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1. INTRODUCTION/ GIOI THIEU

1.1. GUIDING STATEMENTS

- Since its establishment in 1999, The Asian International School
has provided students from grade 1 to grade 12 with high quality
international education. As a private international school in
Vietnam, the school has made a commitment to serve students
and other stakeholders by following the philosophy “Vietnam’s
spirit, global education.” The school envisions excellence in global
education for Vietnamese and international students, grounded in
the concept of unity through diversity. The Guiding Statements,
including its Vision, Mission and Guiding Principles, direct the
school in developing strategies, action plans and community services.

- The Guiding Statements are the standards on which all decisions
are made, purposes are set, and directions are guided. They

conform to the CIS Code of Ethics:

®  The school strives for the fulfillment of the promises
stated in the Guiding Statements policies, contracts and
promotional materials.

® [t strives for excellence.
® It nurtures a culture of care.
® [t complies with applicable laws and regulations.

® [t respects the dignity and equality of all individuals,
groups and cultures.

® It promotes global citizenship.

- On the basis of the Guiding Statements, the school has created an
engaging and contextually-appropriate definition of international/
intercultural education to guide its practice. In providing an
international education, the school will ensure in its written
policies that it is committed to the values inherent in the UN

Convention on the Rights of the Child (1990).

- The Asian International School has effective means of monitoring
and evaluating the implementation of its Guiding Statements. In
doing so, the school ensures that all stakeholders participate in the
development and review of the Guiding Statements on an annual
basis so that they remain relevant and meaningful to all.

- In line with the Guiding Statements, the school has created its
own definition of high quality learning and identified expected
learning outcomes for students. High-quality learning is offered to
all potential students eligible for admission who are eager to study
in both the Vietnamese and International Programs of the school.

- The Asian International School strives to fulfill its vision and
mission, to help students reach their full potential and ultimately
become global citizens. The school is very pleased about the
progress it has made and the promises it has strived to fulfill for
the betterment of our students, our future global citizens.

1.1. CONG BO CHi bAO

- Thanh lap nam 1999, Truong Quéc t& A Chau la trwong
pho thong tix lep 1 dén lop 12, cung cdp nén gido duc quéc t&
chdt luong cao. La mot truong quoc té tw thuc 6 Viet Nam,
truong cam két phuc vu hoc sinh véi triét Iy “Tam hon Viet
Nam, gido duc thé giéi”. Truong cung cdp nén gido duc toan
cau xudt sdc cho hoc sinh Viet Nam va quéc té trong khdi
niém thong nhdt thong qua su da dang. Cong bo huéng dén,
bao gdm Tam nhin, Stt ménh va Triét ly gido duc, dinh hwéng
nha truong trong viéc xay dung cdc chién luoc, ké hoach hanh
dong va cong tdc phuc vu cong dong.

- Cong bo huong ddan la tieu chudn dé Truong dua ra quyét
dinh va thiét lap muc tieu va dinh huéng. Tdt cd déu tuan
theo Quy tdc Pao diic ciia CIS:
®  Nha truong phdan ddu thuc hien nhitng cam két
duoc néu trong chinh sdach Cong bo huéng dan, cdc bdn
hop dong va tu liew qudng cdo.
®  Phdn ddu dé dat dén sw xudt sdc.
®  Nuoi duong vdan héa cham séc.
®  Tuan thu luat phdp va nhiing quy dinh hién hanh.
®  Ton trong phdm gid va sw binh ddng ciia tdt cd cd
nhan, nhém va cdc nén vdn héa.

®  Thiic ddy cong dan toan cau.

- Tren co sé Cong bo huéng dan, nha truong da dwua dinh
nghia 16 rang vé gido duc quoc t& / lien van héa. La mot to
chitc cung cdp nén gido duc quéc té, nhitng chinh sdch bdng
vdn bdn ctia truwong cam két cdc gid tri von cé trong Cong wéc

Lien Higp Quoc vé Quyén tré em (1990).

- Truong Quéc t& A Chau c6 nhitmg phuong cdch theo doi
va ddnh gid viec thuc hien Cong bo huéng dan ciia minh.
Thuyc hien diéu nay, nha truong ddm bdo rdng tdt cd cdc bén
lien quan sé tham gia vao viéc xay dung va xem xét Cong bo
hwéng dan hang nam.

- Phit hop véi Cong bo huéng Ddn, nha truong da tao ra mot
dinh nghia rieng vé hoc tap chdt luong cao va xdc dinh két qud
hoc tap mong doi cho hoc sinh. Hoc tap chdt luong cao duwoc
cung cdp cho tdt cd cdc hoc sinh tiém ndng du diéu kien nhap
hoc cd hai chuong trinh Viét Nam va quoc té ciia truong.

- Truwong Qudc t& A Chau luon né luc hoan thanh tdm nhin
va sit ménh ciia minh, dé givip hoc sinh dat duwoc tiém ndng
va tré thanh cong dan toan cau. Nha truong rdt hai long vé
s tién bo ctia minh va rdt hanh phiic khi thuc hien duoc cam
két gitip hoc sinh hoan thién bdn than dé tré thanh nhing
cong dan toan cau trong tuong lai.

MANUAL OF OPERATIONS ‘ Ol



1.1.1. VISION

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

1.1.2. MISSION

As the world moves towards multiculturalism, it is the mission
of the Asian International School to give 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.

1.1.3. GUIDING PRINCIPLES
Academic - Asian International School will:

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

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

Community - Asian International School will:

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

- Stimulate values of good global citizenship through sustainable

living concepts, social awareness, community service and

leadership training;

- Encourage unity of the academic community within a framework
that also celebrates diversity in religion, language, culture and
individuality of thinking.

Facilities - Asian International School will:

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

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

- 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.

Staff - Asian International School will:

- 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;

- 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.

Students - Asian International School will:

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

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

02 ‘ MANUAL OF OPERATIONS

1.1.1. TAM NHIN

Cung cdp nén gido duc chdt lwong mang tinh toan cau danh
cho hoc sinh Viet Nam va quéc té theo xu huéng hoi nhap.

1.1.2. SUMENH

Thé gioi phdt trién theo hudéng hop tdc da phuong, nhiem vu
wu tien hang ddu ciia Truwong Quéc t& A Chau la dong vien
va khuyén khich hoc sinh vwot qua ranh giéi dé tham nhudn
tinh than quoc té trong gido duc, khao khdt nén tri thiic toan
cau va hoa binh thé gisi.

1.1.3. MUC TIEU GIAO DUC
Hoc thudt - Truong Quéc t& A Chau seé:

- Huéng ddn hoc sinh thong qua cdc phuong phdp day va hoc
da dang; né luc phdt trién tiém ndng tw duy, thé chdt, ¥ thic
xd hoi va dao dikc ctia moi hoc sinh.

- Tao ra mot chuwong trinh gidng day phit hop, khuyén khich
hoc sinh cé ¥ thitc tw k§ luat, sdng tao, tw duy phdn bién, ton
trong ¥ kien va phuwong phdp tiep can méi cia cdc cd nhan.

Cong dong - Truong Quoc té¢ A Chau sé:

- Tiép thu, ghi nhan, ton trong cdc ¥ kien va déng gép ctia
méi hoc sinh, gido vién va phu huynh.

- Khuyén khich cdc gid tri vé quyén cong dan thong qua quan
diém song, nhan thitc vé xa hoi, dich vu cong dong va phdt
trién tiém ndng lanh dao ctia hoc sinh.

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

Co sé vat chdt - Truwong Quéc t¢ A Chau seé:

- Cung cdp nhing phuong tién hoc tap va nghién ciiu theo
tieu chudn quoc t&

- Duy tri wiec tiép can tri thiic toan cdu thong qua nguon tu
lieu thu vien dién tiz va thw vien truyén thong

- Cung cdp trang thiét bi rén luyén siic khde va doi ngii nhan
vien y t& chuyén mon giéi nham ddp 1ing nhiing tinh huéng y
té' khdn cdp ciia hoc sinh.

Nhan vién - Truong Quéc t¢ A Chau sé:

- Tuyén dung, dao tao va hop tdc lau dai véi nhitng nhan
vién va gido vien xudt sdc dé ngay cang phdt trién nén gido
duc ciia Trwomg Quoc t& A Chau.

- Tuyén dung nhan vién va gido vién cé tam nhin da vdn héa
va cam két hop tdc nhdm dat dwoc nhitng muc tieu day va
hoc ctia nha truong.

Hoc sinh - Truong Qudc té A Chau sé:

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

- Phdt trién nhitng k§ ndng va tri thitc can thiét nham giip
hoc sinh c6 thé dé dang tiép tuc hoc tap & cdc dai hoc trong
va ngodi nudc, va thanh cong trong twong lai.
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2. GOVERNING BODY/ CO QUAN CHU QUAN

2.1. PAI HOI PONG THANH VIEN GOP VON

2.1. SHAREHOLDERS

1.

Shareholders of The Asian International School include
two members and they have the right to vote. The number
of votes of each member corresponds with the capital that
they contributed.

Obligations and rights of the Shareholders:
- Identify the goals and build the school’s developing
strategies.

- Elect and terminate tenure of the members of Board
of Trustees and Board of Supervisors, solve the urgent
matters regarding appointing new members or changing
the members of the Board of Trustees, suggest the
authority’s decision of recognition.

- Approve the Manual of Operations and annual financial
report of the school.

- Make other obligations and rights under the provisions
of the school’s Manual of Operations.

- Approve the school's internal regulations on criteria of
selecting the Board of Trustees and Board of Supervisors
and Principal.

Shareholders meet once a year or meet unexpectedly when
the Board of Trustees requests, and the meeting is presided
by the chairman. The meeting of the Shareholders is valid
when all the members participating in the meeting own at
least 51% of the total charter capital.

- In case the Board of Trustees breaks the school’s Manual
of Operations, the Board of Supervisors has the right to
hold an unplanned meeting to inform them.

1.

Dai hoi dong thanh vien gép von Truong TH - THCS & THPT
Qudc t& A Chau gom 02 nguwoi va déu cé quyén bidu quyet. S¢
phicu bidu quyét cia tieng thanh vién twong ving véi phdn von
g6p do Quy ché'td chiic va hoat dong ctia truong quy dinh.

Dai hoi dén

nhiém vu sau:

thanh vién gop vdén cé cac quyén va

- Xdc dinh muc tieu, phuong huéng xay dung va phdt trién
truong.

- Bau, mién nhiém cdc thanh vien Hoi dong qudn tri va thanh
vien Ban kiém sodt; gidi quyét yéu cdu dot xudt vé viec bo sung,
thay déi thanh vien Hoi dong qudn tri trong nhiem k3, dé nghi
co quan cé thdm quyén ra quyét dinh cong nhan.

- Thong qua Quy ché t6 chiic va hoat dong ctia truong, bdo cdo
tai chinh hang ndm ctia truong.

- Thuc hién cdc quyén va nhiem vu khdc theo quy dinh tai Quy
ché t6 chiic va hoat dong ctia truong.

- Thong qua cdc quy dinh noi bo ctia truong vé tieu chudn lua
chon Hoi dong qudn tri, Ban kiém sodt, Hiéu truong.

Dai hoi dong thanh vien gép von hop thuong ky méi nam mot
lan hodc hop dot xudt theo quyét dinh ciia Hoi dong qudn tri.
Phién hop ciia Dai hoi dong thanh vien gép von do Chut tich
Hoi dong qudn tri chit tri va duoc cong nhan la hop lé khi c6
50 thanh vien gép von sé hitu it nhdt 51% tong s6 von diéu lé
c6 mdt.

- Trong truomg hop Hoi dong qudn tri vi pham nghiem trong
Quy ché t6 chitc va hoat dong ciia truong thi Ban kiém sodt
dwoc quyén trieu tap Dai hoi dong thanh vien gép von hop bdt
thuong, dong thoi thong bdo cho Hoi dong qudn tri biét.

MANUAL OF OPERATIONS ‘ 03



The meeting has to be recorded in writing which is
passed and signed by the presiding officer and secretary.
The resolutions of the meetings] have to be passed by
voting or balloting and they are valid when there are
more than half of the approved votes.

. BOARD OF TRUSTEES

The Board of Trustees of The Asian International
School includes two members.

The Board of Trustees represents the highest ownership
of the school. The Board of Trustees is responsible for
implementing resolutions of the Shareholders and has
the right to decide the organization, personnel, finance,
assets, plans and developmental investment of the
school that are in accordance with the laws.

The Board of Trustees is elected by the Shareholders.
The Board of Trustees of The Asian International
School includes the chairman and members. The term
of the Board lasts five years from the date of being
recognized by the authorities.

The Board of Trustees of the first term is established by
the school’s founders. From the second term, the Board
is elected by ballot at the Shareholders’ meeting.

The Board of Trustees meets every three months.
Unusual meetings have to be convened by the
Chairman of the Board of Trustees when at least one
third of the members of the Board suggest.

- The meeting of the Board of Trustees is valid when three
fourths of members of the Board of Trustees are present.
The members of the Board of Trustees equally vote.

- The meeting contents have to be recorded in writing
and are passed and signed by the Chairman of the
board of Trustees and secretary. The resolutions of the
Board of Trustees are approved by voting or balloting
and they are valid when there are more than half of the
approved votes. In case the number of the approved
and disapproved votes are equal, the final decision is on
the side of the Chairman’s vote.

Adding or changing the members of the Board
of Trustees has to be passed by balloting by the
Shareholders.

- When the members of the Board of Trustees decrease
by more than one third (1/3) in comparison to the
numbers of members prescribed in the Manual of
Operations, within thirty days from when the number
of the Board’s members decreases, the Chairman of the
Board of Trustees has to convene a meeting with the
Shareholders to elect additional members for the Board
of Trustees.

- The Asian International School has two shareholders;
if the school reduces one (1) member and the school is
invested and operated by one person, the school will
have no Board of Trustees.

04 ‘ MANUAL OF OPERATIONS

Noi dung cdc cudc hop phdi dwoc ghi bien bdn va duoc thong qua
tai cudc hop, phdi cé chit ky ciia nguoi chit tri va cia thue ky cudc
hop. Cdc quyét nghi ctia cudc hop dwoc thong qua bdng hinh thiic
biéu quyét hodc bing phicu kin tai cuéc hop va chi cé hiéu luc khi
dwoc qud nita s6 phicu tdn thanh.

2.2.HOI PONG QUAN TRI

1.

Hoi déng qudn tri Trwong TH - THCS & THPT Quoc t¢ A Chau
c6 hai thanh vien.

Hoi dong qudn tri la co quan qudn 1y va la t6 chite dai dien duy
nhdt cho quyén sé hitu ciia truwong, chiu trdch nhiém t6 chitc thuc
hien cdc quyét nghi ciia Pai hoi dong thanh vien gép von va cé
quyén quyét dinh nhitng vdn dé vé t6 chiic, nhan su, tai chinh, tai
sdn, quy hoach, ké hoach va phuong huéng dau tw phdt trién cia
truong phit hop véi quy dinh ciia phdp luat.

