho so ddy di va vi tri ing tuyén tuong
tng sé duoc tong hop va chuyén téi cho Hieu trudng. Ung viéen c6 hé so ddy di maéi du diéu kien dwoc moi phdng vdn.

3. The Executive Program Manager will contact the applicant and arrange for an interview and demo lesson.

Qudn Iy chuyén mon chiu trdch nhiém lien hé véi 1ing vien va sdp xép lich phong vdn va day thi.

4. The manager in charge will check references and contact all current and previous employers.
Qudn Iy chuyén mon chiu trdch nhiem kiém tra tinh xdc thuc ctia cdc tai lieu tham khdo va lién hé véi cdc nha tuyén dung hién
tai va truéc day ciia ing vién.
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5. If the program manager in charge decides to hire an applicant, the manager notifies the office of the school. The Office
of the school then sends the original file to the program manager and removes the applicant’s name from the list of
available applicants.

Néu qudn 1y chuyén mon quyét dinh tuyén dung mot ving vien thi phdi thong bdo cho vdan phong truong. Van phong truong sé giei
hé so goc ctia ting vien cho qudn 1§ chuyén mon va xéa tén ing vien ra khéi danh sdch ving vien hién cé.

6. The Executive Program Manager will finalize the checking of all the application materials, including references and
work histories.

Qudn ly chuyén mon chiu trdch nhiém kiém tra tdt cd cdc tai lieu trong hd so ting tuyén ctia 1ing vién, bao gom cdc tai lieu tham
khdo va qud trinh cong tdc ctia ting vién.

7. The teacher begins teaching under a two month probationary period in which time they will complete the process for
acquiring a work permit and the manager will carefully observe and assess their work.

Gido vién thit viéc bdt dau cong tdc gidng day véi thoi gian thit viec la hai thdng, trong thoi gian nay, gido vién phdi hoan thanh
quy trinh xin gidy phép lao dong va qudn 1y chiu trdch nhiém quan sdt va ddnh gid k3 luong ndng luc cia gido vién thi: viéc.

BACKGROUND CHECK / KIEM TRA LY LICH

All employees and volunteers are required to submit the background check through the office of the Asian International

School.

Tét cd nhan vien va tinh nguyen vién phdi nop hé so lj lich tw phdp téi van phong Truong Quéc t& A Chau.

For Vietnamese staff:

Curriculum vitae certified by the police in accordance with the Labor Law.

For foreign nationals:
1. Criminal background check in Vietnam obtained from the department of justice.
2. Criminal background check from their country of origin.

3. Criminal background check from all previous countries of residence/employment.

Doi voi cong dan Viet Nam:

So yéu Iy lich duoc co quan Cong an xdc nhan theo quy dinh ctia Luat lao dong.

Déi véi cong dan nudc ngoai:
1. Kiém tra Iy lich tw phdp tai Viet Nam do Sé Tw phdp thuc hién.
2. Kiém tra ly lich tw phdp tai quéc gia xudt xit.

3. Kiém tra Iy lich tw phdp tai tdt cd cdc quoc gia tieng cu trii / lam wviéc trudc day.

The following adults must comply with the background requirements when working at the school:

1. All staff (full-time and part-time) working at the school under contract with a third-party company or organization
(e.g. food services, cleaning services, repairs, etc.) must be provided information and written notice (list) to the School.
The third party commits that the staff they send to school have a clear background, which is regulated in the service
contract with the school.

Substitute teachers from other campuses use ID cards to enter and exit the school

No background check is required for suppliers of milk, food, correspondence, etc.

Nhitng nguoi truong thanh thuéc cdc doi tuwong sau day phdi tudan thi cdc yéu cdu ly lich khi lam viéc tai truong:

1. Tdt cd nhan vién (toan thoi gian va bdn thoi gian) lam viéc tai truong dudi hop ddng véi mot doanh nghiép hodc té chiic thit ba
(vi du: dich vu dn uong, dich vu vé sinh, stta chita, v.v.) phdi dwoc cung cdp thong tin va thong bdo béng vin bdn (danh sdch) dén
Truong. Doanh nghiép hodc té chiic thit ba cam két nhan vién ho cung cdp cé 1y lich 6 rang trong hop déng dich vu véi Truong.

Gido vien day thay tit cdc co sé khdc ciia Truong st dung thé an ninh dé ra vao truong

3. Cdc nha cung cdp sita, thuc phdm, thu tit, v.v. khong phdi thuc hién kiém tra ly lich.
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Special guest speakers are not required to have background checks. They should never be left alone with children. Classroom
teachers should be with their class at all times.

Cdc dién gid khdch moi ddc biet khong bdt buoc phdi thuc hien kiém tra Iy lich tw phdp. Tuyét doi khong dwoc dé dién gid khdch moi mot
minh véi hoc sinh. Cdc gido vien phdi luon cé mdt trong l6p duoc giao phu trdch.

Special guest speakers are not required to have background checks. They should never be left alone with children. Classroom
teachers should be with their class at all times.

Cdc dién gid khdch moi ddc biet khong bdt buoc phdi thuc hién kiém tra Iy lich tw phdp. Tuyet doi khong dwoc dé dién gid khdch moi mot
minh véi hoc sinh. Cdc gido vien phdi luon cé mdt trong l6p dwoc giao phu trdch.

All reports related to the criminal history records checks are to be kept in a secure place that is other than the personnel
files of the individuals. Only the principal, chief accountant and the authorities shall have access to these files. Copies of all
reports are to be retained at the school.

Tat cd cdc bdo cdo lien quan dén viec kiém tra ly lich tw phdp phdi dwoc luw git 6 noi an toan, khong gop chung véi ho sonhan sw. Chi c6 hieu
truéng, ké todn truéng va co quan chikc ndang méi cé quyén truy cap cdc hd so nay. Bdn sao ctia tdt cd cdc bdo cdo sé dwoc lwu giit tai truong.

All incidents of criminal conviction, or indicated incidents or pending investigations must be fully addressed by the principal
with the employee or volunteer. The principal must also consult with the authority in the national laws and criminal justice
department prior to meeting with the employee or volunteer when in doubt whether such information prohibits employment
with the school.

Tdt cd cdc vu dn hinh sy, hodc cdc vu viec duoc chi dinh hodc dang cho diéu tra lien quan dén nhan viéen, tinh nguyén vién ctia Nha
truong phdi déu phdi duoc thong bdo cho Hiéu truéng. Hiéu truéng phdi tham khdo §¥ kién ciia co quan cé thdm quyén va sé tw phdp hinh
s trudc khi gdp go ving vién trong truong hop vy viéc lien quan dén wng vien cé dnh hudéng dén viec tuyén dung ting vién nay.

EMPLOYMENT CONTRACTS / HOP PONG LAO DONG

All individuals employed by the Asian International School will be contracted by the School in accordance with the Labor
Law. Labor contracts will be drafted for each job position.

Tét cd cdc cd nhan duwoc Truwong Quoc t& A Chau tuyén dung sé dwoc Nha truong k§ hop dong theo Luat Lao dong. Hop déng lao dong
sé¢ dwoc soan thdo cho tieng vi tri cong viéc.

EVALUATIONS / DANH GIA

Each probationary teacher/staff must be observed and evaluated during the probationary period. The official teacher/staff
will be evaluated based on the performance and quality of work from the school's managers.

Mai gido vien nhan viéen thit viec phdi dwoc quan sdt va ddnh gid trong khodng thoi gian thit viec. Cdc gido vién nhan vién chinh thiic sé
duoc ddnh gid duwa trén hieu sudt, chdt luwong cong viéc tix cdc qudn 1y ctia Nha truong.

PROMOTIONS / THANG TIEN

Promotion is available to all teachers and staff who work for the Asian International School. The School Board will evaluate
employees’ performances at the end of each school year and based on the results of the evaluation, promotion will be offered
to employees who are proven to be qualified for the next level of roles and responsibilities. When there are vacancies and the
school finds that it needs new individuals for those vacancies, the School Board will hold a meeting and decide the promotion
procedures. The Principal and CEO will take the lead in those promotion procedures.

Tét cd gido vien nhan vien lam viec cho Truong Quoc Té A Chau déu c6 co hoi duoc dé bat thang chitc. Ban gidm hiew ddnh gid hieu
ndng ctia gido vien nhan vién vao cudi méi ndm hoc va dua trén két qud ddnh gid nay, nhiing gido viéen nhan vien dwoc ddnh gid dn tieu
chudn va nang lyc cho vi tri cong viec ¢ cdp do cao hon sé duoc dé bat. Khi c6 cdc vi tri trong va Nha truong nhan thdy cdn cé cd nhan
méi cho cdc vi tri d6, Ban Gidm hiéu sé hop va quyét dinh cdc quy trinh tuyén dung. Hiéu truéng va Tong gidm doc diéu hanh chiu trdch
nhiem chit tri cdc budi hop quyét dinh quy trinh tuyén dung nay.

COMPLAINTS/GRIEVANCES / KHIEU NAI/PHAN NAN

If there is a misunderstanding or a grievance that a teacher/staff believes has not been handled in an appropriate manner,
the procedure for a review of such misunderstanding and grievance is as follows:

Néu c6 hiéu lam hodc khieu kién ma gido vien nhan vién cho rdng Nha truong xit l§ chua théa ddng, quy trinh yéu cdu xem xét lai cu thé
nhu sau:

1. Teachers/staff are encouraged to talk to each other to resolve their problems. When this isn’t possible, they should
communicate informally with their immediate manager, who will try to resolve the problem.
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Cdc gido vién nhan vien duoc khuyén khich doi thoai ciung nhau dé gidi quyét mau thudn. Trong truong hop khong thé doi thoai, gido
vien nhan vién nén thong bdo véi qudn Iy truc tiep dé thay mdt gidi quyét.

2. When teachers/staff want to complain about their manager, they should first try to discuss the matter and resolve it between
them. When they’re unable to do so, they should refer to the next superior manager and cooperate with all other procedures:

Gido vien nhan vien cé khiéu nai vé cdp trén nén co gdng doi thoai dé gidi quyét vdn dé v6i cdp trén ciia minh trude. Trong truong hop khong
thé doi thoai, gido vien nhan vién nén tham khdo § kién ciia qudn l§ cdp trén tieh theo quy trinh sau:

e Talk with the employee to ensure the matter is understood completely.
Tien hanh doi thoai nham ddm bdo vdn dé dang duwoc hiéu mot cdch ddy dit va chinh xdc.
e Provide the employee who faces allegations with a copy of the grievance.
Chuyén bdn sao ctia don khieu nai cho bén bi khicu nai.
e Organize mediation procedures (e.g. arranging a formal meeting).
T6 chiic quy trinh hoa gidi (vi du: sdp xép mot cuoc hop chinh thiic).
o Investigate the matter or ask the help of a committee when needed.
Diéu tra vdn dé hodc yéu cdu thanh lap mot vy ban chuyén trdch néu can.
e Keep employees informed throughout the process.
Thong tin day dit dén cdc nhan vién cé lien quan trong suét qud trinh.
e Communicate the formal decision to all employees involved.
Thong bdo quyét dinh chinh thiic cho tdt cd cdc nhan vién c6 lien quan.
@ Take action to ensure the formal decision is adhered to.
Bdm bdo quyét dinh chinh thitc dwoc cdc bén tuan thii.
® Deal with appeals by gathering more information and investigating further.
Gidi quyét cdc khiéu nai biang cdch thu thap thong tin va diéu tra k¥ luong.
e Keep accurate records.

Lueu gitk ho so chinh xdc vé noi dung, bdn chdt vy viec.

DISCIPLINE / KY LUAT

Disciplinary action against a teacher/staff must be taken when his/her conduct does not conform with basic employee responsibilities.
The responsibilities include, but are not limited to the following:

K5 luat doi véi gido vien nhan vien phdi dwoc thuc hién khi hanh vi ctia nguoi dé khong phit hop véi trdch nhiem co bdn dwoc giao. Cdc trdch
nhiém bao gdm, nhung khong giéi han é nhiing dicu sau:

1. Teachers/staff are expected to be of good moral character.
Gido vien nhan vién phdi duy tri tu cdch dao diic tot.
2. Itis expected that all teachers/staff will conduct themselves at all times in a manner consistent with the mission and doctrines
of the office in which they work.
Gido vien nhan vién phdi luon 1ing x¢ phit hop véi sit menh va quy dinh ciia noi lam vigc
3. Teachers/staff are responsible for performing their duties in a professional manner.
Gido vien nhan vién cd trdch nhiem thuc hién nhiem vu duoc giao mot cdch chuyéen nghiép.
4.  All teachers/staff have the duty to be familiar with and abide by the school’s policies and procedures, even as they change.

Gido vien nhan vién cé nghia vu tim hiéu va tuan thit cdc chinh sdch va quy trinh ctia Nha truong, ngay cd khi nhitng quy dinh nay da
duoc thay déi, cap nhat.

5. All teachers/staff are expected to work efficiently and harmoniously and to meet the requirements and standards of their
position.

Tat cd gido vien nhan vien duoc ky vong lam viéc hieu qud, hai hoa, ddp ving cdc yeu cau va tieu chudn cong viec.
6. Teachers/staff have the duty to abide by rules of confidentiality, school uniform and loyalty.

Gido vien nhan vién cé nghia vy tuan thii cdc quy tdc vé bdo mat, dong phuc va trung thanh véi Nha truong.

The above are only examples of common sense rules which experience has shown to be both necessary and most effective in
maintaining sound working relationships. They are only typical of cases which can result in disciplinary action ranging from
verbal warnings to discharge and are not to be construed as limiting or restricting disciplinary action to only the specific cases
listed.
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Trén day chi la nhitng vi dy vé cdc quy tdc thong dung qua thuc t¢' da duoc chitng minh la can thiét va hiéu qud trong viéc duy tri cdc moi
quan hé cong viéc lanh manh. Cdc quy dinh nay chi la dién hinh cho cdc truong hop cé thé dan dén hinh thiic xi Iy ky luat, tie cdnh cdo
béng loi néi dén cdch chiic va khong nén duoc xem la han ché tuyet doi viec bi ky luat doi véi cdc truong hop cu thé da dwoc liet ke 6 trén.

DISMISSAL / SA THAI

The school implements the dismissal of teachers and staff in accordance with the provisions of the 2019 Labor Law of

Vietnam. Disciplinary handling of dismissal is applied by the school in the following cases:

Nha truong sa thdi gido vien nhan vién theo quy dinh trong Luat lao dong Viet Nam nam 2019. Hinh thiic xi Iy ky luat sa thdi dwoc

Truong dp dung trong truong hop sau day:

1. Teachers/staff commit acts of theft, embezzlement, gambling, intentionally causing injury, using drugs at the workplace;
Gido vién nhan vién cé hanh vi trom cdp, tham 6, danh bac, cé' § gay thuong tich, st dung ma tuy tai noi lam viéc;

2. Teachers/staff have acts of disclosing business secrets or technology secrets, infringing upon the intellectual property
rights of the school, committing acts of causing serious damage or threatening to cause serious damage about the property,
interests of the school or sexual harassment in the workplace specified in the labor regulations;

Gido vién nhan vién cé hanh vi tiét 1o bi mat kinh doanh, bi mat cong nghe, xam pham quyén sé hitu tri tué ctia Truong, cé6 hanh vi
gay thiet hai nghiem trong hodc de doa gay thiet hai ddc biét nghiém trong vé tai sdn, loi ich ctia Truong hodc qudy roi tinh duc tai
noi lam viéc dwoc quy dinh trong noi quy lao dong;

3. Teachers/staff voluntarily quit work for 5 cumulative days within 30 days or 20 cumulative days within 365 days from
the first day of voluntarily quitting without a valid reason.

Cases that are considered to have legitimate reasons include natural disasters, fires, illness of the teacher/staff or his/her
family members certified by a competent medical facility and other cases specified in labor regulations.

Gido vien nhan viéen tw ¥ bé viec 05 ngay cong don trong thoi han 30 ngay hodc 20 ngay cong dén trong thoi han 365 ngay tinh ti
ngay dau tien tw § bé viec ma khong c6 1y do chinh ddng.

Truong hop duwoc coi la c6 1§ do chinh ddng bao gdm thién tai, héa hoan, bdn than, than nhan bi 6m c6 xdc nhan ctia co sé khdm
bénh, chita bénh cé thdm quyén va truong hop khdc dwoc quy dinh trong néi quy lao dong.

This is not an exhaustive list or all-inclusive. In each case of misconduct or unsatisfactory performance, the appropriate
disciplinary action, up to and including discharge, will be determined, at the school’s discretion, on the basis of particular
facts and circumstances.

Day khong phdi la danh sdch day dii, bao gom tdt cd cdc hanh vi bi cdm. Trong truong hop ma nhan vién cé hanh vi sai trdi hodc thuc
hien cong viec khong dat yéu cdu, hinh thitc ky luat thich hop, bao gom cd sa thdi sé dwoc Nha truong xem xét va quyét dinh dua trén
tinh hinh cu thé cia vy viec.

RESIGNATION / TU CHUC

All teachers and staff reserve the right to resign from their current positions whatever reasons there are. However, those
individuals may be at a disadvantage for failure of meeting their labor contract with the school. This is because individuals
sign a contract with the school based on qualifications, rights and responsibilities, obligations associated with the job position
as well as being clearly advised on terms that may be detrimental to them mentioned in the contract upon resignation before
the end of the contract.

Tdt cd gido vien nhan vién c6 quyén tie chitc khéi cdc vi tri dang ndm giit bdt ké vi Iy do gi. Tuy nhién, cd nhan dé cé thé gap bdt loi do
khong thuc hién day di cdc nghia vu trong hop dong lao dong da ky véi truomng. Nguyén nhan la do cdc cd nhan ky hop dong véi truong
dua tren trinh do, quyén loi va trdch nhiem, nghia vu di kem oi tri viec lam cting nhw duwoc tw van 6 cdc diéu khodn cé thé gay bdt loi cho
ho dé cap trong hop dong khi tie chikc truéc khi két thiic hop dong.

RETENTION / GIU CHAN GIAO VIEN NHAN VIEN

Whenever a reduction in force is necessary, the school will retain those teachers/staff who most effectively contribute to the
mission of the school to provide a quality international education for its students.