Hoi dong qudn tri do Pai hoi dong thanh vien gép von bau va duoc
cdp c6 thdm quyén ra quyét dinh cong nhan. Hoi dong qudn tri
Truomg TH - THCS & THPT Quéc & A Chau gom c6 Chii tich
Hoi déng qudn tri va thanh vien. Nhiem ky ciia Hoi dong qudn tri
la 5 nam tinh tix ngay c6 quyét dinh cong nhan ctia cdp c6 tham
quyén.

Hoi dong qudn tri nhiem ky dau tien do cdc thanh vien dé nghi
thanh lap truong dé cie. Tie nhiem ky thit hai, viec thanh lap Hoi
ddng qudn tri dwoc thuc hién theo nguyén tdc bau phicu kin tai
cuoc hop Dai hoi dong thanh vien gép von.

Hoi dong qudn tri hop thuong ky ba thdang mot lan. Cdc cuoc hop
bdt thuong do Chu tich Hoi dong qudn tri trieu tap khi cé it nhdt
1/3 so thanh vien Hoi dong qudn tri dé nghi.

- Phien hop ctia Hoi dong qudn tri dwoc cong nhan la hop lé khi
c6 mdt ti 3/4 s6 thanh vien ctia Hoi dong qudn tri tré lén. Cdc
thanh vien ciia Hoi dong qudn tri binh ddng vé quyén bicu quyét.
- Noi dung cdc cuoc hop phdi dwoc ghi bien bdn va duwoc thong qua
tai cuoc hop, phdi cé chit ky ciia Chii tich Hoi dong qudn tri va
thuw ky cuoc hop. Nghi quyét ctia Hoi dong qudn tri duwoc thong qua
béng hinh thitc bidu quyét hodc bdng phiéu kin tai cuéc hop va chi
c6 hiew lyc khi dwoc qud nita so thanh vien ciia Hoi dong qudn tri
nhdt tri. Truong hop s6 phiéu tdn thanh va khong tdn thanh ngang
nhau thi quyét dinh cudi ciing thuoc vé phia cé ¥ kien ctia chii tich
Hoi dong qudn tri.

Viéc bo sung, thay déi thanh vien Hoi dong qudn tri phdi dwoc Dai
hoi dong thanh vien gép von thong qua béng hinh thiic bé phiéu kin.
- Truong hop s thanh vien ctia Hoi dong qudn tri gidm qud 1/3 so
v6i 56 luong quy dinh ciia Quy ché to chitc va hoat dong ciia truong
thi trong thoi han khong qud 30 ngay ké tit khi so thanh vien ciia
Hoi déng qudn tri gidm qud quy dinh néu trén, Chi tich Hoi dong
qudn tri phdi triéu tap hop Pai hoi ddng thanh vien gép von dé bau
bo sung thanh vién ciia Hoi dong qudn tri.

- B6i véi Truong TH - THCS & THPT Quéc t&¢ A Chau c6 2
thanh viéen gép von, néu truong gidm 1 thanh vién gép von va tré
thanh truong do 1 cd nhan hodc t6 chiic dau tw toan bo kinh phi
xay dung va diéu hanh hoat dong ciia truong thi chuyén sang dp
dung quy dinh d6i véi truong khong c6 Hoi dong qudn tri quy dinh
tai Didu 10 cia Quy ché nay.



7. Members of the Board of Trustees will be dismissed
if he/she breaks the laws or the school’s regulations
on organization and operation. Shareholders have the
right to request for the dismissal of the member of
the Board of Trustees in case that he/she is dead or
disabled.

2.2.1. OBLIGATIONS AND RIGHTS OF THE
BOARD OF TRUSTEES

1. Build and direct the school’s developing strategies
and annual operating activities to report at the
meeting of Shareholders.

2. Build the Manual of Operations and ask the
Shareholders to consider, reform and supplement
when necessary or suggest the dismissal of members
of the Board of Trustees.

3. Build and promulgate regulations on financial issues
and regulations on refunding and transferring the
capital in accordance with the law.

4. Raise funds to develop the school, approve the
school’s annual budget which is submitted by the
principal, monitor and manage the school’s finance
and properties.

5. Appoint, suggest or void the recognition of Principal
or Vice-principal to the authorities.

6. Approve the Principal’s proposal on managing the
system and personnel.

7. Monitor the implementation of democratic
regulations in the school and of the Board of Trustees’
decisions. Supervise CEO, the Principal and the chief
accountant in terms of complying with the regulations
of the government, the Ministry of Education and
Training and relevant management agencies.

8. Convene board members once a year or hold unplanned
meetings when the chairman of the board requires.

2.2.2. CHAIRMAN OF THE BOARD OF TRUSTEES

The chairman of the Board of Trustees is the head of
the Board of Trustees, voted by the Board of Trustees
and recognized by competent authorities.

2. The Chairman’s standard of training and education
has to be at least equal to the teacher’ standard of
training and education equivalent to each educational
level.

3. The chairman of the board can be the school’s
principal at the same time if he/she meets the
principal’s qualifications.

7. Thanh vien Hoi dong qudn tri bi bai nhiém néu cé hanh vi vi
pham phdp luat nghiem trong bi truy ciiu trdch nhiém hinh su
hodc vi pham nghiem trong Quy ché t6 chiic va hoat dong ciia
truong, bi Dai hoi dong thanh vien gép von dé nghi bai nhiem,;
duwoc mién nhiem trong truong hop bi cheét, bi han ché ndng luc
hanh vi dan s hodc tie chaic.

2.2.1. NHIEM VU VA QUYEN HAN CUA HOI PONG
QUAN TRI

1. Xay dung dinh huong chién luoc phdt trién va ké hoach hoat dong
hang nam ctia truomg dé€ trinh Dai hoi dong thanh vién gép von
tai cdc ky hop.

2. Xay dung Quy ché t6 chiic va hoat dong ciia truong dé trinh Dai
hoi dong thanh vien gép von xem xét thong qua; kien nghi Dai hoi
ddng thanh vien gép von xem xét, siea doi, bo sung cdc quy ché, quy
dinh ctia truong khi cdn thiét hodc kien nghi viéc bé sung, mién
nhiem, bdi nhiem thanh vién ciia Hoi dong qudn tri.

3. Xay dung va ban hanh cdc quy dinh vé ché do, tieu chudn, dinh
mutc thu, chi tai chinh ciia truong; quy dinh vé viéc hoan von, it
von va chuyén nhuong von phit hop véi quy dinh ciia phdp luat vé
ché do qudn ly tai chinh.

4. Huy dong cdc ngudn von dé xay dung truong; phé duyét dw todn va
quyét todn ngan sdch hang nam do Hiéu truwéng nha truong trinh;
gidm sdt viec qudn 1y tai chinh va tai sdn ctia nha truong; bdo cdo
vé tai chinh hang ndm ciia truong tai cuéc hop dé DPai hoi dong
thanh vién gép von xem xét thong qua.

5. Déctva dé nghi cong nhan hodc hity bé viec cong nhan Hieu truéng,
Phé Higu trudng; trinh co quan cé thdm quyén ra quyét dinh.

6. Phe duyet phuong dn t6 chitc bo mdy, bién ché, nhan su ciia truong
trén co sé dé xudt ctia Hieu trudng.

7. Co6 ké hoach va t6 chiic gidm sdt viéc thuc hien quy ché dan chi
trong cdc hoat dong ctia truong, gidm sdt viéc thuc hién cdc quyét
dinh ctia Hoi dong qudn tri, gidm sdt, Tong gidm doc, Hieu truong
va K& todn trudéng trong viec chdp hanh cdc quy dinh ciia Nha
nuéc, Bo Gido duc va Pao tao va co quan qudn 1y truc tiéhp.

8. Trieu tap Dai hoi dong thanh vien gép von hop thuong ky méi ndam
mot lan hodc hop dot xudt khi cé yeu cau ctia Chii tich Hoi dong
quan tri.

2.2.2. CHU TICH HOI PONG QUAN TRI

1. Cha tich Hoi dong qudn tri la nguoi ding dau Hoi dong qudn tri,
do Hoi dong qudn tri bau bdng hinh thiic bé phieu kin va dwoc co
quan cé thdm quyén cong nhan.

2. Chii tich Hoi dong qudn tri phdi cé trinh do dao tao toi thiéu bing
trinh do chudn duwoc dao tao ctia gido viéen tuong ting v6i méi cdp

hoc.

3. Chi tich Hoi dong qudn tri c6 thé dong thoi giit chitc vu Hiéu
trudéng néu cé di cdc tiew chudn ciia Hiéu truéng.
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2.3.

The chairman of the Board of Trustees has the following
authorities and obligations:

® Direct and operate all activities of the board of
trustees; has the right to convene meetings of the board;
be responsible for the board’s resolutions, supervise the
process of implementing the board’s resolutions; be
the presiding officer in the meetings of the board.

® Be responsible for managing all activities of the
school and supervising the administration of the
principal.

® Sign a labor contract with the principal and vice-
principal after being recognized by the competent
authorities.

® Have the right to operate the whole organizational
system, use the school’s seal and sign the board’s
documents and decisions.

® Implement the other authorities and obligations in
the school’s regulations on organization and operations.

If the chairman of the Board of Trustees is absent for
three (3) months or more, he/she must authorize the
vice-chairman of the board (if any) or a member of the
Board of Trustees on his behalf. The authorization has
to be reported publicly. The authorization period should
not exceed six (6) months, and a member can not be
authorized for two times successively.

- If the chairman of the board is dismissed, the board
members will convene a meeting to vote for a new
chairman, and the process of voting for a new chairman
is the same process of voting for the chairman of the
board. The period for a new chairman should not
exceed six (6) months from the date of the decision, and
a member cannot be voted for a new chairman for two
(2) times successively.

PRIVATE SCHOOL WITHOUT THE BOARD

OF TRUSTEES

1.

06

If the number of the shareholders of The Asian
International School decreases to 01 shareholder and
becomes the school whose total capital is invested and
which is directed by one individual or organization
(called as Investor), the school does not have the Board
of Trustees.

Investor has the rights and obligations as the Board of
Trustees does, and bears responsibility for implementing
the rights and obligations of the Board of Trustees and
the Chairman of the Board of Trustees.

If the Principal is not Investor, the Principal takes
responsibility for his/her regulated rights and obligations
before Investor.

. THE BOARD OF SUPERVISORS

The Board of Supervisors is founded by the Board of
Trustees with 03 members, who are the representatives
of teachers and staff, and parents. The Board leader is
elected by the Board of Trustees.

MANUAL OF OPERATIONS

2.3.

Cha tich Hoi dong qudn tri c6 nhitng nhiém vy va quyén han
sau day:

® Chi dao, diéu hanh hoat dong ctia Hoi dong qudn tri; c6
quyén triéu tap cdc cuoc hop ctia Hoi dong qudn tri; chiu trdch
nhiém chinh vé cdc quyét nghi ctia Hoi dong qudn tri, gidm sdt
qud trinh t6 chiic thuc hién cdc quyét nghi ctia Hoi dong qudn
tri; chii tri cdc cuoc hop ctia Dai hoi ddong thanh vien gép von.
®  Chiu trdch nhiem truéc cdc co quan qudn ly vé toan bo
hoat dong ciia nha truong va kiém sodt viec diéu hanh ciia Hieu
trudng;

® Ky hop dong lao dong véi Hicu truong, Phé Hieu trudng
sau khi duoc cdp cé thdm quyén cong nhan.

®  Duoc quyén diéu hanh bo mdy t6 chiic va st dung con ddu
cia truong trong pham vi chitc ndang, nhiem vu ciia Hoi dong
qudn tri va ky cdc van bdn, quyét dinh ctia Hoi dong qudn tri.
®  Thuc hién cdc quyén va nhiem vy khdc theo Quy ché to
chiic va hoat dong ctia truong.

Truong hop Chii tich Hoi dong qudn tri vdng mdt trong thoi
gian tie 3 thdng tré len, phdi uy quyén bing vdan bdn cho Phé
Chu tich Hoi dong qudn tri (néu c6) hodc mot thanh vién ciia
Hoi dong qudn tri thuc hién cdc quyén va nhiem vu ctia Chi
tich. Viec 1y quyén phdi duoc thuc hién bdng vdan bdn va duwoc
thong bdo cong khai, déng thoi bdo cdo cho co quan qudn 1y truc
tiep. Thoi gian 1ty quyén khong qud 6 thdng va khong dwoc dp
dung viec 1y quyén hai lan lien tiéh.

- Truong hop Chii tich Hoi dong qudn tri bi bai nhiém hodc mién
nhiem thi cdp cé6 thdm quyén cong nhan sé triéu tap cuéc hop
Hoi dong qudn tri bau mot trong so cdc thanh vien lam Quyén
chii tich Hoi dong qudn tri. Viec bau va cong nhan Quyén Chi
tich Hoi dong qudn tri duoc thuc hién theo nguyén tdc nhw bau
Chu tich Hoi dong qudn tri. Thoi gian gitk chite Quyén chii tich
Hoi dong qudn tri khong qud 6 thdng ké tie ngay cé quyét dinh
cong nhan va khong dp dung thuc hién hai lan lien tieh doi véi
mot cd nhan.

TRUONG PHO THONG TU THUC KHONG CO HOI

PONG QUAN TRI

1.

Néu Truomg TH - THCS & THPT Qudc t¢ A Chau gidm 1
thanh vién gép von va tré thanh truong do 1 cd nhan hodc to
chiic dau tw toan bo kinh phi xay dung va diéu hanh hoat dong
ctia truomg (goi la Nha ddw tw) thi khong c6 Hoi dong qudn tri.

Nha ddu tw c6 nhiem vy va quyén han nhw Hoi dong qudn tri,
chiu trdach nhiem thuc hién cdc nhiém vu va quyén han duwoc
quy dinh ciia Hoi dong qudn tri va Chi tich Hoi dong qudn tri.

Néu Hieu truéng khong phdi la Nha dau tw thi phdi chiu trdch
nhiem truéc Nha ddu tw vé viec thuc hién cdc nhiém oy, va
quyén han duoc quy dinh ctia minh.

. BAN KIEM SOAT

Ban kiém sodt ciia Truomg TH -THCS & THPT Quoc & A
Chau do Hoi déng qudn tri thanh lap, cé so luong tie 3, la dai
dién ctia gido vien - nhan vién, phu huynh cia truong. Trudng
Ban kiém sodt do Hoi dong qudn tri bau tryc tiep.



The term for the Board of Supervisors is equivalent to
that for the Board of Trustees.

The Board of Supervisors has rights and obligations as
follows:

® Supervising all the activities of the school, the Board
of Trustees, Ban gidm hiéu and other departments;

® Supervising all the financial activities of the School
and implementing the public financial system;

® Periodically informing the Board of Trustees of its
operation results, the contents of reports, conclusions and
suggestions of the Board of Supervisors before reporting
them to the Shareholders for approval;

® Reporting to the Shareholders on the results of the
supervision of the School’s activities at the Shareholders’
meeting;

Nhiem k3 ctia Ban kiém sodt ciing véi nhiém ky ciia Hoi dong
qudn tri.

Ban kiém sodt c6 cdc quyén va nhiem vy sau day:

® Kiém tra, gidm sdt tdt cd cdc hoat dong ctia truong, Hoi
déng qudn tri, Ban gidm hiéu va cdc don vi, t6 chic trong
truong.