Bdt cit khi nao can thuc hién gidm bién ché, Nha truong sé git lai nhitng gido vien nhan vién cé déng gép hiéu qud nhdt vao sit ménh
cung cdp mot nén gido duc quoc té chdt luong cho hoc sinh ctia truong.
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SECTION 3 - ADMINISTRATIVE RESPONSIBILITIES
MUC 3 - TRACH NHIEM HANH CHINH

BELL SCHEDULES / KHUNG GIO HOC

PRIMARY SCHOOL LEVEL (IPS) / BAC TIEU HOC IPS

Morning class schedules / Khung gio hoc budi sang

Period Mon - Fri
1 7:40-8:20
2 8:20-9:00
Break 9:00-9:20
3 9:20-10:00
4 10:00-10:40

Afternoon class schedules / Khung gio hoc budi chiéu

Period Mon - Fri
1 1:30-2:10

2 2:10-2:50
Break 2:50-3:10
3 3:10-3:50

MIDDLE & HIGH SCHOOL LEVEL / BAC TRUNG HOC AHS

Morning class schedules

Morning class schedule effective for the first three weeks of the new school year.

Khun

i0 hoc budi sdn

Khung gio hoc budi sdng c6 hiéu luc trong ba tudn dau tien

Period Mon - Fri
1 7:30-8:15
2 8:15-9:00
Break 9:00-9:30
3 9:30-10:15
4 10:15-11:00

Morning class schedules effective three weeks after the beginning of the new school year.

Khung gio hoc budi sdang cé hieu luc ba tudn sau khi bdt dau nam hoc méi.

Period Mon Tue - Fri
1 7:25-8:10 7:10-7:55
2 8:10-8:55 7:55-8:40
3 8:55-9:40 8:40-9:25
Break 9:40-9.55 9:25-9:40
4 9.55-10:40 9:40- 10:25
5 10:40-11:25 10:25-11:10
Afternoon class schedules / Khung gio budi chiéu
Period Mon - Fri Period Tue, Thu
1 1:10-1:55 1 1:10-1:55
2 1:55-2:40 2 1:55-2:40
3 2:40-3:25 Break 2:40-3:00
Break 3:25-3:45 3 3:00-3:45
4 3:45-4:30
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SECTION 4 - PROFESSIONAL RESPONSIBILITIES OF A TEACHER
PHAN 4 - TRACH NHIEM CHUYEN MON CUA GIAO VIEN

ABSENCES - TEACHER / VANG MAT - GIAO VIEN

When it is necessary for teachers to be absent, they should follow the procedures as outlined for obtaining a substitute
teacher listed in this handbook. It is the teacher's responsibility to leave lesson plans and materials for the substitute with
his/her program manager. Lesson plans are to be available every day.

Khi can xin nghi, gido vién phdi tuan theo cdc quy trinh duoc liét ké trong S6 tay nay dé sdp xép gido vien day thay. Gido vién cé
trdch nhiem dé lai gido dn va tai lieu cho nguoi day the véi qudn Iy chuyén mon. Gido dn phdi luén dwoc chudn bi sdn sang méi ngay.

ARRIVAL AND DEPARTURE TIMES / GIO LAM VIEC

The appropriate arrival and departure of teachers is a professional responsibility. The length of the regular work day varies with
the individual contracts of the employees with the school. The length of the work day is published in the Manual of Operations.
All teachers are expected to observe contractual obligations as they pertain to working hours and the school policy.

Scheduling of doctor/dentist and other appointments is to be done so that the work day contractual time is not compromised.
Should this need to be done on any work day, the time of the necessary release must be reported to a manager who will then
record the time of which the teacher leaves and it will be reported to the administration of the school.

Gido vien di va vé dung gio dwoc xem la trdch nhiem nghé nghié¢p. Thoi lwong mot ngay lam viec binh thuong ciia mot nhan sw tivy
thuoc vao hop déng ma nhan su dé ky véi Nha truong. Thoi luong mot ngay lam viéc binh thuong ciing dwoc ghi trong Quy ché té chiic
va hoat dong. Tdt cd gido vien phdi tuan thit nghia vu hop ddng lien quan dén gio lam viéc va cdc chinh sdch ciia trwong.

Lich hen bdc si / nha st va cdc cuoc hen khdc phdi dwoc sdp xép hop Iy dé khung thoi gian lam viéc theo hop dong khong bi dnh hudéng.
Néu cdc lich hen nay can duoc thuc hien trong khung gio lam viéc, gido vien phdi bdo cdo khodng thoi gian xin nghi cho qudn 1y, qudn
Iy can ghi lai khodng thoi gian nghi ciia gido vién va bdo cdo lai cho Ban gidm hiéu Nha truong.

ATTENDANCE RECORD / SO PIEM DANH

The class teacher is responsible for taking attendance at the start or end of each day and entering the absences in each
class book. Each subject teacher is also responsible for keeping their own record of students’” attendance in each period. As
attendance is a component of class performance, records should be thorough and accurate.

Gido vien chit nhiém chiu trdch nhiem diém danh hoc sinh vao dau hodc cudi méi budi hoc va ddnh ddu cdc hoc sinh vdng hoc vao sé
diém danh cia tieng lop. Cdc gido vien bo mon ciing cé trdch nhiem luu gitt hé so diém danh rieng vé hoc sinh vdng hoc trong cdc tiét
hoc ctia minh. Vi ti l¢ vdng hoc ciing duwoc dung dé ddnh gid két qud hoc tap ciia hoc sinh nén hé so diém danh hoc sinh phdi dwoc
ghi chép k3 luong va chinh xdc.

CAMPUS SUPERVISION / CONG TAC GIAM SAT HOC SINH TRONG KHUON VIEN TRUONG

All teachers are to assume responsibility for campus supervision. All teachers have the same responsibility for adequate
supervision of students on the school grounds and in the classrooms. Teachers should never leave students unsupervised
in their classroom and in any place in the school premises.

Tdt cd gido vien c6 trdch nhiém gidm sdt hoc sinh trong khuon vién trwong. Tdt cd cdc gido vien déu cé trdch nhiém tuong dwong trong
viéc gidm sdt hoc sinh trong san truong va lép hoc. Gido vién khong duoc dé hoc sinh khong dwoc gidm sdt trong l6p hoc va & bdt ky
noi nao khdc trong khuon vién truong.

CARE OF SCHOOL PROPERTY / CHAM SOC TAI SAN CUA TRUONG

It is each teacher’s duty and responsibility to exercise good judgment and consideration in the use of school property
entrusted to him/her. Such equipment and supplies should show only the effects of normal use. Teachers are responsible
for library books and any other school equipment signed out to them, and can be billed for the loss and/or damage to
books and equipment.

Mai gido vien cé bon phan va trdch nhiém trong viéc st dung tai sdn dwoc giao diing cdch va c6 can nhdc. Cdc thiét bi va vat tw duoc
giao phdi dwoc st dung ding cdch. Gido vien chiu trdch nhiém bdo qudn sdch thw vién va cdc thiét bi truong hoc khdc dwoc Nha truwong
giao, va cé thé bi lap héa don dén bi trong truong hop sdch/thiét bi duoc giao bi mdt va / hodc hu héng.

CHILD ABUSE / LAM DUNG TRE EM

The school complies with the UN Convention on the Rights of the Child (1990) and the national law on child abuse. The
school also complies with the requirements by the Ministry of Education and Training in Vietnam in this regard. By law,
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any suspected signs of child abuse must be reported immediately to the Principal, program managers, supervisors or the
main office. All teachers are required to be familiar with The Asian International School’s Child Protection Policy.

Nha truwong tuan thi Cong wéc Lién hop quoc vé Quyén tré em (1990), luat vé phong chong lam dung tré em ciia Viet Nam va cdc
quy dinh ctia Bo Gido duc va Dao tao Viet Nam vé vdn dé nay. Theo luat, cdc ddu hiéu nghi ngo lam dung tré em phdi duoc bdo cdo
ngay cho Hiéu truéng, qudn ly chuyén mon, gidm sdt hodc vdan phong truong. Tdt cd gido vién bdt buoc phdi ndm rd Chinh sdch Bdo
vé Tré em ciia Truomg Qudc t¢é A Chau.

CLASSES HELD IN ROOMS OTHER THAN ASSIGNED CLASSROOMS / GIANG DAY TAI PHONG HOC
KHAC VOI PHONG HOC bUOC CHI DINH

Teachers should follow the reservation procedures in case they want to use a room other than the assigned classrooms.
The administrator or the program manager in charge will provide assistance in filling out the form and completing the
requirements. This is necessary to facilitate contact of students and/or teachers in emergency situations. If the teacher
wishes to use an empty room, or conduct a class or activity in the school yard, the teacher should seek prior permission
from the manager.

Gido vien phdi tuan thit cdc quy trinh ddng ky stz dung phong trong truong hop muon stz dung mot phong khdc véi phong dwoc chi
dinh. Qudn Iy hanh chdnh hodc qudn Iy chuyén mon chiu trdach nhiem hé tro gido vien dién biéu mau ddang k§ va hoan thanh cdc quy
trinh lién quan. Diéu nay la can thiét dé tao diéu kién cho hoc sinh va / hodc gido vién lien lac trong cdc tinh huong khdn cdp. Néu
gido vien muon st dung mot phong trong, hodc té chiic l6p hoc/hoat dong trong san truong, gido vien phdi xin phép qudn 1y trudc.

CODE OF ETHICS FOR TEACHERS / QUY TAC PAO BUC AP DUNG CHO GIAO VIEN
The Asian International School has established the Code of Conduct. This Code of Conduct applies to all staff and faculty

members, learners and their parents

No one will be an exception when there is a violation of the code of ethics and he/she will be present in the hearings
organized by the School Board.

Truong Quéc t& A Chau xay dung bo quy tdc ing xi trong treong hoc, dp dung cho cdn bo, gido vién, nhan vien, nguoi hoc va cha me
nguoi hoc Truong Quoc t& A Chau. Khong c6 ngoai lé cho cdc hanh vi vi pham quy tdc dao ditc. Cdc cd nhan vi pham sé phdi gidi
trinh trong cdc phién diéu trdn do Ban gidm hiéu t6 chiic.

Teachers follow the General Code of Conduct set forth in article 4 of the Code as well as the specific rules of conduct
for teachers with the school community set out in article 4 of the Code. Specifically:

Gido vién tuan theo Quy tdc wng x1t chung dwoc quy dinh tai diéu 4 ciua Bé quy tdc ciung nhw cdc quy tdc ving xie cu thé ciia
gido vién voi cong dong truong duoc quy dinh tai diéu 4 ciia Bé quy tdc. Cu thé:

GENERAL CODE OF CONDUCT / QUY TAC UNG XU CHUNG

1. Strictly comply with the laws regarding the rights and obligations of citizens, officials, staff members, teachers, workers,
and learners.

Thuc hién nghiem tiic cdc quy dinh ciia phdp luat vé quyén va nghia vu ciia cong dan, ctia cong chic, vien chiic, nha gido, nguoi
lao dong, nguoi hoc.

2. Follow a healthy, positive, caring and giving lifestyle.
Thuc hién 167 song lanh manh, tich cuc, quan tam chia sé va gitip do nguoi khdc.

3. Protect the landscape of the education institution; build a friendly, green, clean, beautiful, safe and secure environment
for education.

Bdo we, git gin cdnh quan co sé gido duc; xay dung moi truong gido duc an toan, than thién, xanh, sach, dep.

4. As for managers and teachers, dress smartly and appropriately in the educational environment and the activities
conducted; as for staff members, dress appropriately in the educational environment and for the nature of their work;
as for learners, wear tidy, clean, age-appropriate and activity-appropriate clothes; as for parents and visiting guests,
wear appropriate clothes in the educational environment.

Cdn bo qudn ly, gido vien phdi st dung trang phuc lich su, phit hop véi moi truwong va hoat dong gido duc; nhan vien phdi st dung
trang phuc phit hop v6i moi truong gido duc va tinh chdt cong viec; nguoi hoc phdi st dung trang phuc sach sé, gon gang phit hop véi
lita tuoi va hoat dong gido duc; cha me nguoi hoc va khdch dén truong phdi sit dung trang phuc phit hop vé6i moi truwong gido duc.

5. Avoid wearing provocative or revealing clothes.
Khong stz dung trang phuc gay phdn cdm.

6. Do not smoke; do not consume, possess or be under the influence of alcoholic drinks and/or banned drugs as specified
in the law when on campus; refrain from illegal or immoral activities.

Khong huit thuoc, st dung do uong cé com, chdt cdm trong co sé gido duc theo quy dinh ciia phdp luat; khong tham gia té nan xa hoi.
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7. Do not use social media to propagate, disseminate, or post comments and photos that are against the nation’s moral, ethical,
traditional standards, the Communist Party’s policies, and the State’s policies and laws, or reflect negatively on the school.
Khong stz dung mang xa hoi dé phdt tdn, tuyén truyén, binh luan nhitng thong tin hodc hinh dnh trdi thudn phong my tuc, trdi
duong 167 cia Ddng, chinh sdch, phdp luat ciia Nha nudéc hodc lam dnh hwéng xdu dén moi truwong gido duc.

8. Refrain from cheating, lying, slander, animosity, harassment, coercion, threats and violence toward others.

Khong gian lan, doi trd, vu khong, gay hiém khich, qudy v6i, ép buéc, de doa, bao lywc véi nguoi khdc.
9. Avoid doing harm to the health, honor, dignity of oneself and others, as well as to the prestige of the institution.

Khong lam ton hai dén siic khde, danh dw, nhan phdm ciia bdn than, nguoi khdc va uy tin ciia tap thé.

CONDUCT OF FACULTY MEMBERS / UNG XU CUA GIAO VIEN

1. Toward students: Use clear and proper language; be appropriate in both praise and criticism; be a loving, tolerant, responsible,

and exemplary teacher; respect differences and ensure fairness in treatment; be an attentive listener and counsellor, as well
as an encouraging motivator; preemptively and proactively fight against bullying, establishing a healthy, friendly, safe and
secure educational environment; refrain from verbal abuse, harm, discrimination, violence, sexual harassment and abuse,
negligence, unaccountability, cover-up for student’s wrongdoings; avoid self-interest.
Ung xit v6i hoc sinh: Ngon ngi chudn muec, dé hiéu, khen hodc phe binh phit hop v6i d6i tuong va hoan cdnh; mdu muc, bao dung, trdch
nhiem, yéu thuong; ton trong sw khdc biét, d6i xit cong bing, tw van, ldng nghe va dong vién, khich lé hoc sinh; tich cyc phong, chong bao
luec hoc duong, xay dung moi truwong gido duc an toan, lanh manh, than thien. Khong xiic pham, gay ton thuong, vu loi; khong triv dap,
dinh kién, bao hanh, xam hai; khong tho o, né tranh hodc che gidu cdc hanh vi vi pham ciia hoc sinh.

2. Toward managers: Use respectful language; be honest, inquisitive, constructive and positive; be expressive of your opinions;
strictly follow demands, instructions, and assignments as required; refrain from verbal abuse, divisiveness, negligence,
unaccountability, or cover-up for wrong-doings.

Ung x1t v6i cdn bo qudn ly: Ngon ngit ton trong, trung thuc, cdu thi, tham muu tich cuc va thé hién 16 chinh kién; phuc ting sw chi dao,
diéu hanh va phan cong ciia lanh dao theo quy dinh. Khong xtic pham, gay mdt doan keét; khong tho o, né tranh hodc che gidu cdc hanh
vi sai pham ctia cdn bo qudn ly.

3. Toward coworkers and staff members: Use proper language; be honest, friendly, sharing, helpful, inquisitive; respect
differences; uphold others’ honor, prestige, dignity; refrain from verbal abuse, indifference, divisiveness.

Ung xi v6i dong nghiep va nhan vien: Ngon ngit diing muc, trung thuc, than thién, cdu thi, chia sé, hé tro; ton trong su khdc biet; bdo
vé uy tin, danh du va nhan phdm ciia déng nghiép, nhan vien. Khong xiic pham, vo6 cdm, gay mdt doan két.

4. Toward learners’ parents: Use proper language; be honest, friendly, respectful, sharing, and cooperative; refrain from verbal
abuse, coercion, self-interest.

Ung xtt v6i cha me nguoi hoc: Ngon ngtt diing muc, trung thuc, ton trong, than thien, hop tdc, chia sé. Khong xiic pham, dp ddt, vu loi.
5. Toward other guests: Use proper and respectful language; refrain from verbal abuse and incovenience.

Ung xit v6i khdch dén truomg: Ngon ngit diing muc, ton trong. Khong xiic pham, gay khé khan, phién ha.

CONTACTING PARENTS / LIEN HE PHU HUYNH

Class teachers are to make parent contacts regarding positive and constructive criticisms as well as regarding attendance and
discipline issues. A parent contact means meeting the parent at school, personally telephoning the parent, or writing in the
student lesson information book that is brought to the student home every day.

A written parent contact log should be maintained by each class teacher. The written log will identify information such as
the date of contact, time, if a contact was made and with whom, the nature of contact, and the possible outcome. Any of the
above contacts is always recommended for disciplinary actions of any type.

Gido vien qudn nhiem phdi lien lac v6i phu huynh hoc sinh nhdm dua ra cdc phé binh tich cuc va mang tinh xay dung ciing nhw vé cdc
vdn dé vé chuyén can va ky luat ciia hoc sinh. Lién lac v6i phy huynh cé thé theo hinh thiic thong bdo trong sé bdo bai, gap go tai truwong,
goi dien thoai cho phy huynh doi thoai truc tiép.

Maéi gido vien qudn nhiem phdi duy tri nhat ky lien lac véi phu huynh. Nhat ky phdi ghi 16 cdc thong tin nhu ngay thuc hién lién lac,
thoi gian, liéen lac véi ai, bdn chdt ciia viéc lien lac va két qud. Viéc dp dung ky luat dusi bdt ky hinh thiic ndao do6i véi hoc sinh can duoc
thong bdo véi phu huynh qua cdc kénh lien hé néi trén.

CUMULATIVE RECORDS / HO SO HOQC SINH LUU TRU

The cumulative folders are stored in the main office for teachers’ access. They are not to be removed from the office at any
time, for any reason. A teacher should not release any information regarding a student to anyone except to the student’s
parents or legal guardian, as established by the school law.

Cdc ho so luu trit cia hoc sinh ndm trong van phong dé gido vién dé dang tiep can. Cdc ho so nay khong duoc phép dem ra khéi van
phong bdt cit liic nao, vi bdt ky Iy do gi. Gido vien khong dwoc tiet 1o bdt ky thong tin nao lién quan dén hoc sinh cho bdt ky ai ngoai
trit cha me hodc nguoi gidm ho hop phdp cia hoc sinh theo quy dinh ctia Nha truong.
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ELECTRONIC MATERIALS / TAI LIEU DIEN TU

Electronic materials are shared among teachers who are teaching the same subject area to collaboratively work when
developing lesson plans and materials, and when participating in developing curriculum and instructions at the end
of the school year. All teachers are responsible for maintaining the shared electronic materials safe and sound. If a
teacher accidentally makes a mistake and causes a problem with the existing electronic materials, he/she is encouraged to
immediately contact the program manager or the IT staff. Immediate action taken by him/her will help the other teachers
continue to use them.