®  Kiém tra, gidm sdt moi hoat dong tai chinh ciia truong va
thuc hién ché do tai chinh cong khai;

® Dinh ky thong bdo véi Hoi dong qudn tri vé két qud hoat
dong ctia minh va noi dung cdc bdo cdo, két luan, kien nghi ciia
Ban kiém sodt truéc khi chinh thiic thong qua Dai hoi dong
thanh vién gép von;

® Bdo cdo Dai hoi dong thanh vien gép von vé két qud kiém
tra, gidm sdt cdc hoat dong ctia nha truong tai cdc ky hop ciia
Dai hoi dong thanh vien gép von;
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3. SCHOOL OPERATIONS/ CO CAU TO CHUC
CUA TRUONG

3.1. STAFF
3.1.1. PRINCIPAL

1.

The Principal must be qualified as stated in the law on
high schools. When proposed to the Principal, he/she is
not over 70 years old and not a paid public servant.

The Principal gives direct leadership for the management
and day-to-day operation of the school; is responsible
before the law, education authorities and the Board of
Trustees for the organization and administration of
professional activities, ensuring the quality of education
and school activities within the scope of his/her duties
and authorities. The term of principal lasts five (5) years.

For the school with the Board of Trustees, The Principal is
appointed and elected by the Board of Trustees by ballot
with over a half affirmative votes. The appointment of
principal is passed by the Shareholders and the competent
authorities who have the authority to give the decision on
the principal’s recognition.

For the school with the Board of Trustees, in addition to
the duties and authorities specified in the regulations by
MOET and mentioned above, the Principal shall have the
following responsibilities and authorities:

® To implement the resolutions of the Board of
Trustees;

® Toimplement the mobilization, management and use
of resources, trainings and other activities of the school
and to ensure quality assurance in compliance with the
provisions of the law and the plan approved by the Board
of Trustees to implement the development objectives of
the school;

® To propose the organizational structure and staffing
to the Board of Trustees for approval; to directly sign
labor contracts with teachers and staff; to give decisions
on appointment, dismissal, reward and discipline for
teachers, staff and students in accordance with the law
and approval by the Board of Trustees.

® To estimate and plan annual budget and submit it to
the Board for approval; to implement the financial plan of
the school; periodically report to the board on the finance
and operation of the school;

® To ensure order, security and safety within the
school;

® To attend meetings of the Board of Trustees (if not a
member) but does not have the right to vote; to report to
the Shareholders on the training activities of the school;
has the right to reserve opinions on disagreeing with the
decision of the board and report directly to educational
authorities for consideration.

® At the same time, an individual works as the Principal
of only one school.

3.1. NHAN SU
3.1.1. HIEU TRUONG

1.

Hieu truéng phdi la nguoi c6 di cdc tieu chudn theo quy
dinh ciia Diéu le truong phé thong, khi dwoc dé cie khong qud
70 tudi va khong la cong chiic, vién chiic trong bién ché nha
nudc.

Hieu truéng la nguoi truc tiep qudn ly va diéu hanh hoat
dong ctia nha truong; chiu trdch nhiém truéc phdp luat, co
quan qudn lj gido duc va Hoi dong qudn tri (néu cé) vé viec
t6 chiic, diéu hanh cdc hoat dong chuyén mon, nghiép vu, bdo
ddm chdt luong gido duc va hoat dong ciia truong trong pham
vi nhiem vy va quyén han dwoc giao. Nhiem ky ciia Hiéu
trudéng la 5 ndam.

Doi voi truong c6 Hoi dong qudn tri, Hiéu truéng do Hoi dong
qudn tri dé cit va bau theo nguyén tdc bé phicu kin véi qud
nita s6 phi¢u tdn thanh; dwoc Pai hoi dong thanh vien gép
von thong qua va cdp cé thdm quyén ra quyét dinh cong nhan.

Doi wéi truomg c6 Hoi dong qudn tri, ngoai nhiem vu, quyén
han quy dinh tai Diéu lé truong phé thong va cdc quy dinh
trén, Hieu truéng cé nhiem vu, quyén han sau day:

® T4 chuic thyc hién cdc nghi quyét ciia Hoi dong qudn tri;
® T6 chuic trien khai viec huy dong, qudn ly, stt dung cdc
ngudn luc, hoat dong day hoc va cdc hoat dong khdc cia
truong theo quy dinh, bdo ddm chdt luong, diing quy dinh ciia
phdp luat va ké hoach da dwoc Hoi ddng qudn tri phe duyét
nhdm thuc hién muc tiéu phdt trién nha truong;

® Dy kién to chitc bo mdy, bien ché va nhan su ciia truong
trinh Hoi dong qudn tri phé duyet; truc tiep ky hop dong lao
dong st dung gido vién, nhan vién; b6 nhiém, mién nhiem,
khen thudéng, ky luat d6i véi gido vien, nhan vién va nguoi hoc
theo quy dinh ciia phdp luat sau khi dwoc Hoi dong qudn tri
thong qua.

® Lap du todn va quyét todn ngan sdch hang nam, trinh
Hoi dong qudn tri phé duyet; t6 chitc thuc hién ké hoach tai
chinh theo quy dinh ctia truong; bdo cdo dinh ky véi Hoi dong
qudn tri va cdc cdp qudn ly lien quan vé cong tdc tai chinh va
cdc hoat dong ciia nha trwong;

® Bdo ddm trat tw, an ninh va bdo vé moi truong, an toan
trong truong;

®  Duoc tham du cdc cuoc hop cia Hoi dong qudn tri (néu
khong phdi la thanh vien) nhung khong cé quyén biéu quyét;
6 trdch nhiem bdo cdo truéc Dai hoi dong thanh vien gép von
vé cdc hoat dong day hoc ciia truong; c6 quyén bdo luu § kien
khong nhdt tri véi quyét dinh ctia Hoi dong qudn tri va bdo
cdo co quan qudn 1y gido duc truc tiep xem xét, xit ly.

® Trong citng mot thoi gian, mot nguoi chi duoc lam Hieu
trudéng ctia mot truong pho thong tu thuc.
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3.1.2. CHIEF EXECUTIVE OFFICER

1. The Chief Executive Officer of The Asian International
School, elected by the Board of Trustees by ballot and
recognized by competent authorities, is responsible for leading
the development and execution of the school’s long term
strategy with a view to creating shareholder value. The CEQ’s
leadership role also entails being ultimately responsible for all
day-to-day management decisions and for implementing Asian
School long and short term plans. The CEO acts as a direct
liaison between the Board of Trustees and management board
of the school and communicates to the board on behalf of the
management board. The CEO also communicates on behalf of
the school to Shareholders, employees, government authorities,
other stakeholders and the public.

3.1.3. ASSISTANT TO THE PRINCIPAL
1. Proposed by the Principal and approved by CEO

2. Under the direction of the Principal;

3. Taking responsibility in front of the Principal for carrying out
assigned duties and responsibilities;

4. Together with vice-principals, executive managers and campus
managers in implementing the decisions and plans of the Board
of Trustees and the Principal;

5. Supporting the Principal to manage all school activities.

3.1.4. VICE PRINCIPAL
An appointed vice-principal must meet the following criteria:

1. For the level of training and working experience: to meet
the required standard qualifications under the provisions of
the Education Law;

2. Meeting the political quality standards, ethics,
lifestyle and professional services; management capacity,
professional and educational management; to be in good

health; and maintain teacher and staff confidence.

3. Duties and authorities of the vice-principal:

® Toimplement and be responsible for the tasks assigned
by the principal;

® Together with the principal, be responsible for the task
assigned by the higher authorities;

® On behalf of the principal to operate the activities
of the school when authorized by the principal;

® Has the priority to develop and join in professional

training and enjoy the regimes and policies in accordance
with the law.

3.1.5. EXECUTIVE INTERNATIONAL PROGRAM
MANAGER (EIPM)

1. Draw up employee plan of the International Program
department;
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3.1.2. TONG GIAM POC PIEU HANH
1. Gidm déc didu hanh cia truomg Quoc t¢ A Chau dwoc HDQT

bé nhiém béng phuong thitc bé phicu kin va duoc co quan cé thadm
quyén ra quyét dinh cong nhan, chiu trdch nhiem lanh dao su phdt
trién va thuc hién chién luoc lau dai ciia truomg nhdm tao ra gid tri
c6 dong. Vai tro lanh dao cia CEQO ciing doi héi phdi chiu trdch
nhiém cudi ciing cho tdt cd cdc quyét dinh qudn lj hang ngay va
dé thuc hien cdc ké hoach dai han va ngdn han ciia Truong Quoc
& A Chau. Gidm doc diéu hanh déng vai tro la nguoi lien lac tric
tiep gitta HDQT wa ban gidm doc ciia truong va trao doi véi ban
gidm doc thay mat HDQT. Gidm doc diéu hanh ciing thay mdt nha
truong dé giao tiep véi c6 dong, nhan vién, co quan chinh phii, cdc
bén lien quan khdc va cong chiing.

3.1.3. TRO'LY HIEU TRUONG

1. Hieu trudéng dé cit va cé su thong qua ctia Tong gidm doc diéu

hanh.
2. Chiu su chi dao tryc tiep cia Hieu truéng;

3. Chiu trdch nhiem truéc Hieu truong vé viec thuc hién cdc quyén
va nghia vy duoc giao;

4. Phoi hop véi cdc Phé Hieu truomg, cdc Gidm doc he thong va
Gidm déc co sé cdc bo phan thuc hien cdc chi dao, ké'hoach ciia Hoi
déng qudn tri va Hiéu truéng;

5. Hé tro Hiéu truéng diéu hanh tdt cd hoat dong ciia Truong.

3.1.4. PHO HIEU TRUONG
Phé Hieu truéng cé cdc tieu chudn sau:

1. Vé trinh do dao tao va thoi gian cong tdc: dat trinh do chudn
dao tao ctia nha gido theo quy dinh ciia Luat Gido duc;

2. DBat tiew chudn phdm chdt chinh tri, dao diic, l6i song va
chuyen mon, nghiep vu; cé6 ndng luc qudn ly, da duoc béi
duong Iy luan, nghiep vy va qudn ly gido duc; cé di siic khde
theo yeu cau nghé nghiep; duoc tap thé gido vien, nhan vién
tin nhiem.

3. Nhiem vu va quyén han cia Phé Hiéu truong

® Thuc hien va chiu trdach nhiem truéc Hieu truong vé
nhiém vu duoc Hiéu trudng phan cong;

®  Cung véi Hieu truong chiu trdch nhiém trudc cdp tréen vé
phan viec duoc giao;

® Thay mdt Hieu truéng diéu hanh hoat dong ciia nha
truong khi duoc Hieu trudéng ug quyén;

®  Duoc dao tao nang cao trinh do, bdi duéng chuyen mon,
nghiep vu va huéng cdc ché do, chinh sdch theo quy dinh ciia

phdp luat.

3.1.5. GIAM POC HE THONG CHUONG TRINH

TIENG ANH QUOC TE (EIPM)
1. Xay dung ké hoach nhan sy ciia Bo phan Chuong trinh
Quoc té;



2. Implement the decisions and plans of the Board of Trustees and
the Principal;

3. Coordinate the Vietnamese Program department, the Science
and Training Council in drawing up and appraising the
International Program to submit the principal’s consideration
and approval;

4. Draw up the plans and carry out the school year mission of the
International Program;

5. Manage the International Program managers; Assistant to the
International Program managers; the International Program
teachers and staff; manage the International Program expertise;
assign, examine and evaluate International Program teachers

and staff;

6. Propose the Principal reward and punishment for the
International Program teachers and staff stipulated by school
rules and regulations;

7. Manage teachers and staff recruitment records of the
International Program;

8. Coordinate with related departments to manage students
and student activities organized by the school; Examine and
submit the results of the assessment, student classification to
the Principal; Propose the Principal reward and punishment for
students stipulated by school rules and regulations and Ministry
of Education and Training;

9. Take responsibility in front of the Principal for the above
assigned duties.

3.1.6. EXECUTIVE VIETNAMESE PROGRAM MANAGER
(EVPM)

1. Draw up employee plan of the Vietnamese Program department;

2. Implement the decisions and plans of the Board of Trustees and
the Principal;

3. Draw up the plans and carry out the school year mission of the
Vietnamese Program;

4. Manage the Vietnamese Program managers; Assistant to the
Vietnamese Program managers; the Vietnamese Program teachers
and staff; manage the Vietnamese Program expertise; assign,
examine and evaluate Vietnamese Program teachers and staff;

5. Propose the Principal reward and punishment for the
Vietnamese Program teachers and staff stipulated by school
rules and regulations;

6. Manage teachers and staff recruitment records of the Vietnamese
Program;

Thuc hién cdc chi dao, ké hoach ciia Hoi déng qudn tri
va Hiéu truong;

Két hop Bo phan Chuong trinh Viet Nam va Hoi dong
Khoa hoc & Dao tao xay dung, thdm dinh Chuong trinh
Quac t& trinh Hiéu trudéng xem xét, phe duyét;

Xay dung ké hoach va t6 chiic thuc hién nhiem vy nam
hoc ctia Chuong trinh Quac té;

Qudn Iy Gidm doc Chuong trinh Quéc té cdc co sé; Tro
Iy Bo phan Chuong trinh Quéc té&; gido vién, nhan vién
Chuong trinh Quoc t&; qudn Iy chuyén mon Chuong trinh
Quoc t&; phan cong cong tdc, kiém tra, ddnh gid xép loai
gido vien, nhan vien Chuong trinh Quéc té;

Dé xudt Hiéu truéng khen thudng, ky luat doi véi gido
vién, nhan vien Chuong trinh Quaéc té theo quy dinh ciia
Truong;

Qudn Iy hd so tuyén dung gido vien, nhan vien Chuong
trinh Quac t&;

Cuing cdc Bo phan lien quan qudn Iy hoc sinh va cdc hoat
dong ctia hoc sinh do nha truwong t6 chitc; kiém tra va
trinh két qud ddnh gid, xép loai hoc sinh véi Hiéu trudng;
dé xudt Hiéu truéng khen thudng, ky luat hoc sinh theo
quy dinh ctia Truong va Bo Gido duc va Pao tao;

Chiu trdch nhiem truéc Hieu trudng vé toan bo cdc nhiem
vu duoc quy dinh trén.

3.1.6. GIAM POC HE THONG CHUONG TRINH
VIET NAM (EVPM)

1.

Xay dung k& hoach nhan su ciia Bo phan Chuong trinh
Viet Nam;

Thuyc hién cdc chi dao, ké hoach ciia Hoi dong qudn tri
va Hieu truong;

Xay dung ké hoach va té chitc thuc hien nhiem vy ndam
hoc ctia Chuong trinh Viét Nam,

Qudn Iy Gidm doc Chuong trinh Viet Nam cdc co sé; Tro
Iy Bo phan Chuwong trinh Viét Nam; gido vién, nhan vién
Chuong trinh Viéet Nam; qudn ly chuyen mon Chuong
trinh Viéet Nam; phan cong cong tdc, kiém tra, ddnh gid
xép loai gido vien, nhan vien Chuong trinh Viet Nam;

Dé xudt Hiéu truéng khen thuéng, ky luat doi véi gido
vién, nhan vien Chuong trinh Viéet Nam theo quy dinh
ctia Truong;

Qudn Iy hé so tuyén dung gido vién, nhan vien Chuong
trinh Viéet Nam;
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7. Coordinate with related departments to manage students
and student activities organized by the school; Examine and
submit the results of the assessment, student classification to
the Principal; Propose the Principal reward and punishment
for students stipulated by school rules and regulations and
Ministry of Education and Training;

8. Take responsibility in front of the Principal for the above
assigned duties.

3.1.7. EXECUTIVE MANAGER OF ADMINISTRATION
& STUDENT SERVICES

1. Ensure student service (food, transportation, safety &
security, green - clean - beautiful environment...) by
cooperating with staff, parents and external units;

2. Coordinate with Campus Managers of Administration &
Student Services to ensure Fire Fighting & Fire Prevention,
medical work;

3. Manage Campus Managers of Administration & Student
Services; Assistant Managers of the Department of
Administration & Student Services;

4. Select, train and assess staff of the Department of
Administration & Student Services department; assign,
examine, assess the staff of the Department of Administration
& Student Services;

5. Propose the Principal reward and punishment for
Administration & Student Services staff stipulated by
school rules and regulations;

6. Develop and implement programs and/or services approved
by the Principal to meet the needs of students and parents;

7. Direct and supervise the above mentioned Student Services
programs;

8. Coordinate other departments to meet the facilities and
equipment requirements that are suitable for developing in
scale and training quality of the school;

9. Be a liaison officer between student services, schools and
external units;

10. Report the Principal the result of assigned work;

11. Take responsibility in front of the Principal for the above
assigned duties.

3.1.8. EXECUTIVE FINANCE & ACCOUNTING
MANAGER

1. Independently explaining to the Board of Trustees and the
Principal about the business effectiveness and proposing
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Cung cdc Bo phan lien quan qudn 1y hoc sinh va cdc hoat
dong ctia hoc sinh do nha truong t6 chiic; kiém tra va trinh két
quad ddnh gid, xép loai hoc sinh v6i Hiéu trucng; dé xudt Hicu
truéng khen thudng, ky luat hoc sinh theo quy dinh ciia Truong
va Bo Gido duc va Dao tao;

Chiu trdch nhiem truéc Hieu truéng vé toan bo cdc nhiem vy
duoc quy dinh tren.

3.1.7. GIAM POC HE THONG HANH CHINH & DICH
VU HOC SINH

1.

10.

11.

Ddm bdo cung cdp dich vu chdm séc hoc sinh (dn uong, xe
dua ruée, dam bdo an ninh - an toan, moi truong xanh - sach -
dep...) thong qua cdc né lc hop tdc véi nhan vien, phu huynh
va cdc don vi bén ngoai;

Két hop Gidm déc Hanh chinh va Dich vu hoc sinh cdc co sé
ddm bdo cong tdac PCCC, cong tdc vy té;

Qudn Iy Gidm doc Hanh chdnh & Dich vy hoc sinh cdc co
s6; Tro Iy Bo phan Hanh chinh & Dich vu hoc sinh cdc co sé;

Tuyén chon, ddo tao va ddnh gid nhan sw ciia Bo phan Hanh
chinh & Dich vu hoc sinh; phan cong cong tdc, kiém tra, ddnh
gid xép loai nhan vien Bo phan Hanh chinh & Dich vu hoc
sinh;

Dé xudt Hieu trucng khen thudng, kj luat doi véi nhan vien
Bo phan Hanh chinh & Dich vu hoc sinh theo quy dinh ciia

Truong;

Phdt trien va thuc hién cdc chuong trinh va / hodc dich vu
duoc Hiéu trucng phe duyét dé ddp 1ing nhu cau ctia hoc sinh
va phu huynh;

Chi dao va gidm sdt cdc chuong trinh dich vu hoc sinh néu trén;

8. Két hop cdc Bo phan trong truwomg ddp ving mot cdch tot nhdt
vé co sé vat chdt, trang thiét bi phit hop yéu cau phdt trién vé
quy mo va chdt luong dao tao ctia Nha truong;

La nguoi lien lac giita cdc dich vu hoc sinh, truong hoc va cdc
don vi béen ngoai;

Bdo cdo Hiéu truéng cong viéc, két qud thuc hién cong viéc
duoc giao;

Chiu trdch nhiem truée Hiéu truéng vé toan bo cdc nhiem vy
duoc quy dinh trén.

3.1.8. GIAM POC HE THONG TAI CHINH - KE TOAN

Doc lap gidi trinh cho cho Hoi dong qudn tri va Hiéu truéng
vé thuc chdt hieu qud kinh doanh va dua ra bien phdp cdi tien
hay ddnh gid cdc bien phdp cdi tien ma cdc bo phan lien quan
dé xudt. Gidm sdt tap trung hieu qud ma cdc bién phdp cdi tien



10.

11.

12.

13.

14.

15.

16.

17.

methods to improve or evaluate the improvement proposed
by the related departments. Supervising the applied
methods effectively, including:

Adpvise and counsel the Board of Trustees and the Principal
in financial sector;

Assess the school's performance in terms of finance;

Calculate revenue, expenses, profits and prepare special
reports required by the Board of Trustees and the Principal;

Make regular financial plans, monthly, quarterly and annual
financial reports required by the Board of Trustees and the
Principal;

Ensure the school property efficiently controlled and used;

7. Establish and implement cash management policies to
ensure funds in meeting short-term payment needs;

Make contingency budget in the appropriate forms to meet
unexpected expenses;

Credit transactions with banks and financial institutions;

Draw up and complete the accounting system;

Organize, supervise and implement accounting operations;

Manage the work of campus accounting department;

Manage the staff of the accounting department;

Coordinate other departments to implement the school's
operations;

Support other departments directed by the Principal and
the Board of Trustees;

Coordinate other departments to implement other tasks
required by the Principal and the Board of Trustees;

Take responsibility in front of the Board of Trustees and
the Principal for all the above assigned duties.

3.1.9. EXECUTIVE ADMISSION MANAGER

Analyze the student application admission records stipulated
by school rules and regulations;

Interview students to understand their learning goals,
characteristics, and have the ability to connect Parents and
Schools in educating students;

10.

11.

12.

13.

14.

15.

16.

17.

da dwoc dp dung, cu thé cong viéc:

Tham mueu, twe vin cho Ban gidm hieu - Hoi dong qudn tri trong
linh vyc tai chink;

Ddnh gid cdc chuong trinh hoat dong ctia truong trén phuong
dien tai chinh;

Theo doi doanh thu, chi phi, loi nhuan va chudn bi cdc bdo cdo
ddc biet theo yéu cau ciia Ban gidm hiéu - Hoi dong qudn tri;

Lap ké hoach tai chinh dinh k3, bdo cdo tai chinh thdng, qusy,
ndm theo yéu cau ciia Ban gidm hiéu - Hoi dong qudn tri;

Ddm bdo cdc loai tai san ciia truong duwoc kiém sodt va sit dung
mot cdch hop lj va va hieu qud;

Thiét lap va thuc hién chinh sdch qudn tri tién mdt ciia truong
nhdm ddm bdo cé dn luong tién ddp ting nhu cau thanh todn
ngdn han;

Lap ké& hoach du phong ngan quy theo nhitng hinh thiic phir hop

nhdm ddp ing nhitng nhu cau ngan quy dot xudt;

Giao dich tin dyng véi cdc ngan hang va td chiic tai chinh;

Xay dung va kien toan bo mdy ké todn;

TG6 chaic, gidm sdt thuc hien cdc nghiep vu hach todn kiém todn;

Qudn ly didu hanh cong viec ctia phong ké todn cdc co sé;

Quadn Iy diéu hanh nhan vien bo phan ké todn,;

Phoi hop cdc phong ban thuc hién quy trinh hoat dong ciia
truong;

Hé tro cdc co s6, cdc bo phan khi cé chi dao ctia Hiéu trudng -
Hoi dong qudn tri;

Phoi hop thuc hién cdc cong viec khdc theo yéu cau ciia Hieu
truong - Hoi dong qudn tri;

Chiu trdch nhiem truéec Hoi dong qudn tri va Hiéu trudng vé
toan bo cdc nhiem vy duoc quy dinh tréen.

3.1.9. GIAM POC TUYEN SINH HE THONG

Phan tich ho so dang ky xét tuyén ctia hoc sinh dua trén cdc quy
dinh ciia Truong;

Phéng vdn hoc sinh d& hiéu duoc muc tieu hoc tap, tinh cdch ciia
hoc sinh va khd ndng két hop gita Phu huynh va Nha truong
trong viéc gido duc hoc sinh,;
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Counsel parents and students on the curriculum, admission
procedures and the tuition fees;

Maintain data involving new students;

Develop innovative strategic plans for admission;

.1.10. EXECUTIVE MANAGER OF FINE ARTS

Supervise the fine arts activities of the school;

Recruit, consult and manage Fine Arts teachers and staff;

Plan and develop the Fine Arts program;

Prepare and design stages for festivals;

Design and take responsibility for decorating campuses and
classes;

Promoting the fine arts activities of the school.

.1.11. EXECUTIVE SUBJECT MANAGER

Supervise the activity related to subjects: Japanese, Chinese,
Physical Education and Music;

Plan and develop the curriculum of the above-mentioned
subjects;

Recruit, consult and manage teachers and staff of Japanese,
Chinese, Physical Education and Music.

.1.12. INTERNATIONAL PROGRAM MANAGER

Propose the personnel plan of the International Program
Department to Executive International Program Manager;

Implement the decisions and plans of the Principal and
Executive International Program Manager;

Implement the school year mission of the International
Program;

Manage campus Assistant to the International Program
manager; the International Program teachers and staff;
manage the International Program expertise; assign, examine
and evaluate International Program teachers and staff;

Propose the Executive International Program Manager
reward and punishment for the International Program
teachers and staff;

Coordinate with related departments to manage students
and student activities organized by the school; Examine and
submit the results of the assessment, student classification
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Tuw vdn cho phu huynh va hoc sinh vé chuong trinh hoc, thi tuc
nhap hoc va cdc vdan dé vé hoc phi;

Duy tri dit lieu thong tin lien quan dén hoc sinh ddu vao;

Phadt trién cdc chien lwoc va ké hoach tuyén sinh mang tinh déi
mor;

.1.10. GIAM bOC HE THONG MY THUAT

Gidm sdt cdc hoat dong my thuat ciia truong;

Tuyén dung, c6 vdn va qudn ly gido vien, nhan vien My thuat;

Lén ké hoach va phdt trién chuong trinh M3 thuat;

Chudn bi va thiet k&' san khdu cho cdc sw kien va [é hoi clia
truong;

Thiét ké va phu trdch trang tri cdc co sé va cdc 16p hoc;

Thiic ddy hoat dong m§ thuat ctia truong.

.1.11. GIAM POC HE THONG BO MON

Gidm sdt cdc hoat dong lien quan dén cdc mon hoc nhu: Tieng
Nhat, Tieng Trung, Thé duc va Am nhac;

Lén ké hoach va phdt trién chuwong trinh hoc cdc mon trén;

Tuyén dyung, c6 vdin va qudn ly gido vien, nhan vién Tieéng Nhat,
Tieng Trung, Thé duc va Am nhac;

.1.12. GIAM POC CO SO CHUONG TRINH QUOC TE

Dé xudt ké hoach nhan su ctia Bo phan Chuong trinh Quoc té co
séminh phu trdch dén Gidm doc he thong Chuong trinh Qudc té;

Thauec hién cdc chi dao, k& hoach ciia Hiéu truéng va Gidm doc he
thong Chuong trinh Quac té;

Thuc hién nhiém vy ndm hoc ciia Chuong trinh Quac té;

Qudn ly Tro Iy Bo phan Chuong trinh Quoc t& ctia co sé; gido
vién, nhan vien Chuong trinh Qudc té ctia co s6; qudn Iy chuyen
mon Chuong trinh Qudc t& ciia co sé; phan cong cong tdc, kiém
tra, ddnh gid xép loai gido vien, nhan vien Chuong trinh Quoc
té clia co so;

Dé xudt Gidm doc he thong Chuong trinh Qudc t& khen thudng,
ky luat doi véi gido vien, nhan vien Chuong trinh Quéc té ciia
co sG;

Cung cdc Bo phan lien quan qudn ly hoc sinh ctia co sé va cdc
hoat dong ctia hoc sinh do nha truomg t6 chiic; xem xét va trinh két
qud ddnh gid, xép loai hoc sinh véi Gidm doc he thong Chuong



to the Executive International Program Manager; Propose
the Executive International Program Manager reward and
punishment for students stipulated by school rules and
regulations and Ministry of Education and Training;

Take responsibility in front of the Principal and Executive
International Program Manager for the above assigned
duties.

3.1.13. VIETNAMESE PROGRAM MANAGER

Propose the personnel plan of the Vietnamese Program
department to the Executive Vietnamese Program Manager;

Implement the decisions and plans of the Principal and
Executive Vietnamese Program Manager;

Implement the school year mission of the Vietnamese
Program;

Manage campus Assistant to the Vietnamese Program
manager; the Vietnamese Program teachers and staff;
manage the Vietnamese Program expertise; assign, examine
and evaluate Vietnamese Program teachers and staff;

Propose the Executive Vietnamese Program Manager
reward and punishment for Vietnamese Program teachers

and staff;

Coordinate with related departments to manage students
and student activities organized by the school; Examine and
submit the results of the assessment, student classification
to the Executive Vietnamese Program Manager; Propose
the Executive Vietnamese Program Manager reward and
punishment for Vietnamese Program teachers and staff
stipulated by school rules and regulations and Ministry of
Education and Training;

Take responsibility in front of the Principal and Executive
Vietnamese Program Manager for the above assigned duties.

3.1.14. MANAGER OF ADMINISTRATION &
STUDENT SERVICES

1.

Ensure student service (food, transportation, safety &
security, green - clean - beautiful environment...);

Manage campus Assistant and staff of the Department
of Administration & Student Services; recruit, train and
assess staff of the Department Administration & Student
Services;

Assign, examine and evaluate Administration & Student
Services staff;

Propose the Executive Manager of Administration &
Student Services reward and punishment for Administration
& Student Services staff;

trinh Quac t&; dé xudt Gidm doc hé thong Chuong trinh Quoc
t¢' khen thudng, kj luat hoc sinh theo quy dinh ctia Truong va
Bo Gido duc va Pao tao;

7. Chiu trdach nhiem truéc Hieu truong va Gidm doc hé thong
Chuong trinh Quoc t& vé toan bo cdc nhiem vy duoc quy dinh
trén.