Tai liew dien tie duoc cdc gido vien gidng day cting mot bo mon st dung chung trong cong tdc soan gido dn, tai lieu va khi tham gia
xay dung chuong trinh, huéng ddn cudi nam hoc. Gido vién cé trdch nhiém bdo qudn cdc tai liéu dien tie dung chung. Trong truong
hop gido vién vo tinh mdc 16i ddn dén sw co v6i cdc tai lieu dien ti nay, gido vien phdi lien hé ngay v6i qudn Iy chuyén mon hodc nhan

vien CNTT dé c6 hanh dong khdc phuc hau qud kip thoi.

EMERGENCY LESSON PLANS / GIAO AN DU PHONG

All teachers will prepare emergency lesson plans for at least 1 week. The emergency lesson plans should be ‘open-ended’
in order that they may be used anytime during the year. Make the lesson complete within itself. All materials to be used
should be included in the folder, with the lesson plans attached, or instructions as to where the backup material can be
located in your room. All teachers are responsible for keeping their Emergency Lesson Plans in the folder at the Academic
Office or on cloud storage and inform the program manager.

Gido vién chiu trdch nhiém soan gido dn dw phong cho it nhdt 1 tudn. Gido dn du phong nén cé "két thiic mé" dé¢ dp dung linh hoat
trong suot nam hoc. Tdt cd cdc tai liew di kéem véi gido dn du phong nén duwoc luw trit trong cing mot thu muc, hodc cé huong dan vé
noi luw trie cdc tai liew di kem nay trong van phong. Gido vién cé trdach nhiem luu trit gido dn dw phong trong tép ho so ddt tai Phong
chuyén mon hodgc luu trit ddm may va giei cho qudn Iy chuyén mon.

FACULTY MEETINGS AND STAFF DEVELOPMENT MEETINGS / HOP GIAO VIEN VA HOP PHAT TRIEN
CHUYEN MON NHAN VIEN

Most staff meetings are held during the afternoon break time, and must be attended by all certificated staff. Classified staff
is invited to attend. Permission to miss a staff meeting must be obtained from a program manager prior to the meeting.
Hau hét cdc cuoc hop nhan vien duoc to chiic trong gio gidi lao budi chiéu va tdt cd cdc nhan vien bdt buoc phdi tham gia. Nhan vién
vdng mdt phdi duwoc qudn 1y chuyén mon cho phép.

GUEST SPEAKERS / DIEN GIA KHACH MOI

Guest speakers are an important method of instruction and are encouraged at The Asian International School under the
coordination of program managers. All guest speakers should be cleared through the Principal’s Office prior to being
invited. Office personnel should be advised as to the approximate time of arrival of the guest speaker so that the speaker
may be met and welcomed appropriately. Normally, a guest speaker should never be left alone with a class. The teacher
should prepare students for a speaker and follow up on the speaker’s presentation.

Dién gid khdch moi la phwong phdp gidng day quan trong va duwoc khuyén khich tai Truong Qudc t& A Chau duéi sw didu phéi ciia cdc
qudn 1y chuyén mon. Tdt cd dién gid khdch moi phdi thong qua Van phong Hiéu trudng truéc khi chinh thitc giti loi moi. Cdc nhan
vien ctia Vin phong phdi dwoc thong bdo vé lich trinh du kién ciia dién gid khdch moi dé len phuong dn dén tiep thich hop. Dién gid
khdch moi khong dwoc 6 mot minh trong lép véi hoc sinh. Gido vién chiu trdch nhiém chudn bi cho hoc sinh ciia [6p ma minh phu
trdch dén tiep va theo déi bai thuyet trinh cia dién gid.

HOMEWORK ASSIGNMENTS / BAI TAP VE NHA

Assignments are given for various purposes as ways of extending and reinforcing instruction through practice. Homework
allows parents and teachers to monitor progress and detect any difficulty a student may experience. Generally, time spent
daily on homework should not exceed the times listed below. If a student routinely spends more than the recommended
time on homework, the issue should be explored further for possible reasons.

Gr. K 1,2 15-30 minutes
Gr. 3,4,5 30-60 minutes
Gr.6,7,8 60-90 minutes
Gr. 9,10, 11 90-120 minutes
Gr.12 120-150 minutes
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Cdc loai bai tap dwoc giao vé nha cho hoc sinh vi nhiéu muc dich khdc nhau nhu la cdch thitc nham mé rong va ciing cd kién thaic
ctia hoc sinh thong qua thuc hanh. Bai tap vé nha cho phép phu huynh va gido vien theo déi su tien bo ciia hoc sinh ciing nhu phdt
hién cdc khé khdn ma hoc sinh cé thé dang gdp phdi. Thoi gian danh cho bai tap vé nha hang ngay khong duoc vuot qud cdc khung
thoi gian duwoc liet ke duéi day. Néu mot hoc sinh thuong danh thoi gian vuot qud cdc khung thoi gian danh cho bai tap vé nha, thi
vdn dé nay nén duwoc tim hiéu sau hon.

Khai, 1, 2 15-30 phait
Khoi 3, 4,5 30-60 phait
Khoi 6, 7, 8 60-90 phuit
Khoi 9, 10, 11 90-120 phuit
Khoi 12 120-150 phait

INSTRUCTION OF STUDENTS / HUONG DAN HQC SINH

Teachers are expected to participate in the school-wide development of curriculum, instruction and assessment. Each
teacher will produce and maintain a written Year Long Plan for their subject areas and/or grade levels of responsibility.
The basic program of studies shall include the following:

Cdc gido vién c6 nghia vy tham gia vao cong tdc xay dung chuong trinh gidng day, huéng ddn va ddnh gid cho toan truong. Méi gido
vien chiu trdch nhiém tham gia soan thdo va duy tri thuc hién K& hoach ndm hoc bang vdn bdn cho cdc mén hoc va / hodc lép thuoc
pham vi trdch nhiem duwoc giao. Chuong trinh co bdn sé bao gom:

Primary School / Tiéu hoc

Vietnamese Program International Program
Chuong trinh Viet Nam Chueong trinh Quoc té
® Vietnamese Language ® English Language Arts
Tieng Viet ® Maths
® Maths ® Social Studies
Todn ® Science
@ Moral Education ® Drama
Dao diic ® Grammar
® Natural and Social Science (grades 1-3) ® Listening
T nhién v xa hoi ® Media
@ Natural Science (grades 4, 5) ® Vocabulary
Khoa hoc ® Qutside Class
o History and Geography (grades 4, 5) o World Languages
Lich sit- Dia li
® Physical Education
Gido duc thé chdt/ The duc
® Fine Arts
My thuat
® Music
Am nhac
® Computer Science
Tin hoc
@ Technology
Cong ngh¢
® Engineering (grades 4, 5)
Ky thuat
® Experience Activities
Hoat dong trai nghiém
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Middle and High School / Trung hoc Co sé& va Trung hoc Phé thong

Vietnamese Program International Program
Chuong trinh Viet Nam Chueong trinh Quoc té

o Math @ English Language Arts
Todn ® Math
@ Natural Science (grades 6-7) ® Science
Khoa hoc tw nhien (Lép 6-7) @ Drama (grades 6-7)
e History (grades 8-12) e History (grades 6-8)
Lich st (lop 8-12) ® Geography (grades 9-12)
® Geography (grades 8-12) ® Literature (grades 9-12)
Dia ly (lop 8-12) ® Media
® Literature
Ngit van
@ Physical Education
Thé duc
® English
Tieng Anh
@ Physics (grades 8-12)
Vatli (Lop 812)
® Chemistry (grades 8-12)
Hoéa hoc (l6p 8-12)
@ Biology (grades 8-12)
Sinh hoc (lop 8-12)
o Civics Education
GDCD
@ Technology
Cong nghe
® Music (grades 6-9)
Am nhac (I6p 69)
® Arts (grades 6-10)
Mi thuat (lop 6-10)
@ History and Geography (grades 6-7)
Lich st va Dia li (Lép 6-7)
@ Regional Program (grades 6,7,10)
Noi dung gido duc cia dia phuong (l6p 6,7,10)
@ Vocational and Experiential Activities
Hoat dong trdi nghiem, hudong nghiep
® Informatics
Tin hoc
@ National Defense and Security Education
Gido duc quoc phong va an ninh ( Lép 10-12)

LEAVING CAMPUS / ROl TRUONG

Certificated employees, with the exception of those whose official duties require regular calls at schools and at student’s
homes, may not leave the school grounds at any time during the school day, except during lunch, without a program manager’s
knowledge and consent.

Cdc nhan vién, ngoai trie cdc nhan vién cé chiic trdach doi héi phdi thuong xuyén di chuyén gita truong va nha riéeng ciia hoc sinh,
khong dwoc roi truong trong ngay hoc, ngoai trie gio dn trua, ma khong cé sy dong § ctia qudn Iy chuyén mon.

LESSONS, GOALS, STANDARDS / BAI HOC, MUC TIEU, TIEU CHUAN

All teachers must clearly inform the lesson objectives and standards to students at the beginning of each lesson. The
teacher informs the next lesson to the students and asks the students to make notes in their Lesson Information book.

Tdt cd cdc gido vien phdi thong bdo r6 rang cdc tiéu chudn va muc tiéu bai hoc cho hoc sinh ngay dau méi tiét day. Gido vién thong
tin bai hoc tiép theo dén hoc sinh va yéu cdu hoc sinh ghi chii trong sé bdo bai.
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OBTAINING A SUBSTITUTE TEACHER / GIAO VIEN DAY THAY

It is the teacher’s responsibility to notify a program manager through the main office of an absence. A brief outline of the
procedure follows:

1. If a teacher knows in advance that he/she will be absent (medical appointments, events, etc.), he/she should inform
a program manager. It is always his/her responsibility to report to the manager ideally 2 days in advance of his/her
absence.

2. In case of illness or an unexpected emergency, teachers report to a manager their absence before the first period of the
day starts if they can. Otherwise, they should do it as soon as they can.

3. All supervision assignments should be included with their lesson plans and attendance book. In order to reduce the
possibility that teachers may not have a lesson plan during an unexpected absence, emergency lesson plans will be
required. Absence does not relieve teachers of the responsibility for their teaching assignment unless the necessary
materials are in the hands of the substitute teacher.

Gido viéen cé trdch nhiem thong bdo cho qudn Iy chuyén mon thong qua van phong truong vé viéc vdng mdt ciia bdn than. Quy trinh

so luoc nhu sau:

1. Néu mot gido vien biét trudc rdng minh sé vdng mat (cdc cudc hen y té, cdc su kién, v.0.), gido vien phdi thong bdo cho qudn Iy
chuyén mon. Gido vién cé trdch nhiem thong bdo véi qudn 1§ trwéc it nhdt 2 ngay vé thoi gian xin vdng mdt ciia bdn than.

2. Trong truong hop bi 6m hodc truong hop dot xudt, gido vien phdi bdo cdo v6i qudn 1y vé su vdng mdt truéc khi tiet hoc ddu tien
trong ngay bdt ddu néu cé thé. Néu khong, gido vién phdi bdo cdo cho qudn 1§ cang sém cang tot.

3. Tdt cd cdc nghia vy vé gidm sdt hoc sinh phdi dwoc ghi chii v6 rang trong gido dn va s6 diém danh ciia gido vién. D& han ché viéc
gido vien day thay khong cé gido dn trong thoi gian gido vién chinh vdng mdt dot xudt, can cé gido dn du phong. Gido vién vdng
mdt chi duoc gidi trie trach nhiem gidng day khi tdt cd cdc tai lieu gidng day can thiét da dwoc chuyén téi cho gido vién day thay

PARENT COMMUNICATION / GIAO TIEP VOI PHU HUYNH

Teachers are obligated to share information about educational objectives and expectations with parents on a regular
basis via the school communication channels. When a parent contacts a teacher and requests information, every effort
should be made to provide the information within 24 hours or provide a time frame for when the parent can expect the
information. Teachers should maintain an up-to-date source that includes information about curriculum, instruction and
activities for the grade level or subject taught in the student’s Lesson Information book. Teachers will provide parent
communication when units of study change. This communication can take the form of emails, if necessary, or via class
teacher’s communication with parents. All parent communication must be professional in nature. Teachers will spell check
and proofread documents that are sent home. A copy of these documents should also be shared with the principal.

Gido vién cé nghia vy chia sé thong tin vé cdc muc tiéu va ky vong gido duc cia hoc sinh véi phu huynh thwong xuyén thong qua cdc
kenh lien lac ctia Truong. Khi phu huynh lién lac véi gido vien va yéu cau thong tin, gido vién can cung cdp thong tin ma phu huynh
yéu cau trong vong 24 gio hodc thong bdo mot mac thoi gian cu thé dé chuyén thong tin téi phu huynh. Gido vién can cap nhat thuong
xuyén cdc thong tin vé chuong trinh gidng day, huéng ddn va cdc hoat dong trong lép hodc mon hoc duwoc giao gidng day thong qua so
bdo bai. Gido vién cung cdp thong tin cho phu huynh khi cé sw thay doi trong tién trinh day va hoc. Thong tin c6 thé dwoc chuyén téi
phu huynh duwéi dang email, néu can, hodc trao déi ctia gido vién chit nhiém véi phu huynh. Viéc giao tiép véi phu huynh phdi mang
tinh chuyen nghi¢p. Gido vien phdi kiém tra chinh td va doc ky cdc tai lieu truéc khi giei dén cho phy huynh. Bdn sao ciia nhitng tai
lieu nay phdi duwoc trinh cho Hiéu truéng.

PARENT/TEACHER CONFERENCES / HOP PHU HUYNH - GIAO VIEN

Parent/Teacher Conferences are held once a year on each campus. Both morning and afternoon sessions are scheduled to
meet the needs of parents. Teachers should keep track of conference attendance and document any necessary information.
Students should be included in conferences when appropriate. Report cards are given to the students during their study.
The Parent/Teacher Conference should be used to inform the parent about a child’s ability, educational, and social
progress. Conferences should always be started on a positive note. Teachers should use specific test scores, assignments,
anecdotal records, etc. to substantiate their statements. The conference is confidential. Parent conferences are most helpful
to us, as well as being helpful to parents and students. It should prove to be a worthwhile and positive experience for all
concerned. Alternate dates and times should be offered if the parent is not available at the scheduled date/time.

Hop Phu huynh dwoc t6 chitc 1 lan mot ndm tai méi co sé. Nha truwong t6 chitc cdc phién hop sdng va chiéu trong ngay dé ddp ing nhu
cau cia phu huynh. Gido vién can theo sdt tien trinh budi hop va ghi lai cdc thong tin can thiét. Hoc sinh nén duoc tham gia khi can
thiet. Phieu diém dwoc phdt truec tiép cho hoc sinh trong qud trinh hoc tap. Hop Phu huynh dwoc t6 chitc nhdm muc tiéu thong bdo
cho phu huynh vé khd ndng, trinh d6 hoc vdn va tién bo ctia con em minh. Cdc cudc hop phdi luon duoc bdt dau theo huéng tich cuec.
Gido viéen nén st dung diém kiém tra cu thé, bai tap, ho so, v.v. dé chitng minh cho nhan dinh ciia minh vé hoc sinh. Cdc thong tin
trong budi hop phdi duwoc bdo mat. Cdc cuoc hop phu huynh la cong cu hitu ich nhdt doi véi Nha triong, phu huynh va hoc sinh. Cdc
budi hop sé la mot trdi nghiem ddng gid va tich cuc cho tdt cd cdc bén lien quan. Ngay va gio cho mot budi hop thay thé cé thé duweoc
sdp xép trong truong hop phu huynh khong thé cé mdt vao ngay / gio da dinh.
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PROGRESS REPORTS / BAO CAO TIEN BO CUA HOC SINH

It is important that subject teachers keep parents informed about the progress of their children via the school
communication channels such as the Student Lesson Information book, School Report. It is mandatory, therefore,
that the parents of students who are failing or are in danger of failing a course be informed according to the
following guidelines:

1. If a student is likely to fail a subject, or is currently failing a subject, the subject teacher must report it to the
program manager in writing and the subject manager will arrange a parent-teacher conference at the school
office.

2. These progress reports are to be completed as soon as it becomes apparent that a student is getting a failing
grade in the class, but no later than a month after the midterm exam. A list of students getting a failing grade
should be sent to the Principal’s Office along with the progress reports.

3. A class teacher is encouraged to phone the parents of students and/or use the student’s agenda in order to
better relay information and establish better communication with the parents.

Gido vien bo mon phdi thong bdo cho phu huynh vé su tién bo ctia con em minh thong qua cdc kénh lien lac nhu S6 bdo bai, S6

lien lac. Gido viéen bdt buoc phdi thong bdo cho phu huynh ctia nhiing hoc sinh cé thanh tich hoc tap khong dat hodc cé nguy

co trugt mon hoc theo quy trinh sau:

1. Néu mot hoc sinh cé nguy co truot mon, hodc hién dang trwot mon, gido viéen bo mon phdi bdo cdo dén qudn Iy chuyén mon
bdang bien bdn va qudn Iy chuyén mon sé sdp xép budi hop trao déi véi phu huynh tai Vin phong truong.

2. Cdc bdo cdo tien do nay phdi dwoc hoan thanh ngay khi cé biéu hién r6 rang la hoc sinh sé dat diém duwdéi trung binh,
nhung khong muon hon mot thdng sau k3 thi gitta ky. Danh sdch hoc sinh cé két qud hoc tap kém can trao d6i véi phu
huynh phdi dwoc givi den Hiéu truéng cting cdc bien bdn trao doi.

3. Gido vien qudn nhiem nén goi dién thoai cho phu huynh hoc sinh va / hodc lén chuong trinh hoc tap ctia hoc sinh dé
chuyén tiép thong tin va thiét lap kénh giao tiép tot hon véi phu huynh.

PROMOTION AND RETENTION / LEN LOP VA LUU BAN

Promotion to the next grade at The Asian International School is offered based on particular criteria regulated in
the Vietnamese Program and International Program. In considering a child for promotion, the teacher evaluates the
child’s academic achievement demonstrated by the mastery of the required skills in those subject areas appropriate to
the given grade. Achievement is viewed in relation to the child’s overall development, ability, and personality traits.
If a student does not demonstrate adequate academic achievement, as determined by the principal, a conference
with parents will be scheduled as soon as it is apparent that there is a possibility of retention. Ideally, discussion
of this possibility with the parents should begin very early in the second semester. A plan for remediation may be
implemented and goals set in order to establish criteria for the student’s promotion. The principal is ultimately
responsible for the grade placement of students in the school and will make final decisions regarding retention and
promotion.