3.1.13. GIAM POC CO SO CHUONG TRINH VIET NAM

Dé xudt ké hoach nhan s ciia Bo phan Chuong trinh Viet Nam
co s6 minh phy trdch dén Gidm doc he thong Chuong trinh Vit
Nam;

2. Thuc hién cdc chi dao, ké hoach ciia Hiéu truéng va Gidm doc
he thong Chuong trinh Viet Nam;

3. Thuc hién nhiem vy nam hoc ciia Chuong trinh Viet Nam;

4. Qudn ly Tro Iy Bo phan Chuong trinh Viéet Nam ctia co sé;
gido vién, nhan vien Chuong trinh Viet Nam ctia co s6; qudn 1y
chuyen mon Chuong trinh Viéet Nam ctia co sé; phan cong cong
tdc, kiém tra, ddnh gid xép loai gido vien, nhan vien Chuong
trinh Viét Nam ciia co s6;

5. Dé xudt Gidm doc hé thong Chuong trinh Viét Nam khen
thudng, ky luat doi véi gido vien, nhan vien Chuong trinh Viet
Nam ctia co s6;

6. Cung cdc Bo phan lien quan qudn ly hoc sinh cia co sé va
cdc hoat dong ciia hoc sinh do nha truwomg td chiic; xem xét va
trinh két qud ddnh gid, xép loai hoc sinh véi Gidm doc hé thong
Chuong trinh Viet Nam; dé xudt Gidm doc hé thong Chuong
trinh Viet Nam khen thudng, ky luat hoc sinh theo quy dinh cia
Truong va Bo Gido duc va Dao tao;

7. Chiu trdch nhigm truéc Hiéu truéng va Gidm doc he thong
Chuong trinh Viet Nam vé toan bo cdc nhiem vu duoc quy dinh
trén.

3.1.14. GIAM POC HANH CHINH & DICH VU HOC
SINH CO SO

1. Ddm bdo cung cdp dich vu chdm séc hoc sinh ctia co sé (dn
uong, xe dua ruéc, ddm bdo an ninh - an toan, moi truong xanh

-sach - dep...);

2. Qudn ly Tro Iy bo phan va nhan vien thuoc Bo phan Hanh
chinh & Dich vu hoc sinh ctia co sé; tuyén chon, ddo tao va
ddnh gid nhan su ctia Bo phan Hanh chinh & Dich vu hoc

sinh;

3. Phan cong cong tdc, kiém tra, ddnh gid xép loai nhan vien Bo

phan Hanh chinh & Dich vy hoc sinh ciia co sé;

4. Dé xudt Gidm doc hé thong Bo phan Hanh chinh & Dich vy
hoc sinh khen thudéng, ky luat doi v6i nhan vien Bo phan Hanh
chinh & Dich vy hoc sinh ciia co s6;
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5. Develop and implement programs and/or services approved
by the Principal and Executive Manager of Administration &
Student Services to meet the needs of students and parents;

6. Coordinate other departments to suggest the facilities and
equipment that are suitable for developing in terms of scale
and training quality of the school;

7. Report the result of assigned work to Executive Manager of
Administration & Student Services;

8. Take responsibility in front of the Principal and Executive
Manager of Administration & Student Services for the above
assigned duties.

3.1.15. ACADEMIC TEAM

Academic managers, teachers, librarians, laboratory staff are
organized into academic subject groups by subject or subject
group at each primary, middle, and high school. Every academic
subject group includes subject leaders (subject-coordinators) and
subject deputy leaders who are under the Principal are promoted
and assigned at the beginning of the school year by the Principal;

2. The obligations of the academic team are as follows:

® Develop the team's general operation plan, guide the
development and management of individual members' plans
according to the educational plan, subject curricula by the
Ministry of Education and Training and the school year’s plan.

®  Organize professional training; participate in assessing and
classifying team members according to the regulations of the
Ministry of Education and Training;

® Propose rewards and disciplines to teachers;
3. The academic team meets every two weeks.

3.1.16. COUNCIL OF EMULATION AND
COMMENDATION

The Council of Emulation and Commendation advises on the
emulation and commendation work in the school and operates in
accordance with the regulations of the Ministry of Education and
Training of Vietnam.

3.1.17. DISCIPLINARY COMMITTEE

1. The Disciplinary Committee is established to review or remove
disciplines from students on a case-by-case basis. The Disciplinary
Committee shall be established and chaired by the decision of the
Principal, consisting of the Principal, Vice Principals, Managers,
Secretary of the Ho Chi Minh Communist Youth Union (if
any), and Operator of the Ho Chi Minh Pioneer Youth Team (if
any), homeroom teacher of the class whose students have made
mistakes, some teachers with educational experience;

2. The Disciplinary Committee is established to review and
recommend disciplinary action against officials, teachers and
staff on a case-by-case basis. The establishment, composition and
operation of this committee comply with the provisions of law.
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Phdt trién va thuc hién cdc chuong trinh va / hodc dich vu
dwoc Higu trudéng phé duyet va Gidm doc hé thong Bo phan
Hanh chinh & Dich vy hoc sinh trién khai d€ ddp 1ing nhu

cdu ctia hoc sinh va phu huynh;

Két hop cdc Bo phan ciia co sé dé xudt co sé vat chdt, trang
thiet bi phit hop yéu cau phdt trién vé quy mo va chdt luong
dao tao clia co sé;

Bdo cdo Gidm doc hé thong Bo phan Hanh chinh & Dich

vy hoc sinh cong viec, két qud thuec hién cong viec duoc giao;

Chiu trdch nhiém truéc Hieu truéng va Gidm doc he thong
Bo phan Hanh chinh & Dich vu hoc sinh vé toan bo cdc

nhiem vu duoc quy dinh trén.

3.1.15. TO CHUYEN MON

Gidm doc chuong trinh, gido vién, nhan vién thu vien, nhan
vien thiét bi thi nghiem ctia truomg duoc t6 chiic thanh td
bo mon theo mon hoc hodc nhém mon hoc 6 tieng cdp hoc
tieu hoc, THCS, THPT. Méi t6 bo mon c6 to trudng, t6 pho
chiu sw qudn 1y chi dao ciia Hieu truéng, do Hieu trudng
bé nhiem va giao nhiem vy vao dau nam hoc.

T6 chuyén mon c6 nhitng nhiém vy sau:

® Xay dung ké hoach hoat dong chung ciia t6, huéng
ddn xay dung va qudn ly ké hoach cd nhan ciia to vién theo
ké hoach gido duc, phan phoi chuong trinh mon hoc ciia Bo
Gido duc va Pao tao va k&' hoach nam hoc ciia nha truong;
®  T6 chuic bdi duong chuyen mon va nghiep vy; tham gia
ddnh gid, xép loai cdc thanh vién ctia t6 theo cdc quy dinh
ctia Bo Gido duc va Dao tao;

® D¢ xudt khen thudng, k3 luat doi véi gido vien.

T6 chuyén mon sinh hoat hai tudn mot lan.

3.1.16. HOI PONG THI PUA VA KHEN THUONG

Hoi ddng thi dua khen thudéng twe vdn vé cong tdc thi dua khen

thuéng trong nha truong va hoat dong theo quy dinh ciia Bo
Gido duc va Pao tao.

3.1.17. HOI PONG KY LUAT

1.

Hoi dong k3 luat duoc thanh lap dé xét hodc xod ky luat
d6i véi hoc sinh theo tieng vu wviec. Hoi dong ky luat do
Hieu truéng quyét dinh thanh lap va lam chi tich, gom:
Hieu truéng, cdc Pho Hiéu truong, Gidm doc, Bi thu Doan
Thanh nién Cong sdn H6 Chi Minh (néu c6), Tong phu
trdach Doi Thiéu nién Tién phong H6 Chi Minh (néu cé),
gido vien chit nhiém l6p c6 hoc sinh pham [6i, mot s6 gido
vien c6 kinh nghiem gido duc;

Hoi déng k3 luat duoc thanh lap dé xét va dé nghi xi li ky
luat doi wéi cdn bo, gido vien, vien chiic khdc theo titng vu
viec. Viec thanh lap, thanh phan va hoat dong ctia Hoi
ddng nay duoc thuc hien theo quy dinh ciia phdp luat.



3.1.18. GIAO VIEN
Gido vien la nguoi lam nhiem vy gidng day, gido duc trong nha truong

3.1.18.1. GIAO VIEN BO MON

3.1.18. TEACHERS
Teachers are responsible for teaching and educating at school.

3.1.18.1. SUBJECT TEACHERS

® Teach and educate following the curriculum, syllabus
and lesson plans based on regulations of school, manage
students in educational activities held by school, participate
in the activities held by professional teams and have
responsibilities for educational quality and effect.

® Self moral training, study, retrain major and
professional work in order to improve educational quality
and effect, apply teaching approach which guides students
to be active, initiate, creative and enhances students’
autonomy.

® Perform determination of Principal, be checked and
evaluated by Principal and educational authorities of all
levels.

® Preserve the quality, honor and reliance of an
educator, love and respect students, treat them fair, protect
their rights and legitimate interests, unite and support co-
workers, build work and a studying environment which are
democratic, friendly, cooperative, safe and effective.

® Incorporating with class teachers, with other teachers
and parents in teaching and educating.

3.1.18.2. CLASS TEACHERS

® Design a syllabus in which objectives, unit contents
and teaching activities are apparently shown, ensure it is
adapted to students’ learning style, teaching context for
improving the whole class and students individually as well.

® Incorporate with parents and other subject teachers.

® Write comments, evaluate and grade students at
the end of each semester and whole school year, propose
compliments or punishment, propose a list of students who
are promoted, retest, train behaviors in summer time, drop
class, complete filling all school reports and school records
of each student.

3.1.18.3. FOREIGN TEACHERS

® Ifthe teacher is going to be absent, he/she must inform
the manager at least one day in advance.

® Be punctual.

® Smoking, drinking, phone calls, reading newspapers
and other actions not related to teaching are not allowed
during working hours. Do not eat in the classrooms.

® Vietnam’s traditions and cultural characteristics
must be highly respected. In the case of violations by the
teacher, if the school finds its cooperation with the teacher
negatively affecting the school’s educational environment,
Vietnamese culture, quality of education or such matters
as the safety and security of students, staff, school teachers,
and the school community, the teacher’s contract could be
terminated without prior notice to the teacher.

® Follow the school’s curriculum, implement the school’s
assignments in a timely fashion and ensure teaching quality
while fulfilling the school’s professional requirements.

® Lesson content must be consistent with the students’
level and from the textbooks available to students. The

®  Day hoc va gido duc theo chuong trinh, ké hoach gido duc,
ké hoach day hoc ciia nha truwong theo quy dinh; qudn ly hoc
sinh trong cdc hoat dong gido duc do nha truong té chiic; tham
gia cdc hoat dong ciia t6 chuyén mon; chiu trdch nhiem vé chdt
luong, hieu qud gido duc.

® Reén luyen dao diic, hoc tap van hod, bdi dwong chuyéen
mon, nghiép vu dé nang cao chdt luong, hiéu qud gidng day va
gido duc; van dung cdc phuong phdp day hoc theo huéng phdt
huy tinh tich cuc, chit dong va sdng tao, rén luyén phuong phdp
tie hoc ctia hoc sinh,;

®  Thuc hien quyét dinh ciia Hieu truéng, chiu su kiém tra,
ddnh gid ctia Hieu trudng va cdc cdp qudn 1y gido duc;

®  Giit gin phdm chdt, danh duw, wy tin ctia nha gido, guong
mau trudc hoc sinh; thuong yéu, ton trong hoc sinh, doi xit cong
béng véi hoc sinh, bdo vé cdc quyén va loi ich chinh ddng ciia
hoc sinh; doan két, givip do dong nghiép; tao dung moi truong hoc
tap va lam viec dan chii, than thien, hop tdc, an toan va lanh
manh;

®  Phoi hop wéi gido vien chit nhiém, cdc gido viéen khdc, gia
dinh hoc sinh trong day hoc va gido duc hoc sinh.

3.1.18.2. GIAO VIEN CHU NHIEM

®  Xaydung ké hoach cdc hoat dong gido duc phit hop 16 rang
v6i ddc diém hoc sinh, v6i hoan cdnh va diéu kien thuc t& nham
thiic ddy su tien bo ciia cd l6p va ciia tieng hoc sinh;

®  Phoi hop chdt ché véi phu huynh hoc sinh, véi cdc gido vien
bo mon.

® Nhan xét, ddnh gid va xép loai hoc sinh cuoi ky va cusi
ndm hoc; dé nghi khen thuéng va ky luat hoc sinh; dé nghi danh
sdch hoc sinh duoc len lop thdng, phdi kiém tra lai, phdi rén
luyen them vé hanh kiém trong ky nghi he, phdi ¢ lai lé6p; hoan
chinh viéc ghi s6 diém va hoc ba hoc sinh;

3.1.18.3. GIAO VIEN NUOC NGOAI

®  Néu vdng mdt, gido vién phdi thong bdo cho qudn 1§ truéc
it nhdt mot ngay.

® Dilam ding gio.

®  Khong duoc phép hiit thuoc, uong reou, sie dung dién thoai,
doc bdo va cdc hanh dong khdc khong lien quan dén viec gidng
day trong gio lam viec. Khong dn trong l6p hoc.

®  Gido vien phdi ton trong vin héa va truyén thong ciia Viet
Nam. Trong truong hop vi pham, néu nha truong thdy sw hop
tdc v6i gido vien tdc dong tieu cyc dén moi truong gido duc ctia
truong, van héa Viet Nam, chdt luong gido duc ctia Viet Nam
hodc nhitng van dé lien quan dén an toan va an ninh ciia hoc
sinh, nhan vién, gido vién va cong dong nha truong, nha truong
c6 thé chdm diit hop dong ctia gido vien ma khong can thong bdo
truedc.

® Tuan thii chuong trinh gidng day ciia truong, thuc hién
cdc nhiem vy ctia truomg diing thoi han va ddm bdo chdt lwong
gidng day trong khi hoan thanh cdc yéu cau chuyén mon ciia
truong.

®  Noidung bai hoc phdi phit hop véi trinh do ciia hoc sinh va
tit sdch gido khoa danh cho hoc sinh. Nop gido dn ctia tudn sau

MANUAL OF OPERATIONS ‘ 1 7



lesson plan for the following week should be in the office on
Thursday of the current week. Teachers must prepare for the
lessons and send the lesson plans to their IP manager via email or
upload them on the Google drive link that the IP Manager shares,
using the school domain email account.

® Marking test papers and writing comments on students’
school reports are required at the end of each term. Teachers
are requested to use blue pens only while marking the student
evaluations. Any incorrect comments or rubbing/crossing out on
the School Report(s) which requires a new one to be issued may
result in the teacher paying for the overhead expense to change

the School Report(s) affected.

® Provide all documents required for the issuance of a Vietnam
Work Permit within the first 2 months.

® When starting employment at The Asian International
School, teachers must sign a memorandum, regulations and
commitments, and then an official labor contract when their
work permit for AIS has been issued.

® Teachers must submit completed notarized documents
including their qualifications, visa, passport, work permit and
other related documents required by Labor Law, the Department
of Education and Training, and the school prior to starting their
employment at Asian School.

® The qualifications must be notarized and translated into
Vietnamese at the Department of Justice.

® If teachers do not submit the required documents for
obtaining legal working status in Vietnam, the school will
terminate its cooperation with that teacher without any further
comments from the teachers.