Xeét len 16p tai Truong Quoc t&¢ A Chau dwoc thuec hien dwa trén quy dinh ciia Chuong trinh Viet Nam va Chuong trinh quéc
té. Khi xem xét viéc len l6p ctia mot hoc sinh, gido vien sé ddnh gid thanh tich hoc tap ciia hoc sinh dé dwoc thé hién qua mikc
o thanh thao cdc ky ndng can thiét ctia mon hoc dé cé dat t6i mot cdp do nhdt dinh hay khong. Thanh tich duoc xem la cé
lien quan dén su phdt trién tong thé, ndang luc va ddc diém tinh cdch ciia tré. Néu mot hoc sinh khong chitng minh dwoc thanh
tich hoc tap du dé len l6p, theo quyét dinh ctia hiéu truéng, mot cudc hop véi phu huynh sé duoc t6 chitc ngay khi cé ddu hieu
16 rang la em hoc sinh cé khd ndng bi luu ban. Thdo luan vé khd ndng hoc sinh bi luu ban véi phu huynh ctia em nén duwoc
khéi dong ngay trong hoc k¥ thit hai. Nha truong va phu huynh cé thé trao déi cdch khdc phuc va ddt ra cdc muc tieu dé thiet
lap cdc tieu chi cho viéc len 16p ctia em hoc sinh dé. Hiéu truéng chiu trdch nhiem cudi ciing trong viéc xép lép cho hoc sinh va
duwa ra quyét dinh cuoi ciing trong viéc hoc sinh bi luu ban hay dwoc len l6p.

PUBLICITY / CONG KHAI

All publicity releases, including official reports to an outside organization, letter to the Editor, and news releases,
and general letters of information to parents and the public must be cleared through the Principal prior to release.
Tdt cd cdce tai lieu duwoc phdt hanh cong khai, bao gdm cdc bdo cdo chinh thiic ctia mot t6 chikc ngodi nha truong, thu giki cho Bién
tap wvién, cdc bdn tin tikc, cdc thu thong tin chung cho phu huynh va cong chiing phdi thong qua Hiéu trudng truée khi phdt hanh.

RECORD KEEPING/GRADING / DIEM SO/LUU TRU HO SO DIEM SO

Grades should be kept either electronically or as a hard copy. Assignments should be graded and entered into the
grade book within one week of the due date. Late assignments will be entered within one week from the turn-in
date. An adequate number of grades should be entered in order to reflect the student’s ability and progress. Grades
should basically consist of participation, homework, daily work, quizzes, tests and projects.
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Diém s6 ciia hoc sinh phdi dwoc luu triv duéi dang dien ti hodc bdn in ciing. Cdc bai tap vé nha cia hoc sinh phdi duoc chdm
diém va ghi vao s6 diém trong vong mot tudn truéc han chét. Bai tap nop muon phdi duwoc nhap diém trong vong mot tudn ké ti
ngay nop. Diém so phdi duoc nhap ddy di va chinh xdc nhdm phdn dnh ding ndng luc va sw tién bo ctia hoc sinh. Vé co bdn, co
cdu diém so bao gdm diém chuyén can, bai tap vé nha, bai tap hang ngay, cau héi, bai kiém tra va dé dn.

RELIGION / TON GIAO

The Vietnamese Education Law prohibits the propagation of religion in educational institutions. Specifically: “Do not
propagate religion, conduct religious ceremonies in educational institutions of the national education system, state
agencies, political organizations, socio-political organizations and armed forces."

Luat Gido duc Viéet Nam nghiem cdm wviéc truyén bd ton gido trong co sé gido duc.

“Khong truyén bd ton gido, tien hanh cdc 1& nghi ton gido trong co sé gido duc ctia hé thong gido duc quoc dan, co quan nha nudéc,
t6 chitc chinh tri, t6 chiic chinh tri - xa hoi va luc luong vii trang nhan dan.”

Teachers reserve their right to keep their religion. However, teachers are not allowed to attempt to lead students to
a certain direction based on their religion during class activities and daily lessons. The school, however, celebrates a
holiday, such as “Christmas,” with students as a way of augmenting their multicultural understanding.

Gido vien c6 quyén tu do thuc hanh ton gido. Tuy nhién, gido vién khong dwoc phép dan ddt hoc sinh di theo duwong huéng dua
trén ton gido trong cdc hoat dong trén l6p va cdc bai hoc hang ngay. Nha truong c6 té chikc mot s6 ngay 1é, chdng han nhu “Gidng
sinh” cho hoc sinh nhw mot cdch dé tang cwong hiéu biét vé da vdan héa cho cdc em.

SCHOOL REPORT & RECORD / SO LIEN LAC VA BANG DIEM

The School Report of Vietham Program and the School Record of International Program are released periodically
according to the planned schedule. The School Report and School Record are sent to parents through students during
their schooling. At the end of each term, the School may withhold The School Report and School Record for a number
of reasons such as unreturned library books, late payment of tuition and/or meals, and failure to submit required health
forms. The week prior to handing out The School Report and School Record, the School will provide each teacher
with a list of the names of students whose The School Report and School Record is withheld. Teachers return the The
School Report and School Record to the school office and parents may ask for a reason for the withholding of the The
School Report and School Record.

Sé lien lac Chuong trinh Viet Nam va Phieu diém Chuong trinh quoc t& dwoc phdt hanh dinh ky theo k& hoach da dinh. Sé lien lac
va Phi¢u diém duwoc chuyén dén phu huynh thong qua hoc sinh trong qud trinh hoc tai truong. Vao cudi méi hoc ky, Nha truwong cé
thé gitt lai S6 lien lac hodc Phicu diém vi mot s6 1y do nhw sdch thu vien chua dwoc hoan trd, hoc phi tré, no tién dn trua, va khong
nop cdc biéu mau siec khée can thiét. Tudn truéc khi phdt Sé lien lac hodc Phicu diém, Nha truong sé cung cdp cho méi gido vién
mot danh sdch tén nhitng hoc sinh c6 So lien lac hodc Phi¢u diém bi gite lai. Gido vién chuyén nhiing Sé lién lac hodc Phieu diém
vé van phong truong va phu huynh cé thé yéu cdu néu ré 1y do bi gitt phiéu diém.

ROOM SUPERVISION AND CLEANLINESS / GIAM SAT VA VE SINH PHONG HOC

Classrooms must always be locked and securely sealed at the end of each day when students finish afternoon class.
Before locking, sealing must ensure that the entire electrical system, air-conditioner and projector are turned off. All
windows must be closed and locked carefully. The school has a maintenance contract with the electrical services to
ensure that the classrooms are always in good working order.

Students are responsible for keeping their desks and the area around their desks clean. No gum is permitted anywhere
on campus at any time by students or staff.

Teachers are expected to remain in the classroom at all times when a class or individual students are present. At no time
should a teacher leave students unsupervised, except in cases of severe accident or injury to a student in the immediate
area. This is also true of all school activities on the campus. Program managers should be notified in case of necessary
exceptions to this policy so that supervision can be quickly dispatched to the classroom or area.

Cdc phong hoc phdi luon dwoc khéa va niem phong cdn than vao cuéi méi ngay khi hoc sinh két thiic gio hoc budi chiéu. Trudc
khi khéa, niem phong phdi ddm bdo toan bo hé thong dién, mdy lanh, mdy chiéu dwoc tdt. Tdt cd cdc ctea s6 phdi dwoc déng va
khéa cdn than.

Truong c6 hop dong bdo tri cong ty dien lanh dé ddm bdo cdc phong hoc luon duoc hoat dong tot.

Hoc sinh cé trdch nhiem giit gin l6p hoc, ban hoc luén sach sé. Hoc sinh va nhan vien khong dwoc phép sit dung keo cao su trong
khuon vien truong.
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Gido vién phdi c6 mat tai phong hoc khi dang cé l6p hoc hodc div chi c6 mot hoc sinh c6 mat. Gido vién phdi gidm sdt hoc sinh
moi liic, trie truomg hop hoc sinh bi tai nan hodc thuong tich nghiém trong é khu vuc gan d6. Quy dinh nay dp dung cho tdt cd cdc
hoat dong ctia Nha trwong, dién ra trong khuon vién truwong. qudn Iy chuyén mon cdn dwoc thong bdo vé cdc truong hop ngoai lé
can thi¢t nham nhanh chéng cie gidm sdt thay the dén l6p hoc hodc khu vuc cdn.

SAFETY INSPECTIONS / KIEM TRA AN TOAN

Teachers are expected to keep a sharp eye for defective equipment, hazardous conditions, or other safety dangers, and to
report these to the manager of administration and student services in the main office upon first observation. Teachers
are also encouraged to report to the program managers any hazardous situations, including broken door knob, broken
glass, and escaping fires.

Gido vien phdi thuong xuyén kiém tra cdc thiét bi 61, cdc tinh huéng nguy hiém hodc cdc nguy co mdt an toan, va bdo cdo kip thoi
cho qudn Iy hanh chdnh. Gido vién ciing cdn bdo cdo v6i qudn 1§ chuyén mon cdc tinh huéng nguy hiém nhu: kinh v, chap dien,
chdy né dé kip thoi xi 1y.

SCHOOL KEYS / CHIA KHOA TRUONG

Class teachers will be given their classroom keys and all the facilities equipped in the classroom at the beginning of the
new school year. Each class teacher is responsible for keeping her keys and all the facilities until the end of the school
year. Teachers are not to have duplicate keys made. If keys are lost or stolen, teachers should report it immediately to
the manager of administration and student services.

Gido vien qudn nhiém sé dwoc ban giao chia khéa va toan bo co sé vat chdt trong l6p hoc. Méi gido vién cé trdch nhiém bdo qudn
chia khéa va co sé vat chdt l6p hoc dwoc giao cho dén khi két thiic nam hoc. Gido vién khong dwoc sao théem chia khéa. Néu chia
khéa bi mdt hodc bi ddnh cdp, gido vien phdi bdo ngay cho Qudn Iy hanh chdnh dé dwoc cdp lai.

STUDENT ATTENDANCE / CHUYEN CAN CUA HOC SINH

Class teachers and subject teachers are responsible for recording students’ attendance in daily lessons and use the record
when working on the school report for individual students in accordance with the regulations articulated in Manual
of Operations.

Gido vien qudn nhiém va gido vién bo mon cé trdch nhiem ghi lai chuyén can ciia hoc sinh trong cdc budi hoc va st dung hé so
chuyén can nay khi soan thdo bdo cdo d6i véi tieng hoc sinh theo cdc quy dinh ghi trong Quy ché té chiic va hoat dong ctia Truong.

STUDENT TARDINESS / GIO GIAC CUA HOC SINH

Each teacher is responsible for taking attendance and following the attendance and tardiness procedures for each
student in his/her class. Teachers should set the tardiness procedures for students who come late for their classes. All
students are to be in the classroom and seated at their desks when the bell rings at the beginning of each period.

Tdt cd gido vién cé trdch nhiem diém danh va tuan thii cdc quy trinh vé diém danh va di muon doi véi hoc sinh trong lép ctia
minh. Gido vién nén ddt ra cdc quy dinh vé di muon cho nhitng hoc sinh dén lop muon. Tdt cd hoc sinh phdi c6 mdt trong l6p hoc
va ngdi vao ban hoc khi chuong reo vao dau méi tiét hoc.

STUDENT WITHDRAWAL FROM SCHOOL / THOI HOC

Students who wish to withdraw from school must inform the class teacher and submit an application for withdrawal
directly to the program manager at the school office. After that, the program manager will check all the records to
return to the students' parents according to regulations. Managers and teachers are responsible for checking the return
of all school property, including books borrowed by students from the library.

Nhitng hoc sinh mong muén thoi hoc phdi bdo cdo cho gido viéen qudn nhiém, dong thoi giti don xin thoi hoc truc tiép dén qudn
l§ chuyén mon tai van phong truong. Sau dé, qudn Iy chuyén mon sé tién hanh kiém tra hé so dé trd cho phu huynh hoc sinh theo
quy dinh. Qudn 1§y va gido vién cé trdch nhiém kiém tra viéec hoan trd cd tai sdn thuoc quyén sé hitu ciia truong, bao gom sdch ma
hoc sinh muwon ti thu vien.

UNIFORM - TEACHER / PONG PHUC - GIAO VIEN

Teachers should put on school uniforms if they are on campus no matter what business they are working on. The
exceptions are festivals, special international/intercultural events and activities, and any other occasions the school
plans for students and allows for the excuse of wearing the school uniform. The following are the details for male
teachers and female teachers separately.

1. Male: long-sleeved white shirt (tucked into trousers), dark trousers, red tie, name tag (positioned properly), black
shoes or long-sleeved color shirt (tucked into trousers), dark trousers, color tie, name tag (positioned properly),
black shoes on Fridays
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2. Female: In addition to the uniform listed below, female teachers are expected to wear makeup and long hair should
be tied back in a bun.

e On Mondays and Wednesdays: pink shirt and dark skirt (knee-length or longer) or pink ao dai, name-tag, black
shoes.

e On Tuesdays and Thursdays: magenta shirt and dark skirt (knee-length or longer) or magenta ao dai, name-tag,

black shoes.

e On Fridays: a white shirt and a blue skirt (knee length or longer), name-tag, black shoes or a color shirt, a dark
skirt (knee-length or longer), name-tag, black shoes or yellow / blue uniform dress, name-tag, black shoes

Gido vien phdi mdac dong phuc ciia Nha truong trong khuon vien truong bdt ké cé6 dang lam viéc hay khong. Cdc truong hop ngoai le
la cdc 1é hoi, sy kien va hoat dong quoc té& / lien van héa ddc biet va bdt ky dip nao khdc ma Nha truong cho phép. Sau day la quy
dinh chi tiet dp dung cho gido vien nam va gido vién ni.
1. Nam: do so mi trdng dai tay (déng thiing), quan tay sém mau, ca vat dé, bang tén (dat diing vi tri), giay den hodc do so mi mau
dai tay (dong thitng), quan tay sdm mau, ca vat mau, bdng ten (dat dung vi tri), giay tay den vao cdc ngay thit Sdu.
2. Nit: Ngoai dong phuc duoc liet ké duéi day, cdc gido vien nit phdi trang diém va bii téc ra phia sau.
e Vio cdc ngay thu Hai va tht Tu: 40 hong va vdy sim mau (dai qua dau géi) hodc 4o dai hong, bang tén, giay den.
e Vio cic ngay thtt Ba va tht Nam: 40 so mi mau d6 tuoi va vay t6i mau (dai qua ddu géi) hoic 4o dai mau dé tia,
bang tén, giay den.
e Vio cic ngay tht Sdu: 4o so mi tring va vdy xanh (dai qua dau géi), bing tén, giay den hoidc 40 so mi mau va vay
sdm mau (dai qua dau gdi), bang tén, giay den hoic vday déng phuc xanh / vang luan phién, bang tén, giay den.

VISITORS / KHACH THAM TRUONG

All visitors entering The Asian International School should stop at the security room to state their business in the school
with the security guard. Security staff will borrow identification documents (with photo) to enter the visitor's personal
information (check-in) into the security management system. Security guards will contact the department that the visitors
wish to meet to bring them into the campus.Security staff will give the visitors visitor cards with orange strap. When
the visitors leave, the staff will take them to the security gate. Security staff will do check-out procedures and return
identification documents to the visitors. The visitors will return the visitor card to the security staff.

All teachers and staff members who determine that unauthorized persons without the visitor cards are in the building are
to immediately inform the office staff for proper disposition.

Khi khdch vao truong, lien he phong bdo vé - nhan vién bdo vé sé héi khdch lien hé bo phan ndao (muc dich vao truong). Nhan vién
cong an ninh sé muon gidy to tuy than (c6 dnh) dé nhap thong tin dit lieu (check-in) vao hé thong qudn Iy cong an ninh. Nhan vién
bdo vé cong sé lien he dén bo phan khdch can gap dé dén khdch vao. Nhan vién cong an ninh sé cdp cho khdch 1 thé khdch (day deo
mau cam). Khi khdch ra vé, nhan vién bo phan sé dua khdch ra téi cong bdo vé. Nhan vién cong an ninh sé lam thi tuc check-out
va trd lai gidy to tiy than cho khdch, khdch sé trd lai thé an ninh cho nhan vién céng an ninh.

Tdt cd gido vién nhan vien néu xdc dinh cé nguwoi khong cé tham quyén trong khuon vién truong ma khong deo thé khdch phdi thong
bdo ngay cho nhan vién vdan phong dé cé bien phdp xit Iy thich hop.
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SECTION 5 - MISCELLANEOUS INFORMATION
MUC 5 - THONG TIN PHU

ACCIDENT - EMPLOYEE / TAI NAN - NHAN VIEN

All teachers and staff are registered for the Health Insurance by the school. When an accident occurs, teachers and staff
are covered by the State Health Insurance Fund according to regulations.

Tdt cd nhan vién - gido vien déu dwoc nha truong ddng ky tham gia Bdo hiém y t&. Khi xdy ra tai nan, nhan vién - gido vien duoc quy
Bdo hiém y t& cia Nha nuéc gidi quyét theo quy dinh.

ACCIDENT - STUDENT / TAI NAN - HOC SINH

In case of an accident, the teacher or staff member should immediately proceed to the area, take charge of the scene, and
inform the medical staff in the Health Office. He/She should make the student comfortable until the medical staff arrives
and then take the role of crowd control, clearing the scene of on-looker.

Class teacher is responsible for informing the managers and parents about their child's accident.

Trong truong hop hoc sinh xdy ra tai nan, gido vién hodc nhan vién can dén ngay khu vuc xdy ra tai nan, phu trdch bdo vé hién truong
va bdo ngay cho Nhan vién Y té tai Phong Y t&. Gido vién nhan vién nén co gdng lam cho hoc sinh cdm thdy thodi mdi dén khi Nhan
vien Y t& c6 mdt, sau dé phu trdch cong tdc qudn ly hién trwong, trdnh hién twong ddm dong tu tap. Gido vien qudn nhiém bdo cho
Qudn Iy va Phu huynh hoc sinh ndm thong tin.

Medical staff determine the student's condition: if the student is slightly injured, take the student to the medical room to
treat the wound and/or notify the parents and let the student go home to rest if the student cannot continue. continue to
learn. If the case is severe, the first aid medical staff and along with the Manager, the class teacher take the student to the
nearest medical facility for treatment and inform the parents about the case.

Parents present the student's Health Insurance card to the Hospital (if any).

Nhan vién y té& xdc dinh tinh trang ctia hoc sinh, néu hoc sinh bi thuong nhe thi dua hoc sinh dén phong y t& dé xi I§ vét thuong, bdo cho phu
huynh va cho hoc sinh vé nha nghi ngoi néu hoc sinh khong thé tiép tuc hoc duoc. Néu truong hop ndng, nhan vién y t& so citu ban dau va
ciing v6i Qudn ly, gido vien qudn nhiem dua hoc sinh dén co sé y t&' gan nhdt dé dwoc diéu tri, dong thoi bdo cho phu huynh dé ket hop xie 1.