® Teachers are responsible for their own visa extension and
must provide a certified copy of the visa extension to the IP
Manager(s) before their current visa expires.

® Tax rates applicable to regular incomes are calculated
according to Vietnam Tax Laws. Income taxes are required to be
collected by the employer and paid to proper authorities as set by
the Vietnam Tax Laws.

® The teachers who hold a work permit with The Asian
International School will be assisted by the school in obtaining a
residence card in Vietnam and its validity will be consistent with
the time frame of the work permit. 10 days prior to terminating
employment at Asian School, the teachers are to return their
residence card to the school. If the teachers fail to comply with
this rule, the school will withhold the teachers’ salary until
such time as the residency card is returned and the school shall
immediately notify the appropriate authorities that the residence
card is no longer valid for residency in Viet Nam.

® An ACB Bank ATM card is required to transfer a teacher's
salary. Teachers must inform the manager if they lose or change
the ATM card. The school will not be responsible for any late
payment if it can’t deposit the money into the teachers’ account.
® Salary is paid monthly on the last day of the month through
the ATM debit card issued by ACB. Monthly salaries are
calculated from the 26th day of each month to the 25th day of
the next month.

® Ifateacher takes an extended holiday, he/she must inform the
school of his/her departure in writing and estimated return date.
® The Principal makes the final decision on particular matters
that are not mentioned in these regulations.
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vao ngay thit Nam hang tuan. Gido vién phdi chudn bi cho
bai day va nop gido dn qua email qudn 1 hodc nop len link
Google drive cho qudn lj chuong trinh tiéng Anh da chia sé.
Gido vien chi sit dung email do Truong cung cdp dé thao tdc.
®  Soan dé kiém tra va viet nhan xét hoc sinh vdao hoc ba
vao cudi hoc ky. Khi viét nhan xét, gido vien chi dwoc st
dung viet xanh. Bdt cit sai sét hay tdy xéa trong hoc ba déu
khong dwoc chdp nhan. Gido vién sé chiu toan b phi thay
hoc ba mai.

®  Cung cdp tdt cd hd so can thiet dé dwoc cdp Gidy phép
lao dong tai Viet Nam trong vong 2 thdng dau tién theo hop
dong lao dong thit viec.

®  Khi bdt dau lam viec tai truomg Quoc & A Chau, gido
vien phdi ky hop dong lao dong bao gdm hop dong thit viec 2
thdng va sau dé la hop dong lao dong chinh thaic.

®  Gido vién phdi nop hé so hoan chinh cé cong chiing
bao gom béng cdp, visa, ho chiéu, gidy phép lao dong va cdc
ho so cé lien quan khdc theo yéu cau ctia Luat Lao dong, Bo
Gido duc va Dao tao va nha trieong truée khi bdt dau lam
viéc.

®  Bingcdp phdi duoc cong chiing va dich sang tieng Viet
tai Phong Tu phdp.

®  Néu gido vien khong nop cdc gidy to can thiét dé chiing
minh du didu kien lam viec hop phdp tai Viet Nam, nha
truong sé cham diit hop tdc véi gido vien dé6 ma khong can
bat cit Iy do gi.

®  Gido vién chiu trdch nhiém @& viec gia han visa va
phdi cung cdp mot bdn sao cé chiing thuc cho qudn ly
chuong trinh tieng Anh truéc khi visa hién tai ciia ho hét
han.

®  Thué sudt doi véi thu nhap thuong xuyéen duoc tinh
theo Luat thué Viet Nam. Thué thu nhap cd nhan phdi
dwoc thu béi nguoi sit dung lao dong va duoc thanh todn
cho cdc co quan chitc ndng theo quy dinh ctia Bo luat Thué

Viet Nam.

®  Gido vien cd gidy phép lao dong véi Truong TH, THCS
va THPT Quéc t¢ A Chau sé duoc nha truomg hé tro trong
wiec xin cdp thé cu trii tai Viet Nam va gid tri ctia thé sé phi
hop véi khung thoi gian ciia gidy phép lao dong. 10 ngay trudc
khi chdm diit hop dong véi Truomg, gido vien phdi ban giao
lai thé cu trii cho truong. Néu gido vien khong tuan theo quy
tdc nay, nha truomg sé gite tién luong clia gido vien cho dén
khi thé cu trii duoc hoan trd va truomg sé thong bdo ngay cho
cdc co quan chiic ndng rang thé cu trii khong con hiéu luc.

®  Gido vien can c6 thé ATM ciia Ngan hang ACB dé
duoc chuyén luong. Néu mdt hodc thay déi thé ATM, gido
vien phdi thong bdo cho qudn Iy biét. Truong sé khong chiu
trdch nhiem cho bdt ky viec chuyén khodn tré nao néu khong
thé chuyén dwoc tién vao tai khodn ciia gido vién.

® Tién luong duoc trd hang thdng vdo ngdy cudi cing
ctia thdng thong qua thé ATM ctia ngan hang ACB. Tién
luong hang thdng duoc tinh tit ngay 26 hang thdng dén
ngay 25 ciia thdng tiép theo.

®  Néu nghi phép dai han, gido viéen phdi thong bdo cho
nha truong biet ngay bdt dau nghi phép va ngay di lam lai
béng van bdn.

®  Hieu truéng dua ra quyét dinh cuoi cing vé cdc vdn dé
cu thé khong dwoc dé cap trong cdc quy dinh nay.



3.2. SUPPORT STAFF
3.2.1. SUPERVISORS

Floor-assigned jobs:

1.

Checking the security staff’s on-duty area every day
to make sure they are always ready to work.

Checking the school’s infrastructure, always
updating the diary as well as reporting to managers
in order to assure the best learning environment
for students.

Checking the classrooms, water tanks, toilets’
hygiene. Distributing necessities to cleaners.

Checking students’ eating: food distribution, food
quantity; food safety and the kitchen-appliances
cleansing.

Weekly checking and recording the school’s fire
safety.

Checking every classroom, functionally-designed
rooms at the end of the day. Turning off all
electronic devices and sealing the doors.

3.2.2. KITCHEN STAFF

10.

11.

Following the work distribution of the managers.

Working in a professional manner, following the
standards of the assigned work.

Strictly following food safety regulations of the
Health Department.

Executing 1-direction kitchen process.

Making sure that nutritious meals are served on
time.

Using the utensils and sinks in an appropriate way.

Keeping the kitchen clean.

Guaranteeing that the kitchen area must be
clean and well-ordered, taking responsibility for
protecting the school’s assets.

Showing respect and cooperation to your superiors.

Showing respect and politeness to co-workers.

Being serious in working time.

3.2. NHAN VIEN HO TRO
3.2.1. NHAN VIEN GIAM SAT
Duoc phan cong cong viéc theo ldu voi nhiém vu chinh nhu sau:

1. Kiém tra vi tri truc cia nhan vién bdo vé hang ngay, ddm bdo nhan
vien luon & vi tri triec duwoc phan cong ddm bdo an toan co sé.

2. Kiém tra hang ngay tinh hinh co sé vat chdt, cap nhat vao s6 kieém tra
CSVC dong thoi bdo cdo Qudn ly dé dwoc huong ddn. Ddm bdo tot
nhdt diéu kien hoc tap ctia hoc sinh.

3. Kiém tra tinh hinh vé sinh phong hoc hang ngay ciia tap vu, chii § vé
sinh cdc binh nuéc uong that sach sé, toilet luon sach sé kho rdo. Phdt
a6 dung vé sinh cho tap vu theo quy dinh.

4. Kiém tra tinh hinh dn uong hang ngay: Vigc chia thic dn, dinh luong
thite dn, viéc thuc hien ATVSTP ctia nhan vién bép, kiém tra viec riia
cdc dyng cu nha dn cé dwoc sach sé.

5. Dinh ky hang tudn kiém tra PCCC va an toan truong hoc, ghi chép ket
qud day dii vao so.

6. Cudingay di kiém tra toan bo cdc phong hoc, phong chitc ndng, tdt het
tdt cd cdc thiet bi dién, ddn niéem phong lai dé ddm bdo an toan PCCC.

3.2.2. NHAN VIEN BEP

Lam viéc theo didu dong cia Ban qudn 1§ nha truong.

2. Tdc phong lam viéc phdi nhanh nhen, gon gang, sach sé, thé hien su
chudn muc doi véi vi tri duwoc phan cong.

3. Thuc hien diing quy dinh vé an toan vé sinh thuc phdm ciia Nganh
y té.

4. Thuyc hién diing quy trinh bép mot chiéu.

5. Ddm bdo thiic dan ddy dit dinh duong theo diing thuc don va diing gior
trong cdc bita dn cho hoc sinh.

6. Stz dung do ding, bon riea diing quy dinh.
7. Phdi biét gite vé sinh bép sach se.

8. Bdm bdo vé sinh sach sé, ngdn ndp trong khu vuc bép, cé trdch nhiem
cao trong viec bdo qudn, tiét kiem tai sdn ciia nha truong.

9. Déi v6i cdp tren phdi c6 su hop tdc va ton trong. Doi véi su kiem tra
gidm sdt phdi cé su hop tdc, khong doi phé, khong doi co, tron trdnh
trdch nhiem.

10. Dai voi dong nghiep phdi lich sw, ton trong ldn nhau.

11. Trong gio lam viéc phdi nghiém tic khong gay g6 va ddnh nhau.
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12. Be present on Saturday according to the schedule.

13. Violating the school’s regulations is treated.

*HEAD CHEF - SOUS CHEF

1.

Be responsible to prepare food.
Check food shipments into the school.

Ensure the food received is in good quality, clean and the
right amount.

Count the number of students who registered for lunch as
well those that are on a special diet.

Prepare all food items within agreed cooking methods and
serve the proper portion.

Maintain the highest levels of cleanliness and hygiene.

Supervise other staff in the kitchen and make sure that
they are working accordingly on their specified duties.

Report immediately to the manager of businesses and staff
in the kitchen. Implement and maintain the school’s food
safety standards.

Be responsible for ensuring all areas of the kitchen, food
preparation area, and food storage areas are clean and
properly sanitized the week before holidays and at the end
of the school year.

.2.3. DRIVERS

Taking responsibility for traffic and students’ safety.

Showing gentle, polite attitudes and respecting students,
parents, kindergarteners, colleagues and managers.

Not opening the windows when there are students on the
bus, preventing students from putting their heads or hands
outside.

Opening the air conditioners when students are on the

bus.

Reporting to managers when buses break down. Do not
repair without managers’ permission.

No taking students by other vehicles without managers’
permission.

Daily cleaning buses, assuring they are all clean, preserving
buses, including the furniture inside.

Personal items on the buses are not allowed.

Not charging your portable fan into the buses’ chargers.

10. Instructing students to get on the bus.
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12.

13.

Thuc hien nghiem tiic lich lam viéc ngay thit bdy theo su sdp xép
ctia Qudn ly.

Moi vi pham nha truong sé xie Iy theo quy dinh.

* BEP TRUONG - BEP PHO

1. Phdi c6 trdch nhiém trong viéc chudn bi mén dn cho hoc sinh.
Nhan hang va thuc hien diing, dii quy trinh nhan hang.

Ddm bdo ddy dii vé so lwong, chdt luong va chiing loai theo don
dat hang.

4. Phdi ndm duoc so luong hoc sinh dn kiéng, dn chay va so luwong
hoc sinh ddng k¥ dn tai truong hdng ngay khi phan chia thiic dn.

5. Bdm bdo vé viec phan chia thiic dn cho cdc co sé theo diing ty lé
hoc sinh day du, khong thiéu, khong duw.

6. Ddm bdo vé sinh an toan thuc phdm.

Co6 trdach nhiem diéu hanh nhan vién lam viéc trong bép va sdp
xép cong viec hop 1.

8. Bdo cdo kip thoi moi hoat dong va tinh hinh cong viéc, nhan sw
trong bép. Thuc hien va duy tri tiéu chudn an toan thuc phdm
cua truomg.

9. Chiu trdch nhiem ddm bdo tdt cd cdc khu vuc nha bép, khu
vuc chudn bi thitc dn va khu vic bdo qudn thuc phdm sach sé
va duoc vé sinh diing cdch trong mot tudn trudc ngay & va cudi
ndam hoc.

3.2.3. TAI XE
Phdi c6 trdch nhigm vé an toan giao thong va an toan cho HS
trén xe.

2. Phdi luon cé thdi do nha nhdn, lich sw, ton trong HS, phu huynh,
bdo mau, déng nghiep va cdc cdp Qudn ly.

3. Khong duwoc mé kinh cdc ctia s6 xe khi c6 HS trén xe. Chiu trdch
nhiém hoan toan néu HS dua tay hodc tho ddu ra ngodi ciia sé.

4. M6 mdy lanh khi c6 HS trén xe.

5. Khixe hu héng phdi bdo véi Qudn Iy kip thoi. Tuyét doi khong tw
y stka xe, dua xe di sita khi chua c6 ¥ kien ciia Qudn 1.

6. Tuyét doi khong ché HS bdng phuong tien khdc khi chua cé su
dong ¥ ciia Qudn ly.

7. Tai x& phdi lam v¢ sinh xe hang ngay, ddm bdo xe luon sach sé.
Bdo qudn xe, bdo qudn noi thdt xe tot, khong dé huw héng.

8.  Khong dé vat dung cd nhan tréen xe dua rudc.

9. Khong st dung quat mdy cdm wvao binh acquy ctia xe.

10. Khi bdo mau ban len l6p dén hoc sinh, tai x& phdi ding truéc

trude ctea xe dé qudn Iy hoc sinh va huéng ddn hoc sinh len xe.



11.

12.

13.

During working hours, drivers are not allowed to do
private affairs, gather and chat, get out of the school
without permission, use a mobile phone, play cards,
smoke.

Buses must have a logo and color as per the school’s
regulations.

Playing the CD that managers gave.

3.2.4. CLEANERS

10.

11.

Following the rules and regulations for the odd jobs.

Following the work distribution of the managers and
supervisors.

Completing your assighed work with a sense of
responsibility.

Supporting the Administration department to finish
the work when needed.

Preparing and cleaning classrooms at noon and after
school.

Having responsibility in protecting the school’s
supplies and assets.

Checking water tanks, filling them up; cleaning the
school yard, front and back gates.

Taking care of your assigned area, preserving and
reporting to managers in the case of damage to get
it repaired immediately. If the damage is caused by
people, it must be investigated to find them and
report to the managers to handle the case. If not, that
cleaner is responsible for the damage..

Showing polite attitudes to the managers, colleagues;
being gentle with students. Not bullying and scaring
students. Improper behaviors are not allowed.
Bullying or yelling at students for any reason is
not allowed because it affects the psychology of
students. Cleaners must have pedagogical behavior.
It is absolutely forbidden to have anti-pedagogical
behavior towards students and parents.

Checking your assigned area, reporting to the
managers if troubles happen.

Seriously following your schedule, no talking and
making sure your assigned area is clean, dry, and has
enough drinking water for students. Daily checking
hygiene, cleaning cups and water tanks.

I11.

12.

13.

Trong gio lam wviéc, tai x¢' khong lam wviéc rieng, khong duoc tu tap néi
chuyen, khong tw § ra khéi truong, khong st dung dién thoai di dong,
khong ddnh bai, khong hiit thudc.

Xe phdi cé logo tén Truong diing quy cdch va mau sdc.

Mé nhac theo dia truomg da giao.

3.2.4. TAPVU

1.

10.

I11.

12.

Thuec hién tot cdc quy dinh cia nha truomg doi véi nhan vien tap vu.
Thuc hién cdc cong viéc theo su didu dong cia Qudn 1y, gidm sdt.

Hoan thanh tot cong viec duoc giao, cé § thiic trdch nhiém trong cong
viéc.

Trong cong viec phdi hé tro cho cdc bo phan hanh chinh khi c6 nhan
vién nghi phép.

Chudn bi va ve sinh phong hoc cho hoc sinh nghi trua va sau gio hoc
sinh vé theo sy phan cong ciia Qudn 1.

C6 trdch nhiem bdo qudn dé ding va tai sdn ciia nha truong.

Kiém tra nuéc uong hoc sinh va cho nuéc day di dé hs ding thuong
xuyén, viec kiém tra cdc binh nuéc dwoc thuec hien tie sang sém; vé sinh
san truong, khu viee cong trude va cong sau truong sach sé.

Chiu trdch nhigm vé sinh sach sé v6i khu viec minh duoc phan cong,
dong thoi phdi bdo quan CSVC 6 khu vuc do, khi c6 hu héng phdi
bdo ngay véi Qudn ly hodc gidm sdt dé kip thoi khdc phuc, sita chita,
néu nguyén nhan hu hdng la do con nguoi thi phdi tim duwoc nguoi lam
hw héng va bdo véi Qudn Iy d€ qudn ly kip thoi c6 hudng gidi quyét
néu khong thi nhan vién tap vu dé phdi hoan toan chiu trdch nhiem.

Thdi do luon luon lich sw véi cdp trén, dong nghiep. Doi véi hoc sinh
phdi nhé nhe va huéng ddn hoc sinh tan tinh, chu ddo. Khi hoc sinh
di vé sinh, ma taynhan vien tap vy khong dwoc bdt nat, la hét hoc sinh
w6t bdt ky Iy do gi lam dnh hudéng dén tam Iy ctia hoc sinh. Nhan vién
tap vu phdi cé tdc phong su pham. Cdm tuyét doi cé6 nhitng hanh vi
phdn su pham doi véi hoc sinh va phu huynh.

Kiém tra khu viec minh truc, c6 van dé bat thuwong xdy ra phdi bdo
ngay véi Qudn ly.

Thuc hién lich truc nghiem tiic, khong tu tap néi chuyén, phdi ddm
bdo khu viec minh truc luon sach sé, khu viec binh nuéc hanh lang
luon kho rdo, dii nuéc uong cho hoc sinh ding. Hing ngay kiém tra
ve sinh, rita li, stic binh nuéc hanh lang nhdam ddm bdo an toan nuéc
cho hoc sinh.

Khi tryc lau, cdc nha vé sinh, néu thdy hoc sinh vao lau, hodc nam,
nik cing vao chung thi phdi moi cdc em ra va bdo ngay cho Qudn ly
dé c6 hinh thiic x1z ly.
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12. Immediately reporting to the manager and asking
students out if they stay too long in the toilet, or if a
boy and a gitl go into the same toilet.

13. Weekly cleansing the floors, cleaning vacant rooms
according to your assigned schedule.

14. Seriously following your noon and afternoon shifts,
not skipping them without permission.

15. Fully recording the shift information and reporting
it to the managers.

16. Cleaning your assigned area, school yard and front
gate after all students have gone home.

3.2.5. MAINTENANCE STAFF

Protecting and saving the school’s assets.

2. Showing polite, gentle attitudes to the managers,
colleagues and students.

3. No private affairs. Any violations are treated
according to the school’s regulations.

4.  Professional working manners.
5. Showing respect and cooperation to the managers.
6. No avoiding responsibilities.

7. Completing your assigned work with a sense of
responsibility.

8. Supporting to complete the work when needed.
9.  Doing your jobs as directed by the managers.

10. Regularly checking the school’s infrastructure,
immediately reporting to the managers when it
broke down.

11. Taking care of the school’s plants and making sure
they are always green.

12. Preserving the school’s infrastructure to make sure
they work properly.

13. Not getting into the school when off duty without
the managers’ permission.

14. Not moving, replacing, repairing the school’s
facilities without permission.
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13.

14.

15.

16.

Hang tudn sdp xép cha roong hanh lang, vé sinh phong trong lam
theo lich truc da duwoc phan cong tai co sé.

Tap vu ddm bdo viéec truc trua, tric chiéu nghiem tic, day du va
khong duwoc bé truc khi chua cé sy dong § ciia qudn ly.

Khi truc phdi ghi chép day dii vao s6 nhat ky tric va trinh Qudn ly
hang ngay.

Sau khi hoc sinh ra vé, tap vu triec phdi vé sinh san, truée cong truong
sach seé.

3.2.5. NHAN VIEN BAO TRI

10.

11.

12.

13.

14.

Phdi biét bdo qudn tai sdn va tiet kiem do ding, thiét bi ciia nha truong.

Thdi do luon lich sw, hoa nha véi cdp tren, dong nghiép va hoc sinh.

Trong gior lam wviéc, khong duoc hiit thudc, uong ruou, chiti thé, ddnh
bai, doc bdo, chi duwoc nghe dien thoai di dong khi qudn 1§ yéu cau
stta chita cdc thiét bi hwe héng tai co sé. Moi vi pham nha truong sé
xi Iy theo quy dinh.

Tdc phong lam viec nhanh nhen, gon gang thé hien duoc sw chuyén
nghiép trong cong viéc.

Dai wéi cdp tren phdi cé su hop tdc va ton trong.

Dai wéi s kiém tra, gidm sdt phdi cé su hop tdc khong doi phé.

Hoan thanh tot cong viec dwoc giao, c6 § thiic trdach nhiém trong cong
viéc.

Tuan thii su diéu dong ctia nha truong khi can thict.

Thuec hién cong viec dudi s chi dao ciia Ban gidm hiéu va Ban qudn
I§ nha truong.

Kiém tra tinh hinh co sé thuong xuyén, néu cé van dé hu hong vé
CSVC phdi bdo ngay vé6i Qudn Iy va tien hanh sita chita ngay lap
tite (doi véi nhitng hue héng nhe). Nhitng truong hop CSVC hu héng
ndng can stta chita gdp nhung budc phdi cé dé thay méi thi ciing phdi
bdo ngay véi Qudn ly d¢ Qudn Iy kip thoi hé tro va dua ra huong
gidi quyét.

Cham séc cay coi trong truong, ddm bdo chiing luon xanh tuoi.

Bdo qudan CSVC ciia truong van hanh mot cdch tot nhdt dé phuc vu
cho hoc sinh, nhan vien é Truong.

Khong vao truong ngoai gio lam viéc khi chua cé suw déng § ciia
Qudn ly.

Khong tw ¥ di doi, thay thé, stta chita vat dung trong truong.



3.2.6. SERVICE STAFF

1. Implementing the regulations of the school.

2. Carrying out the work under the supervision of
Managers and Supervisor.

3. Sharing food for students, teachers and staff in time
with food hygiene and safety regulations.

4. Preparing and cleaning classrooms for students to take
a nap as assigned by the department manager.

5. Not spending time on individual purposes during
working hours (chatting, gossiping, reading newspapers,
surfing the net ...).

6. Having a shift according to the assigned schedule.

7. Attending food hygiene and safety training.

8. Serving extracurricular activities of the school as
assigned by the manager.

9. Working at different campuses according to the
demand of the labor force.

3.2.7. THESCHOOLBUSINSTRUCTORS (NANNY,
STUDENT SERVICES STAFF, SUPERVISOR)

1. Assuring the number of school buses in accordance
with the number of students appearing in the list (no
missing students in the morning and afternoon).

2. DPicking up students at homes in the morning and
sending them back after school.

3. Recording students’ commuting in the diary and
submitting to the Manager.

4. Not opening the air conditioner when the vehicle
breaks down and is not cleaned. Recording it in the
diary in case the air conditioner is not available.

5. Not doing private affairs when there are students on

the bus.

6. The nanny is required to sit next to the door.

7. Taking responsibility for monitoring to ensure the
safety of each student on the bus.

8. Not opening the windows when the car has students,
preventing them from raising their hands or heads
outside.

3.2.6. NHAN VIEN PHUC VU

1.

Thuc hien tot cde quy dinh ciia nha truong.

Thuc hien cong viéc theo su dicu dong cia Qudn 1y va gidm sdt.

Thuec hién cong viéc chia thiic dn cho hoc sinh, gido vién va nhan
vién theo dring khdu phdn dn, ding thoi gian va diing quy dinh ddm
bdo vé sinh an toan thiuc phdm.

Chudn bi va vé sinh phong hoc cho hoc sinh nghi trua theo sw phan
cong ciia Qudn ly bo phan.

Trong gio lam viéc, khong lam viéc rieng (nghe dién thoai di dong, tu
tap néi chuyen, doc bdo).

Truc trua theo lich phan cong.

Hoc l6p tap hudn vé sinh an toan thuc phdm va phdi cé gidy xdc
nhan kién thitc vé an toan thuc phdm.

Qudn Iy ctia truong duoc quyén diéu dong nhan vien lam viec nham
muc dich phuc vu cdc hoat dong phong trao ciia Truong.

Nha truong c6 quyén diéu dong, thuyen chuyén nhan vien lam viéc tai
cdc co s6 clia truong theo nhu cdu st dung lao dong dong tai Truong.

3.2.7. NHAN VIEN PI XE BUA RUOC (BAO MAU, NHAN
VIEN DICH VU HOC SINH, GIAM SAT)

1.

Dua don diing so luong theo danh sdch xe, khong bé sét hoc sinh
(budi sdang, chiéu).

Dén hoc sinh tan nha, chiéu vé giao hoc sinh tan tay phu huynh.

Viéc dua don hoc sinh phdi ghi vao nhat ky hang ngay va trinh s6
cho GBHC.

Neéu xe hu, xe khong duoc vé sinh sach sé, tai xé khong mé mdy lanh
hodc mdy lanh khong mdt phdi ghi vao nhat ky bdo cdo hang ngay.

Khi c6 hoc sinh trén xe nhan vien Bdo mdu khong dwoc ngii va lam
viéc riéng.

Bdo mdu khong dwoc ngdi truéc hodc sau ma phdi ngdi ngay ciia xe.

Phdi c6 trdch nhiem theo doi, gidm sdt dé ddm bdo an toan cho tiing
hoc sinh di tren xe.

Khong duoc mé ciia kinh khi tréen xe c6 hoc sinh, chiu trdch nhiem
néu dé hoc sinh dua tay hodc tho ddu ra ngodi.

Phdi dan tieng hoc sinh qua dwong, khong dé hoc sinh tw bdang qua
dwong vao nha hodc len xe.
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10.

11.

12.

13.

14.

Not letting students cross the street or get on the bus on
their own.

Closing and locking the bus door carefully when students
get on or get off the bus.

Being responsible for reminding students to keep the bus
clean. Not letting students damage the bus interior. No
food, no drink inside the bus.

Working in a pedagogical manner, always softly advising
students. Being polite and showing your respect towards
students and their parents.

Showing up on time and checking the exact number of
students before the school bus departs, sitting at the door
and managing students.making sure that the students have
had breakfast when the bus comes late.

Participating in school activities.

3.2.8. SECURITY STAFF

10.

Implementing the regulations of the school.

Performing tasks according to the division of managers and
supervisors.

3. Having a sense of responsibility.

Supporting the administrative department when the
employee is absent.

Delivering breakfast, lunch and snacks. Complying with
food safety regulations.

Transferring pillows and blankets to students.

Guiding and checking when a company contacts the staff
at the school.

Immediately reporting to the Manager in case of emergency
or something unusual.

At 6:30, security guards control the flow of vehicles, no
gathering and gossiping. Instructing students to get off
the bus, crossing the street and entering the gate carefully.
Instructing parents to park at the right place. Making
sure that the traffic jam does not affect parents to pick up
students.

Cleaning the swimming pool, checking water quality and
turning off the pumps according to the assigned schedule.
Every morning, staff check the lifts.
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10.

11.

12.

13.

14.

Khi len hodc xuong xe phdi déng chdt cita va khéa chot an
toan.

Phdi c6 trdach nhiém nhdc nhé HS gitt gin va bdo qudn xe.
Khong dé hoc sinh lam hw hai noi thdt xe va dn uong trén xe.

Nhan vien Bdo mau phdi cé tdc phong sw pham, luon luon
nhé nhe khuyén bdo hoc sinh. Cdm tuyét doi c6 nhitng hanh vi
phdn su pham doi véi hoc sinh va phu huynh.

Bdo mau di xe dwa ruéc phdi déng hoc sinh diing gio da qui
dinh va kiém tra so luong hoc sinh trén xe truée khi xe di
chuyén. Trén xe, ngdi ngay ciea xe va qudn ly hoc sinh that tot.
Khi xe dén tré phdi ddm bdo tdt cd hoc sinh déu duoc dn sdng.

Tham gia cdc hoat dong ciia truong khi cé sw dicu dong ciia
Qudn ly.

3.2.8. NHAN VIEN BAO VE

10.

11.

Thuc hien tot cdc quy dinh ciia nha truong.

Thuc hién cdc cong viec theo sy diéu dong cia Qudn Iy va
gidm sdt.

Hoan thanh tot cong viec duoc giao, cé § thiic trdch nhiem
cong viéc.

Trong cong viéc phdi hé tro cho cdc bo phan hanh chinh khi cé
nhan vien nghi phép.

Chuyén thiic dn sdng, triea va xé. Thuc hien diing quy dinh vé
ATVSTP khi tham gia van chuyén thiic dn.

Chuyén mén goi va lop cho hoc sinh.

Huong dan va kiém tra khi c6 cong ty dén lien hé sita chita

CSVC tai Truong.

Kiém tra tinh hinh co s6, khi thdy c6 van dé bdt thuwong xdy ra
phdi bdo ngay véi Qudn ly.

Liic 6 gio 30 phait, nhan vién bdo vé ra cong diéu xe nghiem
tiic, khong tu tap néi chuyen. Pua hoc sinh xuéng xe, qua
duong, ra vao cong can than. Huéng ddn phu huynh dau
xe diing noi quy dinh. Gitip cong truomg luon thong thodng,
khong dé xdy ra tinh trang ket xe lam dnh hudéng dén viec phu
huynh dwa, dén hoc sinh. Khong gitt xe cho phu huynh.

Nhiing co s6 c6 ho boi thi vé sinh hé boi, kiém tra nuéc ho boi
va tdt mdy bom theo lich phan cong tai co s6. Méi sdng, nhan
vien kiém tra vé sinh thang mdy.

Déi v6i co s6 c6 thang mdy, nhan vien Bdo vé phdi thuc hién
nghiem tiic quy dinh vé viéc st dung thang mdy, thay phien



11.

12.

13.

14.

15.