Phu huynh xudt trinh thé Bdo hiém y té& ciia hoc sinh cho Bénh vién (néu cé).

ANIMALS ON CAMPUS / DPONG VAT TRONG KHUON VIEN TRUONG

The school always has security guards patrolling the campus, ensuring the safety and security of the whole school and
ensuring that there are no animals that pose a danger to students, staff, and teachers.

Truong luon cé nhan vien bdo vé tuan tra khuon vien Truong, ddm bdo an toan an ninh toan Truong va ddm bdo rdng sé khong cé
dong vat nao gay nguy hiém cho hoc sinh, nhan vién, gido vién.

If dangerous animals are detected, they must immediately notify the Manager for instructions on handling.

Néu phdt hien c6 dong vat nguy hiém phdi bdo ngay cho Qudn ly dé dwoc hwong dan xi ly.

ANNUAL PROFESSIONAL TRAINING PROGRAM / CHUONG TRINH BOI DUONG NGHIEP VU HANG NAM

All faculty and staff at the Asian International School are required to participate in the annual professional training
program. It is their responsibility to participate in it and keep themselves updated on the knowledge and skills related to
the nature of their jobs. In an emergency, a letter needs to be submitted to the main office or the program manager for
the permission of absence. Those who are permitted to be absent are responsible to follow-up the professional training
program under the guide of the program manager.

Tat cd gido vien va nhan vién tai Truong Quoc t& A Chau bdt buoc phdi tham gia chwong trinh béi duong nghiep vu hang nam. Gido
vien cé trdch nhiem tham gia va cap nhat kién thiic, k¥ ndng lien quan dén tinh chdt cong viec ciia minh. Trong truong hop dot xudt,
gido vien va nhan vién can nop don dén vdan phong truong hodc qudn 1§ chuyén mon xin phép vdng mat. Nhitng nguoi dwoc phép ving
mdt cé trdch nhiem bdt kip véi tien do chuwong trinh bdi duong nghiep vu dudi su huong dan ciia qudn 1§ chuyén mon.

COPY MACHINES / MAY PHOTO

Copy machines for teacher and staff use are available in the main office or academic office. At no time should students use
copy machines. Office personnel may run copies for teachers, if necessary.

Mady photo cho gido vien nhan vién sit dung dwoc ddt tai van phong truong hodc phong chuyén mon. Hoc sinh khong dwoc st dung mdy
photo. Nhan vién vdn phong cé thé photo cdc bdn sao cho gido viéen khi can.
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COUNSELORS / BOI NGU NHAN VIEN THAM VAN

The Counselors at the Asian International School assist students and teachers in many ways. In addition to academic,
career and psychological counseling, students can receive individual and group counseling in the form of seminars on
different topics throughout the school year. Teachers may refer students to a counselor for advice or to be consulted about
their personal, behavioral, or social issues.

Nhan vien tham vdn tai Truong Quoc t& A Chau hé tro cho hoc sinh va gido vién theo nhiéu cdch. Ngodi ¢ vdn hoc tap, huéng nghicp
va tham vdn tam 1§, hoc sinh c¢6 thé duoc tham vdn cd nhan, tham vdn nhém duéi dang cdc budi chuyén dé vé cdc chu dé khdc nhau
trong suot nam hoc. Gido vién cé thé giéi thiéu hoc sinh dén gdp nhan vien tham van dé duoc tu vdn hodc tham khdo y kién ctia nhan
vien tham vdn vé cdc vdn dé cd nhan, hanh vi hodc xa hoi.

FIELD TRIPS/OUT OF CLASS ACTIVITIES - EXCUSING STUDENTS / THUC DIA / HOAT DONG NGOAI TROI

At specific times during the school year, students will be able to participate in field trips, athletics or other enrichment activities.
The class teacher and subject teacher are responsible for checking the number of students participating and reporting to the
Manager. Teachers follow up with students and make sure all students are present during the trip. Vehicles transporting students
to extracurricular activities must be checked for safety, cleanliness and assigned security guards, teachers on the vehicle. Managers
and staff make a final check when all students have disembarked to make sure that there are no students on the bus. Medical
staff are assigned to take care of students' health during the trip. The manager of administration and student services is in charge
of the meals and drinks for students, teachers and staff, and coordinating with medical staff to ensure food hygiene and safety.

Vao cdc thoi diém cu thé trong ndm hoc, hoc sinh sé duoc tham gia cdc hoat dong tham quan, da ngoai, thé thao hodc cdc hoat dong khdc.
Gido vién kiém tra so lwong hoc sinh tham gia va bdo cdo cdo cho Qudn ly. Gido vién theo sdt hoc sinh va ddm bdo tdt cd hoc sinh phdi cé mat
day dn trong suot chuyen di. Xe dua hoc sinh di hoat dong ngoai khéa phdi duoc kiém tra an toan, vé sinh xe va phan cong nhan vién bdo e,
gido vien chiu trdch nhiém vé an toan va so luong hoc sinh trén xe. Qudn ly, nhan vién kiém tra lan cuoi khi tdt cd hoc sinh da xuong xe dé
ddm bdo rdng khong con hoc sinh ndo trén xe. Nhan viéen y t&' duoc phan cong chdam séc siic khée hoc sinh trong suot chuyen di. Qudn Iy hanh
chdnh phy trdch viéc an uong ciia hoc sinh, nhan vién, gido viéen va phoi hop nhan vién y té& kiém tra ddm bdo vé sinh an toan thuc pham.

FOOD AND BEVERAGES / DO AN VA THUC UONG

Food and beverages are not permitted on campus for students unless otherwise notified to and permitted by the school
board for the purpose of bringing them to the campus.

Hoc sinh khong dwoc phép mang dé dn va thitc uong vao khuon vien truong trie khi cé6 thong bdo khdc va dwoc sw chdp thuan ciia Ban
Gidm Hiéu tivy theo tieng truong hop.

GUM ON CAMPUS / KEO CAO SU

Gum is not permitted on campus for students. It is also not to be chewed or eaten by administration, teachers, office staff,
custodians, security, or instructional assistants any time.

Tdt cd hoc sinh, nhan vién - gido vién khong duwoc st dung keo cao su trong khuon vién truong.

INSTRUCTIONAL SUPPORT EQUIPMENT / THIET BI HO TRQ GIANG DAY

Printers, computers, copy machines, fax machines, interactive screens, LCD projectors, etc. are available for teachers to use
for school-related activities. These items are extremely expensive and teachers’ care for these items is greatly appreciated.
The IT staff will assist them in the operation of these machines, if necessary. Should a machine become inoperable,
teachers should notify an IT staff of it, instead of attempting to fix it by themselves.

Mdy in, mdy tinh, mdy photo, mdy fax, man hinh twong tdc, mdy chiéu LCD, v.v. luon sdn sang dé gido vién st dung cho cdc hoat
dong lien quan dén day va hoc. Pay la cdc thiét bi c6 gid tri cao nén gido vién can stz dung va bdo qudn cdn than. Nhan vien IT chiu
trdch nhiém hé tro gido vien st dung cdc thiét bi nay khi can. Néu thiét bi khong hoat dong, gido vien phdi thong bdo ngay cho nhan
vien IT d€ kiém tra va khdc phuc.

PARTIES / TIEC
No room parties are to be held without the permission of the school board.

Khong duwoc to chiic tiéc trong phong hoc khi chua cé sw chdp thuan ciia Ban Gidm hiéu nha truong.

PROFESSIONAL DEVELOPMENT / PHAT TRIEN CHUYEN MON

All teachers shall continually update their qualifications by taking courses and workshops which lead to their personal and
professional enrichment and development. All certified teachers shall maintain their certification as valid and active by
participating in the professional development requirements of the school.

Gido vien phdi lién tuc nang cao trinh d6 chuyén mon thong qua cdc khéa hoc va hoi thdo boi dwong va phdt trién cd nhan va k§ ndng
chuyen mon. Gido vien duwoc cdp chitng nhan phdi duy tri chitng nhan hop lé va tich cuc bdng cdch tham gia vdo cdc hoat dong phdt
trién chuyén mon do Nha truong t6 chikc.
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STUDENT EXTRACURRICULAR ELIGIBILITY / DIEU KIEN THAM GIA HOAT DONG NGOAI KHOA AP
DUNG CHO HOC SINH

The Asian International School’s extracurricular programs and activities eligibility will be based on the requirements of
each program/activity. Students participating in extracurricular activities must meet the specific requirements of that
activity. Students are notified of upcoming extracurricular activities and must register to attend in advance.

Diéu kien tham gia cdc chuong trinh va hoat dong ngoai khéa ciia Truong Quoc t& A Chau sé dua trén yéu cdu ciia tieng chuong trinh
/ hoat dong. Hoc sinh tham gia cdc hoat dong ngoai khéa phdi ddp 1ing nhitng yéu cau cu thé ciia hoat dong dé. Hoc sinh duoc thong
bdo vé hoat dong ngoai khéa sdp dién ra va phdi dang ky tham du truéc.

STUDENTS LEAVING CAMPUS / HOC SINH ROI TRUONG

The Asian International School always puts the safety of students first. Each student will enter and exit the School with
a security card provided by the school. The class teacher will check the number of students daily, in case any student is
absent, the class teacher will confirm the parents and report to the Manager the number of absent students. When students
leave, the teacher in charge will check the person picking up the student (who is the representative to do the admission
procedures for the student or the person authorized to pick up the student) before the student can leave. The class teacher
will return students until all students have left before they can leave.

Truong Quoc t& A Chau luon dat vdan dé an toan an ninh cia hoc sinh len hang ddu. Méi hoc sinh sé ra vdao Truong bing thé an
ninh dwoc nha truong cung cdp. Gido vien qudn nhiém sé kiém dién si s6 hoc sinh hang ngay, truong hop hoc sinh nao vdng Gido vién
qudn nhiem sé xdc nhan lai PH va bdo cdo cho Qudn 1y so luong hoc sinh vdng. Khi hoc sinh ra vé, Gido vién qudn nhiém sé kiém tra
nguoi don hoc sinh (la nguoi dai dien lam thi tuc nhap hoc cho hoc sinh hodc la nguoi dwoc 1y quyén dua dén hoc sinh) thi hoc sinh
méi duoc ra vé. Gido vien qudn nhiém sé trd hoc sinh cho dén khi tdt cd hoc sinh vé hét méi duoc ra vé.

STUDENT MEDICATIONS/ILLNESS / HOC SINH GAP VAN DE VE SUC KHOE

A student may not bring medication to school unless he/she has a signed form from the attending physician and written
permission from the parent. The parents must bring medication and permission slips and/or physician’s instructions to
the class teacher or to the main office or the program manager. Teachers should never dispense medication of any type
to students. Students experiencing health problems such as dizziness, shortness of breath, confusion, or signs of serious
illness must be taken by their class teacher to the School Health office staffed by medical personnel or immediately contact
medical staff for appropriate first aid measures.

Hoc sinh khong duwoc tu ¥ mang thudc dén truong. Trie truong hop thuoc ké theo don cé chit ky ctia bdc si, c6 huéng dan va dwoc phu
huynh giti gido vién, van phong truwong hodc qudn ly co sé. Gido vién tuyét d6i khong duoc phan phdt bdt ky loai thudc ndo cho hoc sinh.
Hoc sinh gap van dé vé siic khée nhu chéng mdt, khé thé, li lan hodc ddu hiéu ciia cdc bénh nghiém trong phdi duoc gido vien qudn
nhiem dua dén Phong Y t& truong cé nhan vién vy té& truc. Hodc lien hé ngay nhan vién y t& dé c6 bién phdp so ciu di chuyén phi hop.

The Health office receives sick students, checks vital indicators (temperature, blood pressure, heart rate) and the student's
initial general condition at the same time. Depending on the student's condition, the medical staff will decide to let the
student rest or take appropriate first aid measures. In case it is necessary to prescribe medication, the medical staff will notify
the teacher in charge to contact parents for advice. Medicines are only given with parental consent. Medical staff should
monitor student health status, notify parents about the student's health status. If the student's health is not good and cannot
continue studying, medical staff should notify the parents to pick him up to take him to a medical facility for examination.

Phong Y té tiep nhan hoc sinh bénh, kiém tra cdc chi s6 sinh ton (nhiét do, huyét dp, nhip tim). Dong thoi khdm tong trang ban ddu
ctia hoc sinh. Tuy tinh trang hoc sinh sé quyét dinh cho hoc sinh nghi ngoi hodc so citu cdc bién phdp phit hop; Truong hop cdn chi
dinh uong thuoc Nhan vién y t& sé bdo gido vien qudn nhiém lien hé phu huynh xin ¥ kien. Chi cho uong thuoc khi cé su dong ¥ ctia
phu huynh. Nhan vién y té theo doi tinh trang siic khée cia hoc sinh, thong bdo cho phu huynh vé tinh trang sitc khde ctia hoc sinh.
Néu truong hop hoc sinh sitc khée khong tot va khong thé tiép tuc hoc thi thong bdo phu huynh dén vé dé dwa dén co séy té' khdm bénh.

SUPERVISION OF EXTRA/CO-CURRICULAR ACTIVITIES / GIAM SAT HOAT DONG NGOAI KHOA

The manager has a record of assigning staff and teachers to supervise students' extracurricular activities, and is responsible
for ensuring the safety and health of students during the trip.

Qudn l§ c6 bien bdn phan cong nhan vién, gido vién gidm sdt hoat dong ngoai khéa ctia hoc sinh, chiu trdch nhiém ddm bdo an todn,
sitc khde ctia hoc sinh trong suét chuyén di.

TEACHER CLASSROOM WORK AREAS / KHU VUC LAM VIEC TRONG LOP HOC CUA GIAO VIEN

The class teacher is handed over the keys and all classroom facilities. All teachers must regularly remind their students to
keep the classroom clean, beautiful and consciously preserve the property of the School. When leaving the classroom, make
sure the electric devices in the classroom are turned off, and the classroom door locked.
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Gido vién chii nhiem duoc ban giao chia khéa va toan bo co sé vat chdt trong lép hoc. Phdi thwong xuyén nhdc nhé hoc sinh giit gin
lép hoc luon sach, dep va cé § thitc bdo qudn tai sdn ctia Truong. Khi roi khéi phong hoc phdi ddm bdo l6p hoc da dwoc tdt dien, mdy
chieu va khéa cea phong hoc.

TEACHER’S PAYCHECKS / BANG LUONG CUA GIAO VIEN

Paychecks will be directly deposited monthly according to the schedule published at the beginning of the school year. Pay
statements will be placed in the office of the school. Any changes or questions about pay and hours should be directed to
the program manager.

Tién lwong sé dwoc gii truec tiep hang thdng theo lich trinh dwoc cong b vao ddau ndam hoc. Bdng luong sé dwoc gii tai van phong truong.
Bdt ky thay déi hodc thdc mdc nao vé tién luwong va gio lam viec nén duoc chuyén cho qudn ly chuyén mon.

TEACHER’S WORK DAY / NGAY LAM VIEC CUA GIAO VIEN

The teacher’s regular work day varies with their individual contracts with the school. In the case of Vietnamese teachers,
the regular work day is 6:30 AM until 5:00 PM if they are full-time. The full-time foreign teachers’ regular work day is from
7.55 AM - 11.10 AM and 1.10 PM - 4.30 PM (IPS full-time foreign teachers’ working hours: 7:40 AM - 10:40 AM and
1:30 PM - 4:30 PM). Professional flexibility is provided for special circumstances. Additional hours are required for English
Development Program, teacher and staff professional meetings, special activities and events, such as Parents Day, graduation,
and festivals. Staff members should not leave during their scheduled hours. Exceptions may be granted by the principal on a
case by case basis. All personnel must sign for the periods taught at the end of each morning and afternoon shift.

Ngay lam viéc binh thuong ciia gido vien phu thudc vao hop dong ky véi Nha truwong. Doi véi gido vien Viet Nam lam viéc toan thoi
gian, ngay lam viec bdt dau tie 6:30 gio sdng dén 5:00 gio chiéu. Ngay lam viéc toan thoi gian ctia gido vien nwéc ngoai bdt ddu tie
7:55 giosang dén 11:10 gio sdng va 1:10 gio chiéu - 4:30 gio chiéu (gido vien nudc ngodi co hitu tiéu hoc lam viéc tie 7:40-10:40 sdng
va 1:30 dén 4:30 chiéu. Cdc truong hop ddc biét sé duoc xem xét va linh hoat sdp xép. Chuong trinh cdi thién trinh do Tieng Anh, cdc
cudc hop chuyen mon dau ndm va cudi ndm, cdc hoat dong va su kién ddac biet, chdng han nhu Hop Phu huynh, 1é tot nghiép va cdc
1& hoi duwoc tinh la gio lam them bdt budc. Nhan vién khong dwoc roi khéi truong trong khung gio quy dinh. Hiéu truéng cé quyén ddc
cdp ngoai l¢ cho tieng trwong hop cu thé. Tdt cd gido vien phdi ky tén xdc nhan cdc tiét da gidng day vao cuoi méi ca day sdng va chiéu.

UNAUTHORIZED PERSONS ON SCHOOL PREMISES / NGUOI KHONG CO PHAN SU

Visitors who do not have an appointment in advance will not be allowed to enter the School for any reason. In cases
visitors who are not students of the school or teachers and staff members who have resigned will not be allowed to enter
the School without the consent of the school board.

The following procedures will be followed by a visitor:
1. Visitors stop at the security room to state their business in the school with the security guard.

2. Visitors provide Identification documents (with photo) for the security staff to enter the visitor's personal information
(check-in) into the security management system.

Security guards will contact the department that the visitors wish to meet to bring them into the campus.
Security staff will give the visitors visitor cards with an orange strap.

When the visitors leave, the staff will take them to the security gate.

I A

Security staff will do check-out procedures and return identification documents to the visitors. The visitors will
return the visitor card to the security staff.

Khdch néu khong cé lich hen truéc sé khong duoc vao Truong véi bdt ky Iy do nao. Nhitng truwong hop hoc sinh khong phdi la hoc sinh
ctia Truong, gido vien nhan vién da thoi viéc sé khong dwoc phép vao Truong néu chua cé sy dong § ctia Ban Gidm Hiéu.
Truong hop khdch cdan vao Truong sé tuan thi cdc quy trinh sau:

1. Khi khdch vao truwong, lien hé phong bdo vé - bdo vé sé héi khdch lien he bo phan nao (muc dich vao truong). Nhan vién cong
an ninh sé muon gidy to ty than (c6 dnh) dé nhap thong tin dit liéu (check-in) vao hé thong qudn ly cong an ninh.

Nhan vién bdo vé cong sé lien he dén bo phan khdch can gdp dé don khdch vao.
Nhan vién cong an ninh sé cdp cho khdch 1 thé khdch (day deo mau cam).

Khi khdch ra vé, nhan vien bo phan sé dua khdch ra téi cong bdo vé.

N

Nhan vién cong an ninh sé lam thii tuc check-out va trd lai gidy to tivy than cho khdch, khdch sé trd lai thé an ninh cho nhan
vien cong an ninh.

USE OF CELL PHONES ON CAMPUS / SU DUNG DIEN THOAI DI PONG TRONG KHUON VIEN TRUONG

Students are not allowed to bring non-study items into the School (phones, food, other items, etc.). When parents need
to contact students, it will be through the class teacher or the school office. All teachers and employees are not allowed to
use phones for personal purposes during working hours, except for using them in connection with work when necessary.

Hoc sinh khong duwoc mang nhitng dd dung khong phuc vu cho viéc hoc tap vao Truong (dién thoai, thitc dn, cdc vat dung khdc). Khi
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phu huynh cdn lien hé v6i hoc sinh sé thong qua gido vien qudn nhiém hodc vdan phong ciia Truong. Tdt cd gido vien, nhan vién
khong dwoc st dung dien thoai vao muc dich riéng trong gio lam wviéc, chi st dung lien quan dén cong viéc khi can thiét.

USE OF VIDEOS/MOVIES / SU DUNG VIDEO / PHIM

Teachers should comply with the school guidelines on the use of videotapes, DVD’s, films, or movies during class
time. Specifically, videos, films, and movies shown to students must be relevant to the curriculum being studied and
appropriate for the age and maturity of the students being taught. Videos, films, and movies owned by the school can be
shown to students. Videos, films, and movies not owned by the school may be shown with approval of an administrator
or the program manager.

Gido vien phdi tuan thit cdc nguyén tdc ctia Nha trwong vé viec sit dung bang video, DVD, phim trong gio hoc. Cu thé, cdc video,
phim chiéu cho hoc sinh phdi phit hop véi chuwong trinh dang hoc, lita tuéi va sy truéng thanh ciia hoc sinh. Cdc video, phim do
Nha trueong sé hitu cé thé duoc chicu cho hoc sinh. Cdc video, phim khong thuoc sé hitu ciia Nha truong cé thé dwoc chicu véi sy
chdp thuan ciia qudn tri vién hodc qudn ly chuyén mon.

USE OF TECHNOLOGY / SU DUNG CAC PHUONG TIEN TRUYEN THONG XA HOI
Teachers and staff are encouraged to comply with Technology Policies of the school.

Gido vien nhan vien duwoc yéu cdu tuan thii Chinh sdach Cong nghé ctia Nha truong.

WINDOWS / CUA SO

For the purpose of air-conditioning, all windows at the school are closed and locked at all times. Teachers are responsible
for checking and securing all windows before leaving classrooms for the day or weekend.

Dé diéu hoa khong khi, tdt cd cdc ciea so tai truong luon dwoc déng va khéa. Gido vien cé trdch nhiem kiém tra va déng chat tdt
cd cdc ciia s6 trwoc khi roi l6p hoc cudi ngay hoc hodc cudi tudn.

FACULTY & STAFF HANDBOOK ‘ 2 9



SECTION 6 - EMERGENCY PROCEDURES
MUC 6 - CAC QUY TRINH KHAN CAP

BOMB THREAT PROCEDURES / QUY TRINH KHI NHAN bUOC DE DOA DANH BOM

The school ensures that it puts the following procedures into effect upon a suspicious call indicating that an explosive
device or bomb has been placed on the school premises.

Nha truong ddm bdo thuc hién cdc quy trinh sau day khi c6 mot cuoc goi ddng ngo thong bdo vé mot thiét bi né hodc bom da dwoc ddt
trong khuon vién truong.

The Principal, Assistant Principal, or designee will:

1. Make the announcement or send out a written notice, “Staff, may I have your attention, Please observe lockdown
protocol at this time.” Teachers should immediately lock their classroom doors and quickly inspect their rooms for
unfamiliar objects. Teachers should immediately notify the main office or a manager of a foreign object, if any, found
in their rooms, the office is to be notified immediately.

2. The administration will notify the Police, who will in turn notify the Fire Department.
3. The administration will notify the City Center and request to keep a line open.
4. Deactivate all short-wave radios, bells and public address (PA) systems.

Hiéu truéng, Hiéu phé hodc nhan sy dwoc chi dinh sé:

1. Dua ra thong bdo hodc giti thong bdo bing van bdn, "Tdt cd nhan sw chii ¥, vui long tuan thit quy trinh phong téa ngay lic nay."
Gido vién phdi khéa cita phong hoc ngay lap titc va nhanh chéng kiém tra phong hoc dé tim vat thé la. Gido vién phdi thong
bdo ngay lap titc cho vdan phong truong hodc qudn Iy chuyén mon néu tim thdy vat thé la trong phong hoc

2. Ban gidm hiéu chiu trdch nhiém thong bdo cho Cong an dé dwoc hé tro.

3. Ban gidm hiéu chiu trdch nhiém thong bdo cho co quan cong quyén ciia Thanh phé va yéu cdu mé dwong day nong.

4. Vo hieu héa séng ngdn ctia tdt cd cdc dai, he thong truyén thanh cong cong va chuong bdo.

The following steps will be taken to insure safety:

1. Upon completion of the classroom inspection, the same procedures will be followed as a fire drill evacuation.

2. All areas will then be searched by staff members and emergency personnel, according to the “Responsibilities for
Bomb Search” published in Manual of Operations.

3. Teachers are to remain with their students in areas assigned for fire drills during the search.

When all areas have been searched and determined to be safe, the “all clear” will be issued and the City Center will
be notified the emergency situation has ended.

Cadc buoéc sau sé duoc thuec hién dé ddm bdo an toan:

1. Sau khi hoan thanh viéc kiém tra phong hoc, cdc quy trinh tuong tw nhw dién tap so tdn khi cé6 héa hoan sé dwoc thuc hien.

2. Tdt cd cdc khu vuc trong khuon vien truwong sé dwoc nhan viéen va cdc nhan su phu trdch tinh huong khdn cdp ra sodt, theo muc
“Trdch nhiem tim kiém bom” ghi chi trong Quy ché td chiic va hoat dong.

3. Gido vién phdi & cting véi hoc sinh trong cdc khu vic da dwoc chi dinh trong dién tap so tdn khi cé héa hoan trong sudt qud
trinh tim kiém.

4. Khi tdt cd cdc khu viec da dwoc ra sodt va duwoc xdc dinh la an toan, thong bdo "tdt cd an toan" sé duoc phdt. Co quan cong
quyén ctia Thanh pho sé duoc thong bdo rdng tinh trang khdn cdp da két thiic.

DROP-TAKE-COVER POSITION / TU THE DROP-TAKE-COVER
DROP-TAKE-COVER POSITION means drop to the knees, clasp both hands behind the neck, bury face in arms, make

body small as possible, close eyes, and cover ears with forearms.

TU THE DROP-TAKE-COVER la tu the khuyu goi, chdp hai tay sau gdy, viti mdt vdao cdnh tay, co co thé cang gon cang tét, nhdm
mdt va ding cdng tay che tai.

EARTHQUAKE/DISASTER DRILL / DIEN TAP TINH HUONG DONG DAT / THIEN TAI
The signal for reacting to a real earthquake/disaster will be the tremor itself.

1. Classes Inside: Stay inside and get under a desk or table facing away from windows. If possible, students should take

cover under desks away from windows. All staff and students will assume a DROP-TAKE-COVER POSITION.
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2. Classes Outside: Stay outside and get in an open area away from buildings, trees, and power lines. All staff and

students will assume a DROP-TAKE-COVER POSITION.
After the ALL CLEAR SIGNAL (a verbal command from the teacher in charge), students will be directed to evacuate the

building and report to their outside roll taking area. Students will follow their teacher’s directions until being released to
parents and/or return to regular classes as in the case of a drill.

Tin hieu bdo hiéu cdc tran dong ddt / thdm hoa chinh la cdc con chdn dong.
1. Beén trong cdc lép hoc: Gido vien va hoc sinh khong dwoc roi phong hoc, chui xuéng gim ban hoc, tranh xa cita s6. Néu cé thé,
hoc sinh nén tranh dwéi ban hoc, trdnh xa cita so6. Tdt cd nhan vién va hoc sinh thuc hién tu theé DROP-TAKE-COVER.
2. Bén ngoai cdc lép hoc: Néu dang é ngoai troi, gido vien va hoc sinh nén di chuyén dén khu vuc thodng dang, cdch xa cdc toa
nha, cay coi va duong day dien. Tdt cd nhan vien va hoc sinh thuc hién tuw the¢ DROP-TAKE-COVER.
Sau khi cé hieu lenh TAT CA AN TOAN (bing loi néi cia gido vien phu trach), hoc sinh sé dwoc huéng dan so tan khéi toa nha
dén khu vuc tap két ben ngoai. Hoc sinh lam theo huéng ddn ctia gido vién cho dén khi dwoc giao lai cho phu huynh va / hodc tré lai
l6p hoc binh thuong nhu trong tap hudn.

EVACUATION DRILL / DIEN TAP SO TAN

For all situations requiring evacuation, the adult in charge
will have non-injured and ambulatory injured students
vacate the building immediately leaving the door closed
but unlocked with classroom lights being off. If students
are injured, the teacher will assign students to stay with
another teacher and attend to the injured by administering
first aid.

Trong cdc tinh huéng khdn cdp can so tdn, nguoi lon phu trdch
chiu trdch nhiem dua cd hoc sinh khong bi thuong va hoc sinh
can cdp crtu roi khéi toa nha ngay lap tiic, dé ciea phong déng
nhung khong khéa va tdt tdt cd cdc dén. Néu c6 mot hoc sinh bi
thuong, gido vién can chi dinh cdc hoc sinh con lai cho mot gido
vien khdc coi séc va tien hanh so citu cho hoc sinh bi thuong.

In all cases when evacuating, teachers must take their
attendance books, take class attendance every 15 minutes,
and keep students together. Teachers also make sure of
taking their Disaster & First Aid Supplies Kit.

Trong qud trinh thuc hién so tdn, gido vién phdi ghi so diém
danh, kiém tra si so' lop 15 phit mot lan va giw tdt cd hoc sinh
¢ cung mot ché. Gido vien phdi mang theo Bo dung cu so ciiu
khi so tdn.

During the year, the school will hold Emergency Drills, and
students will be instructed in procedures that will insure
their safety in case of a real emergency.

Trong suét ndam hoc, Nha truong sé to chitc Dién tap Tinh huong
Khdn cdp. Hoc sinh sé dwoc hwéng ddn cdc quy trinh ddm bdo
an toan trong truong hop khdn cdp.

FIRE DRILLS / DIEN TAP PHONG CHAY CHUA CHAY

Fire Drills for students are required by the Ministry of Education and Training as a safety precaution. At the Fire Drill
Signal, teachers, staff and students will be given instructions for evacuation. All students should obey orders and vacate
the buildings in an orderly and prompt manner using the prescribed route. Students must stay with their teacher when
leaving and returning to classrooms.

Theo quy dinh ciia nganh, cdc cuoc dién tap phong chdy chita chdy phdi duoc t6 chitc hang ndm nhw mot bien phdp ddm bdo an toan.
Tai cdc cuoc dién tap nay, gido vien nhan vién va hoc sinh sé duoc huéng ddn quy trinh thuc hién so tdn. Tdt cd hoc sinh phdi tuan
theo ménh lénh, roi khéi cdc toa nha cé6 trat tw va nhanh chéng theo tuyén duong da dwoc quy dinh. Hoc sinh phdi di theo gido vien
khi roi khéi hay tré lai lép hoc.
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SECTION 7 - LIBRARY COLLECTION DEVELOPMENT POLICY
MUC 7 - CHINH SACH PHAT TRIEN THU VIEN

CIRCULATION / LUU HANH

Most books are in circulation for 3 days (for students) and 1 week (for teachers), with renewal privileges. Students can
borrow up to 3 books at a time, teachers can borrow 1 book at a time because of the limited number of books. A student
ID card (for students) and ID card (for teachers) will be required to show to the librarian when borrowing. It is necessary
to ensure the right to borrow books for all readers.

Hau hét sach dwoc luu hanh trong 3 ngay (doi véi hoc sinh) va 1 tuan (déi véi gido vien), véi ddc quyén gia han. Hoc sinh muon toi
da 3 quyén sdch mot lan, gido vien c6 thé muon 1 quyén sdch mot lan vi so luong sdch cé han. Can xudt trinh thé hoc sinh (d06i voi
hoc sinh) va CCCD/CMND (déi véi gido vien) khi muon. Cdn ddm bdo quyén muon sdch cho tdt cd ban doc.

INTELLECTUAL FREEDOM STATEMENT / TUYEN BO VE QUYEN TU DO TRI TUE

The Asian International School complies with the national law on intellectual property, science and technology, information
technology, network security and other relevant laws.

Truong Quoc t&¢ A Chau tuan thit quy dinh ciia phdp luat vé sé hitu tri tué, khoa hoc va cong nghe, cong ngheé thong tin, an ninh mang
va cdc quy dinh khdc ctia phdp luat cé lien quan.
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LIBRARY HOURS AND STUDENT USE / KHUNG GIO THU VIEN HOAT DONG VA VIEC SU DUNG THU
VIEN CUA HOC SINH

The library will be open from 7:00 a.m. to 4:50 p.m. each day, with a closing from 11:30 a.m. to 1:10 p.m. for lunch, unless
otherwise posted. During the class periods, no student may come to the library without permission from the class teacher.

Thuw vien mé ciea tie 7:00 sdng dén 4:50 chiéu mdi ngay, déng ctea tie 11:30 sdng dén 1:10 chiéu trong gio dn trua, trie khi cé thong
bdo khdc. Trong cdc tiét hoc, hoc sinh khong duoc dén thw vien néu khong dwoc phép ctia gido vien chit nhiem.

OBJECTIVES

The library personnel recognize the importance of offering the school and the students a variety of materials and accept
the responsibility to provide them with the best materials on appropriate levels of difficulty. The library personnel strive
to assist the students and the employees in their progress and growth through the use of the materials in the library.

MUC TIEU

Cdc nhan sy thu vien cong nhan tdm quan trong cia viéc cung cdp cho Nha truwong va hoc sinh nhiéu loai tai lieu khdc nhau. Cdc
nhan su thu vién nhan lanh trdch nhiém cung cdp nhiing tai lieu tot nhdt, véi do khé thich hop cho hoc sinh va nhan vién, gido vien
Nha truong. Nhan sy thu vien cam két né lic hé tro hoc sinh va nhan vien Nha truong trong qud trinh phdt trién bdn than thong qua
viec stz dung cdc tai liéu ciia thu vien.

RESERVING THE LIBRARY

Teachers are encouraged to consult with a program manager in advance about the lesson activities they want to offer
students in the library. Then, the manager arranges the class meeting for teachers with the librarian, or teachers should go
to the library ahead of time to schedule the use of the library for their classes. When signing up, they will indicate the use
to be made of the library, for example: (1) research, (2) reference materials, (2) free reading, (3) class project, etc.

PAT LICH SU DUNG THU VIEN

Gido vien nén tham khdo trwéc véi qudn Iy chuyén mon vé cdc hoat dong gidng day ma gido vien mong muon thuc hién trong thu vién.
Qudn 1y chiu trdch nhiem sdp xép mot cudc hop gitka gido vién véi thii thu, hodc gido vién truc tiép lam viéc voi thi thw dé len lich st
dung thu vien. Khi ddang ky lich, gido vién can néu r6 muc dich sit dung thuw vién, vi du: (1) nghién ciiu, (2) tham khdo tai liéu, (2)
doc mién phi, (3) du dn lép hoc, v.v.

RESPONSIBILITY

The Principal delegates to the library personnel of the school the authority to select and the responsibility for selection of
materials for the library media in accordance with the School Library Bill of Rights developed by the American Association
of School Librarians.

TRACH NHIEM

Hiéu truéng 1y quyén cho nhan vién thu vién ctia truong quyén va trdch nhiem lya chon tai lieu ditng cho cong tdc truyén thong ciia
thu vien theo Tuyen ngon Quyén Tu do ciia Thw vien Truong hoc do Hiep hoi Thi thu Cdc Truwong Hoa K3y dé ra.

SELECTION CRITERIA
In selecting materials, the library personnel’s judgment should be based on the following criteria:
1.  Overall purpose of the materials
2. Reputation and significance of the author
3. Permanence or timeliness of the materials
4. Selections in accordance with the national standards
5. Selections for all members of the school in either Vietnamese or English language
TIEU CHI LUA CHON
Khi lya chon tai lieu, ddnh gid ciia nhan vién thw vien phdi dua trén cdc tiéu chi sau:
1. Muc dich chung ciia tai lieu
2. Danh tieng va tam quan trong ciia tdc gid
3. Gid tri mang tinh truong ton / thoi dai ciia tai lieu
4.  Lua chon phu hop véi tiéu chudn quéc gia
5

Lya chon phit hop véi tdt cd cdc thanh vién ciia truwong vé mdt ngon ngit, tieng Viéet hodc tiéng Anh
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TEACHERS’ RESPONSIBILITY FOR THE DISCIPLINE OF THEIR STUDENTS

When teachers bring classes to the library, students must enter the library quietly. A few minutes before the end of the
period, all materials must be put where they were found, and the librarian (and some other staff, if possible) should check
the reference section and see that the library is left in excellent condition. When leaving the library, teachers and students
should push all chairs under the tables and clear all from the tables. Teachers should also check students’ books and
notebooks when they leave the library through the exit door.

TRACH NHIEM CUA GIAO VIEN POI VOI KY LUAT CUA HOC SINH

Khi gido vien dwa l6p minh phu trdch vao thw vién, hoc sinh phdi giit trat tw khi vao thu vien. Trucéc khi ket thiic thoi gian tai thu
vién, tdt cd cdc tai liew phdi dwoc trd vé diing vi tri. Thii thw (va mot s6 nhan vién khdc, néu cé6 thé) nén kiém tra lai cdc tai lieu, ddm
bdo khong cé gi bi hu héng hay thdt lac. Khi roi thuw vién, gido vién va hoc sinh nén ddy ghé xuong gdm ban va don dep ban. Gido vién
nén kiém tra sdch vé ciia hoc sinh trong truong hop phdi roi thu vién qua ciea thodt hiém.

LIBRARY REGULATIONS / QUY DINH THU VIEN
The librarian will provide a guideline with faculty information in regard to library procedures.

Quy dinh thu vién dwoc thong bdo r6 rang thThii thu sé cung cdp mot bdn huéng ddn véi thong tin vé quy trinh ciia thu vien dp dung
cho gido vién.

SCHOOL LIBRARY BILL OF RIGHTS / QUYEN TU DO THU VIEN TRUONG HOC

The Asian International School adopts the idea and the basic policies by the American Library Association (http://www.
ala.org/), which affirms that all libraries are forums for information and ideas. The following basic policies should guide
their service.

1. Books and other library resources should be provided for the interest, information, and enlightenment of all people
of the community the library serves. Materials should not be excluded because of origin, background, or views of
those contributing to their creation.

2. Libraries should provide materials and information presenting all points of view on current historical issues. Materials
should not be removed because of partisan or doctrinal disapproval.

3. Libraries should challenge censorship in the fulfillment of their responsibility to provide information and
enlightenment.

4. Libraries should cooperate with all persons and groups concerned with resisting abridgment of free expression and
free access to ideas.

5. A person’s right to use a library should not be denied or abridged because of origin, age, background, or views.

Libraries that make exhibit spaces and meeting rooms available to the public they serve should make such facilities
available on an equitable basis, regardless of the beliefs or affiliations of individuals or groups requesting their use.

Truong Quéc t& A Chau tuan thit cde l§ tuéng va chinh sdch co bdn cia Hiép hoi Thu vien Hoa K3 (http://www.ala.org/), trong do
khdng dinh rdng tdt cd cdc thu vien déu la dién dan cho thong tin va § tuéng. Cdc chinh sdch co ban nhu sau:

1. Sdch va cdc tai nguyén thu vien phdi dwoc cung cdp duwa trén moi quan tam, thong tin va muc tiéu khai sdng cho tdt cd cdc doi
tuong trong cong dong ma thu vién phuc vu. Khong duoc loai trie tai lieu vi nguon goc, xudt than hodc quan diém ciia nhitng
nguoi gép phan tao ra chiing.

2. Cdc thw vien nén cung cdp tai lieu va thong tin trinh bay tdt cd cdc quan diém vé cdc vdan dé lien quan dén lich st duong dai.
Khong duwoc xé6a bé tai lieu vi Iy do ddng phdi hodc ton gido.

3. Cdc thw vien can thdch thiic viec kiém duyét khi thuc hién trdch nhiém cung cdp thong tin va khai sdng ciia minh.

4. Cdc thu vien nén hop tdc véi tdt cd cdc cd nhan va nhém lien quan vi muc tiéu chong lai sw thu hep cdc quyén tw do ngon luan
va tw do tw twéng.

Quyén st dung thw vien ctia mot cd nhan la quyén khong thé choi bé hodc bi thu hep vi nguon goc, do tudi, Iy lich hodc quan diém.

6. Cdc thu vien chiu trdch nhiém cung cdp khong gian trién lam va gdp go cho nhém doi tuong ma thu vien phuc vu va thw vien phdi
thuec hién trdch nhiém ndy trén co sé cong bdng, bdt ké niém tin hodc lien két ctia cdc cd nhan hodc nhém cé nhu cau st dung.
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SECTION 8 - DISCIPLINE GUIDELINES
MUC 8 - HUONG DAN VE CONG TAC KY LUAT

SCHOOL WIDE ATTENDANCE/TARDY POLICY / CHINH SACH CHUYEN CAN / DI HOC TRE AP DUNG
CHO TOAN TRUONG

SCHOOL-WIDE ATTENDANCE POLICY

When a student is absent, he/she has to face a disadvantage to catch up on the lessons he/she has missed when returning
to the class. With the intention of supporting the students with their good attendance, the school requires the class teachers
to keep track of the student's absences and tardies in detail in the homeroom diary. When realizing that a student is absent
from school without a notice from the parents, the teacher in charge actively contacts the parents to get information. If a
student is absent or tardy many times, the class teacher in charge must report to the program manager to invite parents to
the school for a meeting.

CHINH SACH CHUYEN CAN AP DUNG CHO TOAN TRUONG

Hoc sinh vdng hoc sé phdi chiu thi¢t thoi trong viéc bdt kip cdc bai hoc ma minh da bé lo. Véi muc dich hé tro viec hoc tap ciia hoc
sinh, Truong yéu cdu gido vién qudn nhiém theo déi viéc vdng hoc va di tré ciia hoc sinh chi tiét trong s6 nhat ky chi nhiem. Khi
nhan thdy hoc sinh vdng hoc ma khong cé thong bdo tit phu huynh, gido vien qudn nhiem chi dong lien hé phu huynh dé ndm thong
tin. Néu hoc sinh vdng hoc hodc di tré nhiéu ldn, gido vien qudn nhiém phdi bdo cdo véi qudn Iy chuyén mon dé moi phu huynh len
truong trao doi.

SCHOOL WIDE BEHAVIOR POLICY / CHINH SACH VE HANH VI UNG XU AP DUNG CHO TOAN
TRUONG

The Asian International School has issued a School Code of Conduct, applicable to all teachers, staff, students and
parents. In addition, students are also clearly informed about the School Rules through the first class activities of the year
and clearly recorded in the School Report book.

Truong Quéc t& A Chau ban hanh Bo Quy tdc ting xi trwomg hoc, dp dung cho toan thé gido vien, nhan vien, hoc sinh va phu huynh.
Ngoai ra hoc sinh con dwoc thong tin 6 vé Noi quy nha truong thong qua cdc budi sinh hoat l6p dau ndm va ghi r6 trong S6 bdo bai.

SEXUAL HARASSMENT POLICY / CHINH SACH PHONG CHONG QUAY ROI TINH DUC

The Asian International School adheres to state policies on sexual harassment prevention and updates the School's policy
annually. In addition to the standard provisions in existing policies, these policies need to address the need for a dual
reporting mechanism, the distinction between consensual and unwelcome conduct, including off-work conduct that at
some point is no longer welcome, a reporting requirement for supervisors or for employees who work with students, and
the issue of indemnification and defense of employees acting outside the scope of their employment.

Truong Quéc t& A Chau tuan thit cdc chinh sdch ciia nha nuéc vé phong chéng qudy r6i tinh duc va cap nhat chinh sdch ciia Truong
hédng ndam. Ngodi cdc diéu khodn theo tiéu chudn hién hanh, chinh sdch nay can bdo ddm co ché bdo cdo kép, su phan biét gitia hanh
vi duoc dong thuan va khong dwoc dong thuan, bao gdm cd cdc hanh vi ndm ngodai pham vi cong viec ma tai mot s6 diém duoc xem la
khong dong thuan, cdc yéu cdu vé co ché bdo cdo dp dung cho gidm sdt hodc nhitng nhan vién lam viéc truc tiép véi hoc sinh, cdc vdn
dé vé boi thuong va co ché bdo vé nhitng nhan vién phdi lam viéc ngoai pham vi chitc trdch.

SEXUAL HARASSMENT POLICY / CHINH SACH PHONG CHONG QUAY ROI TiNH DUC
Refer to Section 1 of this handbook.

Tham khdo Phan 1 ctia cuén Sé tay nay.

STEPS SCHOOL SHOULD TAKE TO PREVENT SEXUAL HARASSMENT / CAC BUOC MA NHA TRUONG NEN
THUC HIEN PE NGAN CHAN QUAY ROI TINH DUC:

The school holds an annual seminar for students on sexual health that includes awareness of sexual harassment.

Nha truong té chitc hoi thdo hang ndm cho hoc sinh vé sitc khée tinh duc, bao gém nhan thitc vé nan qudy r6i tinh duc.
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CAMPUS DIRECTORY / DANH BA CAC CO SO

MIDDLE & HIGH SCHOOL AHS
Conghoa Campus 2
Address: 18A2 Conghoa St., Ward 12, Tan Binh Dist., HCMC.
Phone: (84-28) 6296 1390/ (84-28) 6896 1387
Fax: (84-28) 6296 1388
Trannhatduat Campus 1 & 3
Address: 29-31 Trannhatduat St., Tan Dinh Ward, Dist.1, HCMC.
39C Trannhatduat St., Tandinh Ward, Dist. 1, HCMC
Phone: (84-28) 3848 0740/ (84-28) 3848 0733
Fax: (84-28) 3848 0730
Caothang Campus 2
Address: 177 Bis2 Caothang St., Ward 12, Dist.10, HCMC.
Phone: (84-28) 3868 0263 / (84-28) 3868 0264
(84-28) 3868 0265 / (84-28) 3868 0266
(84-28) 3868 0267 / (84-28) 3868 0269
(84-28) 3868 0270 / (84-28) 3868 0271
Fax: (84-28) 3868 0266
Thaivanlung Campus
Address: 4 Thaivanlung St., Ben Nghe Ward, Dist.1, HCMC.
Phone: (84-28) 38233357 / (84-28) 38233358/ (84-28) 38227196
Fax: (84-28) 3823 3359
Vanthanh Campus
Address: 149-151-153-155 Vo Oanh St., Ward 25, Binh Thanh
Dist,, HCMC.
Phone: (84-28) 3512 7380 / (84-28) 3512 7381
Fax: (84-28) 35127 7384
Co s& Nguyén Vin Huong
Dia chi: 177-185 Nguyenvanhuong St., Thao Dien Ward, Thu
Duc City, TP.HCM
Dien thoai: (84-28) 36203095 - 36202905
Fax: (028) 3823 3359

PRIMARY SCHOOL IPS
Conghoa Campus 1
Address: 18A1 Cong Hoa St., Ward 12, Tan Binh Dist., HCMC.
Phone: (84-28) 6296 1360 / (84-28) 6296 1362
Fax: (84-28) 6296 1364
Trannhatduat Campus 2
Address: 41/3- 41/4 Tran Nhat Duat St., Tan Dinh Ward, Dist.
1, HCMC.
Phone: (84-28) 3526 8184/ (84-28) 3526 8185
Fax: (84-28) 3526 8187
Caothang Campus 1
Address: 177 bis] Cao Thang St., Ward 12, Dist. 10, HCMC.
Phone: (84-28) 38680259 / (84-28) 38680260
Fax: (84-28) 3868 0258
Thaivanlung Campus
Address: 4 Thai Van Lung St., Ben Nghe Ward, Dist. 1, HCMC.
Phone: (84-28) 3823 3357 /(84-28) 3823 3358
Fax: (84-28) 3823 3359
Vanthanh Campus
Address: 149-151-153-155 Vo Oanh St, Ward 25, Binh Thanh
Dist.,, HCMC.
Phone: (84-28) 3512 7380 / (84-28) 3512 7381
Fax: (84-28) 35127 7384
Nguyenvanhuong Campus
Address: 177-185 Nguyenvanhuong St., Thao Dien Ward, Thu
Duc City, TPHCM
Phone: (84-28) 36203095 - 36202905
Fax: (028) 3823 3359
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BAC TRUNG HOC AHS
Cosé Cong Hoa 2
Dia chi: 18A2 Cong Hoa, Phuong 12, Quan Tan Binh, TP.HCM
Dien thoai: (84-28) 6296 1390 /(84-28) 6896 1387
Fax: (84-28) 6296 1388
Co s6 Tran Nhat Duat 1 & 3
Dia chi: 2931 Tran Nhat Duat, Phuong Tan Dinh, Quan 1,
TP.HCM
39C Tran Nhat Duat, Phuong Tan Dinh, Quan 1, TP.HCM
Dien thoai: (84-28) 3848 0733 / (84-28) 3848 0740
Fax: (84-28) 3848 0730
Cos6 Cao Thdng 2
Dia chi: 177Bis2 Cao Thdng, Phuong 12, Quan 10, TP.HCM
Dien thoai: (84-28) 3868 0263 /(84-28) 3868 0264
(84-28) 3868 0265 /(84-28) 3868 0266
(84-28) 3868 0267 /(84-28) 3868 0269
(84-28) 3868 0270 ,/(84-28) 3868 0271
Fax: (84-28) 3868 0266
Co sé Thdi Vin Lung
Dia chi: 4 Thdi Van Lung, P. Bén Nghé, Quan 1, TP.HCM
Di¢n thogi: (84-28) 38233357 / (84-28) 38233358/ (84-28)
38227196
Fax: (84-28) 3823 3359
Co 56 Vian Thanh
Dia chi: 149-151-153-155 Vo Oanh, Phuong 25, Quan Binh
Thanh, TP.HCM
Dign thoqi: (84-28) 3512 7380 /(84-28) 3512 7381
Fax: (84-28) 3512 7384
Co sé Nguyén Vian Huéng
Dia chi: 177-185 Nguyén Van Hudng, P. Thdo Dién, TP.Thu
Diic, TP.HCM
Dien thoai: (84-28) 36203095 - 36202905
Fax: (028) 3823 3359

BAC TIEU HOC IPS
Cosé Cong Hoa 1
Dia chi: 18A1 Cong Hoa, Phuwong 12, Quan Tan Binh,
TP.HCM
Dien thoai: (84-28) 6296 1360 /(84-28) 6296 1362
Fax: (84-28) 6296 1364
Co sé Tran Nhat Duat 2
Dia chi: 41/3- 41/4 Tran Nhat Duat, Phuong Tan Dinh, Quan
1, TP.HCM
Dien thoai: (84-8) 3526 8184 /(84-28) 3526 8185
Fax: (84-28) 3526 8187
Cos6 Cao Thdng 1
Dia chi: 177 Cao Thdng, Phuong 12, Quan 10, TP.HCM
Dién thoai: (84-28) 3868 0259 /(84-28) 3868 0260
Fax: (84-28) 3868 0258
Co 56 Thai Vin Lung
Dia chi: 4 Thdi Van Lung, P. Bén Nghé, Quan 1, TP.HCM
Dién thoai: (84-28) 3823 3357 /(84-28) 3823 3358
Fax: (84-28) 3823 3359
Cosé Van Thanh
Dia chi: 149-151-153-155 Vo Oanh, Phuong 25, Quan Binh
Thanh, TP.HCM
Dign thoai: (84-28) 3512 7380/ (84-28) 3512 7381
Fax: (84-28) 3512 7384
Co sé Nguyén Vian Huéng
Dia chi: 177-185 Nguyén Van Hudng, P. Thdo Dién, TP.Thu
Pric, TP.HCM
bien thoai: (84-28) 36203095 - 36202905
Fax: (028) 3823 3359



MANAGEMENT DIRECTORY MIDDLE & HIGH SCHOOL AHS
DANH BA QUAN LY BAC TRUNG HOC AHS

SCHOOL ADMINISTRATION AHS
Chairman and Principal concurrentl
Nguyen Le Thanh Truc

Email: trucnguyen@aisvn.edu.vn

Tel: (84-28) 38680270/71

Chief Executive Officer (CEQ)
Tran Viet Tam, Ed.D
Email: viettamsiu@yahoo.com.vn

Tel: (84-28) 38680270/71

Assistant to CEO
Tran Thi Lan Chi, MBA

Email: chitran@siu.edu.vn

Tel: (84-28) 38680270/71 - Ext: 108

Vietnamese Program Executive Manager (EVPM)
Van Thi Thien Ha, MA

Email: vanthithienha@asianintlschool.edu.vn

Tel: (84-28) 38680270/71 - Ext: 107

International Program Executive Manager (EIPM)
Nguyen Ngoc Tien
Email: nguyenngoctien@asianintlschool.edu.vn

Tel: (84-28) 38680270/71 - Ext: 107

Executive Manager of Administration & Student Services (EMASS)
Nguyen Bui Tuong Thi, MA
Email: nguyenbuituongthi@asianintlschool.edu.vn

Tel: (84-28) 38680270/71 - Ext: 106

Executive Finance & Accounting Manager (EFAM)
Pham Bao Chau, MBA

Email: phambaochau@asianintlschool.edu.vn

Tel: (84-28) 62961390 - Ext: 161

Executive Admission Manager (EAM)
Cao Quang Tu, MA
Email: caoquangtu@asianintlschool.edu.vn

Tel: (84-28) 38207972 - Ext: 102

CAMPUS ADMINISTRATION AHS

1. Trannhatduat Campus 1 & 3
Vietnamese Program Manager (VPM)
Dao Thi Van Kieu

Email: daothivankieu@asianintlschool.edu.vn

Tel: (84-28) 38480740 - Ext: 115

International Program Manager (IPM)
Tran Phan Phung Tram
Email: tranphanphungtram@asianintlschool.edu.vn

Tel: (84-28) 38480740 - Ext: 113

Manager of Administration & Student Services (MASS)
Dao Duy Anh Tuan
Email: daoduyanhtuan@asianintlschool.edu.vn

Tel: (84 -28) 38480740 - Ext: 116

QUAN LY CAP TRUONG AHS
Cha tich HPQT kiém Hi¢u truéng
Nguyén Lé Thanh Tric
Email: truecnguyen@aisvn.edu.on
Tel: (84-28) 38680270/71
Tong Gidam déc diéu hanh
TS. Tran Viét Tam
Email: viettamsiu@yahoo.com.un

Tel: (84-28) 38680270/71

Tro ly Tong Gidm déc diéu hanh
ThS.Tran Thi Lan Chi
Email: chitran@siu.edu.on

Tel: (84-28) 38680270/71 - Ext: 108

Gidm doc he thong Chuong trinh Viet Nam
ThS. Van Thi Thien Ha

Email: vanthithienha@asianintlschool.edu.vn

Tel: (84-28) 38680270/71 - Ext: 107

Gidm doc h¢ thong Chuong trinh quoc t&
Nguyén Ngoc Tién
Email: nguyenngoctien@asianintlschool.edu.vn

Tel: (84-28) 38680270/71 - Ext: 107

Gidm doc Hanh chinh & Dich vu hoc sinh
ThS. Nguyén Bui Tuong Thi
Email: nguyenbuituongthi@asianintlschool.edu.on

Tel: (84-28) 38680270/71 - Ext: 106

Gidm doc Tai chinh - Ké todn h¢ thong
Ths. Pham Bdo Chau
Email: phambaochau@asianintlschool.edu.vn

Tel: (84-28) 62961390 - Ext: 161

Gidm doc Tuyén sinh h¢ thong
ThS. Cao Qudng Tu
Email: caoquangtu@asianintlschool.edu.vn

Tel: (84-28) 38207972 - Ext: 102

QUAN LY CAP CO SO AHS
1. Co'sé Tran Nhat Duat 1 & 3
Gidm doc chuong trinh Viet Nam
Dao Thi Van Kiéu
Email: daothivankieu@asianintlschool.edu.vn

Tel: (84-28) 38480740 — Ext: 115

Gidm doc chuong trinh quéc té
Tran Phan Phung Tram
Email: tranphanphungtram@asianintlschool.edu.vn

Tel: (84-28) 38480740 - Ext: 113

Gidm doc hanh chinh & dich vu hoc sinh
Dao Duy Anh Tudn
Email: daoduyanhtuan@asianintlschool.edu.un

Tel: (84-28) 38480740 — Ext: 116
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2. Conghoa Campus 2

Vietnamese Program Manager (VPM)
Nguyen Tram Huong
Email: nguyentramhuong@asianintlschool.edu.vn

Tel: (84-28) 62961390 - Ext: 107

Nguyen Thi Thanh Nga
Email: nguyenthithanhnga@asianintlschool.edu.vn

Tel: (84-28) 62961390 - Ext: 103

International Program Manager (IPM)
Do Thi Loan
Email: dothiloan@asianintlschool.edu.vn

Tel: (84-28) 62961390 - Ext: 105

Manager of Administration & Student Services (MASS)
Le Thi Thanh Thuy

Email: lethithanhthuy@asianintlschool.edu.vn

Tel: (84-28) 62961390 - Ext: 165

3. Caothang Campus 2

Vietnamese Program Manager (VPM)
Tran Thi Tam Tuyen
Email: tranthitamtuyen@asianintlschool.edu.vn

Tel: (84-28) 38680270 - Ext: 104

To Huynh Thu
Email: tohuynhthu@asianintlschool.edu.vn

Tel: (84-28) 38680270 - Ext: 104

International Program Manager (IPM)
Bieu Thuy Thoai My
Email: bieuthuythoaimy@asianintlschool.edu.vn

Tel: (84-28) 38680270 - Ext: 103

Manager of Administration & Student Services
(MASS)

Nguyen Thi Nhu Loc

Email: nguyenthinhuloc@asianintlschool.edu.vn

Tel: (84-28) 38680270 - Ext: 116

4. Thaivanlung Campus

Vietnamese Program Manager (VPM)
Dinh Huyen Trang
Email: dinhhuyentrang@asianintlschool.edu.vn

Tel: (84-28) 938227196 - Ext: 104

International Program Manager (IPM)
Nguyen Thi Thuy Dung
Email: nguyenthithuydung@asianintlschool.edu.vn

Tel: (84-28) 938227196 - Ext: 118

Manager of Administration & Student Services (MASS)
Le Thi Thu Kieu
Email: lethithukieu@asianintlschool.edu.vn

Tel: (84-28) 938227196 - Ext: 118
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2. Cos6 Cong Hoa 2
Gidm doc chuong trinh Viet Nam
Nguyén Tram Huong
Email: nguyentramhuong@asianintlschool.edu.vn

Tel: (84-28) 62961390 - Ext: 107

Nguyén Thi Thanh Nga
Email: nguyenthithanhnga@asianintlschool.edu.un

Tel: (84-28) 62961390 - Ext: 103

Gidm doc chuong trinh quéc té
Dé Thi Loan
Email: dothiloan@asianintlschool.edu.vn

Tel: (84-28) 62961390 - Ext: 105

Gidm doc hanh chinh & dich vu hoc sinh
Lé Thi Thanh Thaiy

Email: lethithanhthuy@asianintlschool.edu.vn
Tel: (84-28) 62961390 - Ext: 165

3. Co'sé Cao Thing 2
Gidm doc chuong trinh Viet Nam
Tran Thi Tam Tuyén
Email: tranthitamtuyen@asianintlschool.edu.un

Tel: (84-28) 38680270 - Ext: 104

To Huynh Thu
Email: tohuynhthu@asianintlschool.edu.vn

Tel: (84-28) 38680270 - Ext: 104

Gidm doc chuong trinh quoc té
Biéu Thuy Thoai My
Email: bieuthuythoaimy@asianintlschool.edu.un

Tel: (84-28) 38680270 - Ext: 103

Gidm doc hanh chinh & dich vu hoc sinh
Nguyén Thi Nhu Loc
Email: nguyenthinhuloc@asianintlschool.edu.un

Tel: (84-28) 38680270 - Ext: 116

4. Co 56 Thdi Vin Lung
Gidm doc chuong trinh Viet Nam
Dinh Huyén Trang
Email: dinhhuyentrang@asianintlschool.edu.vn

Tel: (84-28) 938227196 - Ext: 104

Gidm doc chuong trinh Quoc té
Nguyén Thi Thiry Dung
Email: nguyenthithuydung@asianintlschool.edu.vn

Tel: (84-28) 938227196 - Ext: 118

Gidm doc hanh chinh & dich vu hoc sinh
Lé Thi Thu Kiéu
Email: lethithukieu@asianintlschool.edu.vn

Tel: (84-28) 938227196 - Ext: 118



5. Vanthanh Campus
Vietnamese Program Manager (VPM)

Phan Thi Phuong
Email: phanphuong@asianintlschool.edu.vn

Tel: (84-28) 35127380 - Ext: 104

International Program Manager (IPM)
Nguyen Hoang Nhan
Email: nguyenhoangnhan@asianintlschool.edu.vn

Tel: (84-28) 35127380 - Ext: 101

Manager of Administration & Student Services (MASS)
Le Thi Be Quyen
Email: lethibequyen@asianintlschool.edu.vn

Tel: (84-28) 35127380 - Ext: 102

6. Nguyenvanhuong Campus
Vietnamese Program Manager (VPM)

Dinh Huyen Trang
Email: dinhhuyentrang@asianintlschool.edu.vn

Tel: (84-28) 36363209 - Ext: 104

International Program Manager (IPM)

Thai Thi Thuy Hang

Email: thaithithuyhang@asianintlschool.edu.vn
Tel: (84-28) 36363209 - Ext: 103

Manager of Administration & Student Services (MASS)
Huynh Thi Bich Thu

Email: huynhthibichthu@asianintlschool.edu.vn

Tel: (84-28) 36363209 - Ext: 101

5. Cosé Vin Thanh
Gidm déc chuong trinh Viét Nam
Phan Thi Phuong
Email: phanphuong@asianintlschool.edu.vn

Tel: (84-28) 35127380 - Ext: 104

Gidm déc chuong trinh Quéc té
Nguyén Hoang Nhan
Email: nguyenhoangnhan@asianintlschool.edu.vn

Tel: (84-28) 35127380 - Ext: 101

Gidam doc hanh chinh & dich vu hoc sinh
Lé Thi Bé Quyéen
Email: lethibequyen@asianintlschool.edu.vn

Tel: (84-28) 35127380 - Ext: 102

6. Co s6 Nguyén Vin Huéng
Gidm déc chuong trinh Viét Nam
Dinh Huyén Trang
Email: dinhhuyentrang@asianintlschool.edu.un

Tel: (84-28) 36363209 - Ext: 104

Gidm déc chuong trinh Quéc té

Thdi Thi Thiy Héng

Email: thaithithuyhang@asianintlschool.edu.un
Tel: (84-28) 36363209 - Ext: 103

Gidam doc hanh chinh & dich vu hoc sinh
Hujynh Thi Bich Thu

Email: huynhthibichthu@asianintlschool.edu.on
Tel: (84-28) 36363209 - Ext: 101
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MANAGEMENT DIRECTORY PRIMARY SCHOOL IPS
DANH BA QUAN LY BAC TIEU HOC IPS

SCHOOL ADMINISTRATION IPS
Chairman and Principal concurrentl
Nguyen Le Thanh Truc

Email: trucnguyen@aisvn.edu.vn

Tel: (84-28)38680270/71

Vice-Principal
Le Hong To Mai
Email: lehongtomai@asianintlschool.edu.vn

Tel: (84-28) 62961361/63 - Ext: 161

Assistant to Principal
Nguyen Thi Van Anh

Email: nguyenthivananh@asianintlschool.edu.vn

Tel: (84-28) 38680259/60 - Ext: 106

Executive Vietnamese Program Manager
Nguyen Thi Kim Hanh

Email: nguyenthikimhanh@asianintlschool.edu.vn

Tel: (84-28) 35268184,/85 - Ext: 106

Executive International Program Manager
Do Thi Thanh Hien

Email: dothithanhhien@asianintlschool.edu.vn
Tel: (84-28) 62961361/63 - Ext: 108

Executive Admission Manager
Dang Nguyen Minh Chi

Email: dangnguyenminhchi@asianintlschool.edu.vn

Tel: (84-28) 35268184,/85 - Ext: 106

Executive Finance & Accounting Manager
Nguyen Thi Thanh Tam

Email: nguyenthithanhtam@asianintlschool.edu.vn

Tel: (84-28) 62961361/63 - Ext: 164

Executive Manager of Administration & Student Services
Le Thi Bich Nga

Email: lethibichnga@asianintlschool.edu.vn

Tel: (84-28) 38233357/58 - Ext: 107

CAMPUS ADMINISTRATION IPS

1._Conghoa Campus 1
Vietnamese Program Managers (VPM)
Nguyen Thi Kim Hoan
Email: nguyenthikimhoan@asianintlschool.edu.vn

Tel: (84-28962961361/63 - Ext: 169

Phan Thi Anh Tuyet
Email: phanthianhtuyet@asianintlschool.edu.vn
Tel: (84-28) 962961361/63 - Ext: 169

Nguyen Thi Thanh Thuy

Email: nguyenthithanhthuy@asianintlschool.edu.vn
Tel: (84-28) 962961361/63 - Ext: 169
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QUAN LY CAP TRUONG IPS
Chu tich HDQT kiém Hi¢u truéng
Nguyén Lé Thanh Tric
Email: trucnguyen@aisvn.edu.on

Tel: (84-28) 38680270/71

Pho Hi¢u truémg
Lé Hong To Mai
Email: lehongtomai@asianintlschool.edu.un

Tel: (84-28) 62961361/63 - Ext: 161

Tro Iy Hi¢u truéng
Nguyén Thi Van Anh
Email: nguyenthivananh@asianintlschool.edu.vn

Tel: (84-28) 38680259/60 - Ext: 106

Gidm doc he thong chuong trinh Viét Nam
Nguyén Thi Kim Hanh

Email: nguyenthikimhanh@asianintlschool.edu.vn

Tel: (84-28) 35268184/85 - Ext: 106

Gidm doc heé thong chuong trinh Quéc té
Dé Thi Thanh Hién
Email: dothithanhhien@asianintlschool.edu.on

Tel: (84-28) 62961361/63 - Ext: 108

Gidm doc Tuyén sinh h¢ thong
Dang Nguyén Minh Chi
Email: dangnguyenminhchi@asianintlschool.edu.un

Tel: (84-28) 35268184/85 - Ext: 106

Gidm doc Tai chinh — Ké todn h¢ thong
Nguyén Thi Thanh Tam
Email: nguyenthithanhtam@asianintlschool.edu.un

Tel: (84-28) 62961361/63 - Ext: 164

Gidm doc Hanh chinh & Dich vu hoc sinh
Lé Thi Bich Nga
Email: lethibichnga@asianintlschool.edu.vn

Tel: (84-28) 38233357/58 - Ext: 107

QUAN LY CAP CO'SO'IPS
1. Cosé Cong Hoa 1
Gidm doc chuong trinh Viet Nam
Nguyén Thi Kim Hoan
Email: nguyenthikimhoan@asianintlschool.edu.vn

Tel: (84-28962961361/63 - Ext: 169

Phan Thi Anh Tuyet
Email: phanthianhtuyet@asianintlschool.edu.vn

Tel: (84-28) 962961361/63 - Ext: 169

Nguyén Thi Thanh Thiy
Email: nguyenthithanhthuy@asianintlschool.edu.un

Tel: (84-28) 962961361/63 - Ext: 169



International Program Managers (IPM)
Nguyen Thi Ngoc Diep
Email: nguyenthingocdiep@asianintlschool.edu.vn

Tel: (84-28) 62961361/63 - Ext: 150

Nguyen Kieu Ngoc Lan
Email: nguyenkieungoclan@asianintlschool.edu.vn

Tel: (84-28) 62961361/63 - Ext: 150

Vo Thanh Nhan
Email: vothanhnhan@asianintlschool.edu.vn

Tel: (84-28) 62961361/63 - Ext: 150

Manager of Administration & Student Services (MASS)
Nguyen Thi Ngoc
Email: nguyenthingoc@asianintlschool.edu.vn

Tel: (84-28) 962961361/63 - Ext: 161

Fine Arts Manager
Nguyen Thi Thu Cuc
Email: nguyenthithucuc@asianintlschool.edu.vn

Tel: (84-28) 962961361/63 - Ext: 169

2. Trannhatduat Campus 2
Vietnamese Program Manager (VPM)

Nguyen Thi Bang Trang
Email: nguyenthibangtrang@asianintlschool.edu.vn

Tel: (84-28) 35268184 - Ext: 106

International Program Manager (IPM)
Thai Minh Khuyen
Email: thaiminhkhuyen@asianintlschool.edu.vn

Tel: (84-28) 35268184 - Ext: 101

3. Vanthanh Campus
Vietnamese Program Manager (VPM)

Nguyen Minh Khoa
Email: nguyenminhkhoa@asianintlschool.edu.vn

Tel: (84-28) 35127381/84 - Ext: 105

International Program Manager (IPM)
Dang Thi Thu

Email: dangthithu@asianintlschool.edu.vn
Tel: (84-28) 35127381/84 - Ext: 105

Manager of Administration & Student Services (MASS)
Nguyen Truong Nha Thuy
Email: nguyentruongnhathuy@asianintlschool.edu.vn

Tel: (84-28) 35127381/84 - Ext: 105

4. Caothang Campus 1
Vietnamese Program Managers (VPM)

Mai Thuy Kieu
Email: maithuykieu@asianintlschool.edu.vn

Tel: (84-28) 38680259/60 - Ext: 107

Nguyen Thi Hoang Yen
Email: nguyenthihoangyen@asianintlschool.edu.vn

Tel: (84-28) 38680259/60 - Ext: 107

Gidm doc chuwong trinh Quoc té
Nguyén Thi Ngoc Diep
Email: nguyenthingocdiep@asianintlschool.edu.vn

Tel: (84-28) 62961361/63 - Ext: 150

Nguyén Kiéu Ngoc Lan
Email: nguyenkieungoclan@asianintlschool.edu.un

Tel: (84-28) 62961361/63 - Ext: 150

V6 Thanh Nhan
Email: vothanhnhan@asianintlschool.edu.un

Tel: (84-28) 62961361/63 - Ext: 150

Gidm doc Hanh chinh & Dich vu hoc sinh
Nguyén Thi Ngoc
Email: nguyenthingoc@asianintlschool.edu.vn

Tel: (84-28) 962961361/63 - Ext: 161

Gidm doc bo mon My thuat
Nguyén Thi Thu Cric
Email: nguyenthithucuc@asianintlschool.edu.vn

Tel: (84-28) 962961361/63 - Ext: 169

2. Co sé Tran Nhat Duat 2
Gidm doc chuwong trinh Viét Nam
Nguyén Thi Bang Trang

Email: nguyenthibangtrang@asianintlschool.edu.vn

Tel: (84-28) 35268184 - Ext: 106

Gidm doc chuwong trinh Quoc té
Thdi Minh Khuyen
Email: thaiminhkhuyen@asianintlschool.edu.vn

Tel: (84-28) 35268184 - Ext: 101

3. Cosé Vian Thanh
Gidm doc chuwong trinh Viét Nam
Nguyén Minh Khoa
Email: nguyenminhkhoa@asianintlschool.edu.vn

Tel: (84-28) 35127381/84 - Ext: 105

Gidm doc chuwong trinh Quoc té

Deéng Thi Thu

Email: dangthithu@asianintlschool.edu.un
Tel: (84-28) 35127381,/84 - Ext: 105

Gidm doc Hanh chinh & Dich vu hoc sinh
Nguyén Truong Nha Thaiy
Email: nguyentruongnhathuy@asianintlschool.edu.vn

Tel: (84-28) 35127381/84 - Ext: 105

4. Cosé Cao Thing 1
Gidm doc chuwong trinh Viet Nam
Mai Thiiy Kiéu
Email: maithuykieu@asianintlschool.edu.vn

Tel: (84-28) 38680259/60 - Ext: 107
Nguyén Thi Hoang Yeén

Email: nguyenthihoangyen@asianintlschool.edu.un

Tel: (84-28) 38680259/60 — Ext: 107
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International Program Managers (IPM) Gidm déc chuwong trinh Quoc té
Vo Tran My Duyen Vo Tran M§ Duyen
Email: votranmyduyen@asianintlschool.edu.vn Email: votranmyduyen@asianintlschool.edu.on
Tel: (84-28) 38680259/60 - Ext: 102 Tel: (84-28) 38680259/60 - Ext: 102
Cao Kim Phu Cao Kim Phui
Email: caokimphu@asianintlschool.edu.vn Email: caokimphu@asianintlschool.edu.vn
Tel: (84-28) 38680259/60 - Ext: 103 Tel: (84-28) 38680259/60 - Ext: 103
5. Thaivanlung Campus 5. Cosé Thdi Vin Lung
Vietnamese Program Manager (VPM) Gidm déc chuong trinh Viét Nam
Nguyen Thi Bang Trang Nguyén Thi Bang Trang
Email: nguyenthibangtrang@asianintlschool.edu.vn Email: nguyenthibangtrang@asianintlschool.edu.vn
Tel: (84-28) 38233357/58 - Ext: 106 Tel: (84-28) 38233357/58 - Ext: 106
International Program Manager (IPM) Gidm déc chuwong trinh Quoc té
Le Thi Ngoc Minh Lé Thi Ngoc Minh
Email: nguyenthingocminh@asianintlschool.edu.vn Email: nguyenthingocminh@asianintlschool.edu.vn
Tel: (84-28) 38233357/58 - Ext: 102 Tel: (84-28) 38233357/58 - Ext: 102
6. Nguyenvanhuong Campus 6. Co sé Nguyén Vin Huéng
Vietnamese Program Manager (VPM) Gidm déc chuong trinh Viét Nam
Vu Thi Hai Ha Vi Thi Hdi Ha
Email: vuthihaiha@asianintlschool.edu.vn Email: vuthihaiha@asianintlschool.edu.vn
Tel: (84-28) 36202905 - Ext: 113 Tel: (84-28) 36202905 — Ext: 113
International Program Managers (IPM) Gidm déc chuwong trinh Quoc té
Le Thi Huong Mai Lé Thi Huwong Mai
Email: lethihuongmai@asianintlschool.edu.vn Email: lethihuongmai@asianintlschool.edu.vn
Tel: (84-28) 36202905 - Ext: 200 Tel: (84-28) 36202905 - Ext: 200
Tran Thi Ngoc Huyen Tran Thi Ngoc Huyén
Email: tranthingochuyen@asianintlschool.edu.vn Email: tranthingochuyen@asianintlschool.edu.vn
Tel: (84-28) 36202905 - Ext: 200 Tel: (84-28) 36202905 - Ext: 200
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