16.

17.

Strictly observing the regulations of elevator use, asking
students to queue up when using the elevator so as to
educate students about positive attitudes, and civilized-
behaviors, ensuring the safety of students when they
use the elevator.

Guarding the school yard and corridors carefully. When
parents want to contact for information, security staff
guide parents to visit the office. Not letting strangers
enter the school, upstairs without the manager’s
consent so as to ensure the safety of students.

Inspecting and irrigating vegetation in the school yard,
repairing damaged equipment to provide good facilities
for the student.

Checking water quality for students’ consumption. Cap
is essential in delivery to ensure water hygiene.

Being on duty at noon and in the afternoon. Not leaving
for any reasons. Presence is required until the last
student is picked up by the parent. The diary must be
fully recorded and submitted to the managers every day.

Managers have the right to mobilize employees to serve
the school activities.

The school has the right to mobilize and transfer staff
to work at different campuses according to the labor
force.

12.

13.

14.

15.

16.

17.

truc thang mdy. Khi truc thang mdy, nhan vién Bdo vé phdi bdo
qudn thang mdy, nhdc nhé vé huéng dan HS xép hang khi vao thang
mdy dé gido duc HS c6 § thiic, thdi do, hanh vi van minh, lich sw va
c6 van héa khi di thang mdy nhdm ddm bdo su an toan ctia hoc sinh
khi di chuyén thang mdy.

Truee san, truc chot cau thang nghiém tiic, khi phu huynh vao truong
lien hé Bdo vé huong dan phu huynh vio vin phong. Khong dé phu
huynh, nguoi la mdt tw ¥ vao truwong, len lau khi chua thong bdo véi
bdo vé cong va chua c6 su dong § cia Qudn Iy nhdm ddm bdo an
toan cho hoc sinh, dé phong truwomg hop ké xdu gay bat loi cho sw an
toan hoc sinh.

Kiém tra va tuéi cay trong san truong, siea chita nhiing thiet bi huw
héng trong khd ndng ctia minh dé giiip co sé vat chdt van hanh tot
phuc vu cho hoc sinh.

Kiém tra nuéc uong 6 kho nuéc va chuyén nuéc day di vé cho HS
diing. Khi chuyén nuéc binh phdi cé ndp day dé dam bdo vé sinh.

Bdo vé ddm bdo wiec truc trua, trc chiéu nghiem tic, day di va
khong duoc bé chot truc bdt ky I§ do nao. Bdo vé truc chiéu phdi tric
cho dén khi hoc sinh cuéi cing duoc phu huynh dén dén. Khi tryc
phdi ghi chép day du vao s6 nhat ky triec va trinh GDHC hang ngay.

Qudn Iy c6 quyén diéu dong nhan vien lam viec nhdm phuc vy cdc
hoat dong phong trao clia truong.

Nha truong c6 quyén diéu dong, thuyen chuyén nhan vien lam viéc
tai co sé ctia truong theo nhu cdu st dung lao dong tai Truong.
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4. GUIDELINES AND REGULATIONS/ H UONG
DAN VA QUY DINH

4.1. COLLEGE & UNIVERSITY COUNSELOR

1.

The College and University Counselor reports to the Executive
International Program and is responsible for administering all
aspects of the Students High school, College and University
overseas search and admissions process for their continuing
education including the following:

Give information to students and parents about high schools/
colleges/universities, the high schools/colleges/universities
admission requirements, process, procedures, and entrance
examinations; advise and support students and families as
they go through the process; help students and families choose
realistically and wisely.

Organize meetings/career orientation seminars for juniors and
seniors, individually and in groups, to present the university
partners and talk about process and individual college
choices. Meeting with all college admissions representatives
who visit our campuses and facilitating meetings between
college representatives and our students (when approved by
DOET and Ho Chi Minh City People's Committee). The
Counselor also serves as a liaison with College admissions
offices throughout the year.

Coordinating with Managers of the Vietnamese Program and
the International Program to maintain records/information
of the students when necessary.

Sharing information on partner colleges/universities regarding
their guidelines on scholarships, financial aid, and tuition fees.

The Counselor updates the parent through the school’s
newsletter regarding the partners universities and colleges
about entrance examinations dates, universities events, and
financial aid.

Giving advice and disseminating information about the
college application process to the senior class.

Coordinating with the admission office and keeping track
of admission data, statistics, and making a report to the
management team.

Updated with current issues and trends in college/universities
admission, activities and policies.

Essential Functions:

® The School Counselor completes assessments, referrals,
and counseling with students and parents.

® Developing outreach programs and community

partnerships.
e Completing written reports as needed or as requested by
the Principal.
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4.1. NHAN VIEN THAM VAN HUONG NGHIEP

1. Nhan vién c6 vdan bdo cdo v6i Gidm doc hé thong chuong trinh
quoc t& va chiu trdch nhiem vé viec tim hiéu cdc vdn dé lien
quan dén chuyén tiép du hoc ciia hoc sinh va quy trinh nhap
hoc ctia hoc sinh chuyén tiép hoc bac phd thong, bac cao ddng
va dai hoc dé hoc sinh ti¢h tuc con dwomg hoc tap ctia minh,
bao gom nhiing diéu sau:

2. Cung cdp cho hoc sinh va phu huynh thong tin vé cdc truong
trung hoc/dai hoc/ cao ddng; diéu kien tuyén sinh, qud trinh
xét tuyén, thit tuc va nhitng ky thi dau vdo; tw van va hé tro
hoc sinh cung gia dinh trong qud trinh lam thi tuc; hudng
dan hoc sinh va gia dinh dua ra nhitng lua chon thiét thuc
va sdng suot.

3. Té6 chiic cdc buéi gdap mat hay hoi thdo huwéng nghiép cho hoc
sinh bac THPT, theo hinh thiic cd nhan va theo nhom dé gici
thieu cdc doi tdc chuong trinh dai hoc; trinh bay tién trinh va
nhitng lua chon d6i véi tieng truwong. Lam viéc v6i dai dién clia
cdc truomg dai hoc, cao ddng khi ho dén tham truomg va tao
diéu kien d¢ ho gdap mdt hoc sinh ctia truwong (khi dwoc sw cho
phép ctia S6 GDEDT TPHCM theo quy dinh ctia UBND
TPHCM). Nhan vién Cé vdn ciing can phdi déng vai tro nhu
mot cdu ndi véi cdc vdn phong tuyén sinh ciia cdc truong dai
hoc, cao ddng nuéc ngodi trong sudt nam hoc.

4. Phéi hop wvoi cdc Gidm doc chuyén mon Chuong trinh Viet
Nam va Chueong trinh Quaoc t&' dé luon ndm dwoc ho so, thong
tin ctia hoc sinh khi can.

5. Chia sé thong tin lien quan dén hoc bong, hé tro tai chinh va
hoc phi ctia cdc doi tdc dai hoc - cao ddng.

6. Nhan vien Co vdn can cap nhat thong tin dén phu huynh vé
ngay thi tuyén sinh, hé tro tai chinh va cdc sy kien lien quan
ctia cdc truong dai hoc - cao ddng doi tdc.

7. Tu vdn va pho bien thong tin vé quy trinh ddng ky xét tuyén
dén hoc sinh lép 12.

8. Hop tdc véi Phong Tuyén sinh, theo doi thong tin vé dit licu,
50 lieu tuyén sinh ciia cdc truong dai hoc- cao ddng va nop bdo
cdo cho Ban Qudn ly.

9. Cap nhat cdc vdn dé va cdc xu huomg hién tai trong tuyén sinh
dai hoc - cao ddng, cdc hoat dong va chinh sdch ctia cdc trieong
dai hoc - cao ddng trong va ngodi nudc.

Cac chiic ndng chinh:

® (o wdn vien nha truong phdi hoan thanh cdc hoat dong
ddnh gid, giéi thiéu, va co vdn cho sinh vién va phu huynh.

®  Phdt trién cdc chuong trinh tieh can va hop tdc cong dong.

® Vit bdo cdo khi can thiét va khi Hiéu truéng yéu cau.



® Providing career and college entrance information and
assistance to students, teachers, parents.

® Maintaining and organizing, filing and displaying
guidance materials; preparing for use by students and bulletin

boards.

® Planning, organizing, developing and implementing
Open day for studying abroad events.

® DPreparing letters, flyers, mailers and other materials for
information about Career Center services.

® Maintaining bulletins concerning scholarships and
other financial aids available and information concerning
scholarships and assistance.

® DProviding professional development guidance and
information for students in order to help them identify and
realize their career goals through consultation. Providing
counseling for individuals and groups by listening, identifying
problems about career orientation, and discussing solutions to
them.

10. Providing advice on the career needs of society. Educating
students on current job trends and job opportunities locally
and internationally.

11. Cooperating with the school and creating learning programs
to allow students to experience real-life workplace situations.

12. Leading workshops, classes, and presentations that concentrate
on job skills and personal development.

13. Other duties as assigned.

4.2. SCHOOL COUNSELOR
4.2.1. OBJECTIVES

The School Counseling Services program of The Asian
International Schools attempts to reach the following objectives:

1. To assist students in solving difficulties in developing
their personalities, studying abilities and skills, and career
orientations.

2. To assist parents in taking care and educating their children,
finding problems in order to cooperate with the school to seek
solutions.

3. To assist teachers and staff in communicating to students and
getting on with the students, and instantly discovering the
students’ needs and psychological matters that demand the
intervention of the psychotherapist.

4. To assist the school in drawing up educational strategies for
students, collaborative methods with parents in order to build
up their characteristics and prevent undesirable behavior.

4.2.2. ACTIVITIES

The School Counseling Services program of The Asian
International Schools is developed in accordance with the

®  Cung cdp thong tin vé tuyén sinh va hé tro hoc sinh,
gido vien va phu huynh.

®  Duy tri va to chiic, sdp xép va trung bay cdc tai lieu
huéng dan, cung cdp day di thong tin trén cdc bdng thong
bdo.

® Len kéhoach, t6 chiic, phdt trién va thuc hién Ngay hoi
thong tin du hoc.

®  Chudn bi thuw, to roi, buu phdm va cdc tai lieu khdc dé
biét thong tin vé cdc dich vy ctia Trung tam Huéng nghiép.
®  Duy tri cdc thong bdo va s hé tro lien quan dén hoc
bong, hé tro tai chinh.

® Cung cdp su huong ddn va nhiing thong tin vé phdt
trien nghé nghiép cho hoc sinh dé giip cdc em xdc dinh va
hién thuc héa muc tieu nghé nghiep ctia minh thong qua
tw van. Tw vdn cho cdc cd nhan va tap thé bang cdch ldng
nghe, xdc dinh cdc vdn dé vé dinh huéng nghé nghiep va
thdo luan vé cdc gidi phdp cho cdc vdn dé dé.

10. Tuw vdn vé nhu cdau nghé nghiép ciia xa hoi. Gido duc hoc
sinh vé xu huéng cong viéc hién tai va co hoi viec lam, cd &
trong nudc va ngodi nudc.

11. Hop tdc v6i nha truwong va xay dung cdc chuong trinh hoc
tap cho phép hoc sinh trdi nghiém cdc tinh huéng tai noi
lam wviec thuc té.

12. T& chiic hoi thdo, l6p hoc va thuyét trinh tap trung vdo cdc
k§ ndng cong viec va phdt trién cd nhan.

13. Hoan thanh cdc nhiém vu dwoc giao khdc.

4.2. NHAN VIEN THAM VAN TAM LY
4.2.1. MUC TIEU

Chuong trinh tw vdn tam ly hoc dwong ciia Asian School

huwong dén muc dich:

1. Hb tro hoc sinh gidi quyét nhitng khé khdn trong viéc phdt
trién nhan cdch, ndng luc va ky ndng hoc tap, dinh huéng
nghé nghiep.

2. Hb tro phu huynh trong viec quan tam, chdm séc va gido
duc con cdi, phdt hien nhiing khé khdn ctia con va phoi hop
v6i nha truong dé tim cdch gidi quyét.

3. Hbé tro gido vien, nhan vién trong viéc giao tiép va tiep can
v6i hoc sinh, kip thoi phdt hien nhiing nhu cdu va nhiing
vdn dé can sw can thiep ctia chuyén gia tam ly.

4. Ho tro nha truomg trong viéc hoach dinh cdc chién luoc gido
duc toan dien cho hoc sinh, cdch thitc phoi hop v6i phu huynh
trong hoat dong gido duc, cham séc nhdm phdt trién ciing nhue
ngdn ngiea cdc hanh vi ciia hoc sinh trong truong hoc.

4.2.2. HOAT bONG

Hoat dong tw vdan tam Iy hoc duong ciia Asian School dua tréen
nguyén tdc ldng nghe va ton trong, bdo mat thong tin va cung cdp
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fundamentals of listening and respect, confidentiality, and suggesting
instant solutions.

Major activities:

1.

10.

11.

Providing students with psychological counseling suitable for
ages, genders, adolescent health.

Counseling and educating students on life skills, social behavior,
effective learning methods and skills, and career orientations.

Giving support (consultation, treatment) for students who suffer
from learning disabilities, undesirable behavior, emotional
disorders, and mental health problems.

Counseling teachers, staff, and parents in certain special cases.

Cooperating with health staff and provide training for the staff
and students on a wide variety of topics (drug, alcohol, beer, sex
education, depression) that impact students’ learning in school
and their growth.

Helping staff, teachers and students identify and understand
their personal problems, such as communication anxiety or
anger management issues, bullying, disabilities, low self-esteem,
poor academic performance and relationship troubles. Carefully
counseling them to help find appropriate solutions to their
problems.

Serving the entire student population regarding personal or
behavioral issues. The counselor works with the school, teachers
and parents to find out techniques to deal with students’
home and classroom behavior, helps prepare them for future
endeavors, and discusses their progress with the school, parents
and teachers.

The school counselor, together with the school, determines
the needs of students, teachers, and parents for psychosocial
support activities by collecting ideas to plan the activities; and
provides active consultation.

Under the direction of the school, the school counselor makes
an action plan to prevent the problems that teachers, students
and parents are concerned about.

When a student comes to consult with the school counselor,
he/she talks to that student to find out his/her psychological
difficulties and makes a support plan. Exchanged information
between the counselor and the student must be carefully
recorded.

Things need to be considered for psychological intervention:

® Opverall intervention: The school implements overall
There should be appropriate
intervention activities for each age group of students, such as

intervention. preventive
focusing on providing knowledge about physical and mental
changes at puberty for grades 6-7 and organizing seminars and
training on social evils, stimulant use, etc., for grades 8-12.
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gidi phdp kip thoi.

Cac hoat dong chinh

1.

Tuw vdn tam ly lita tudi, gici tinh, sitc khée vi thanh nién

phit hop lita tudi.

Tuw vdn, gido duc kj ndng song, 1ing x1& xa hoi, cdc ky ndng,
phueong phdp hoc tap hieu qud va dinh huéng nghé nghiép.

Hé tro (tham wdn, tri liew) doi véi nhitng hoc sinh gdp khé
khdn vé hoc tap, hanh vi, cdm xiic va cdc van dé vé siic khde
tinh than.

Tuw vdn gido vien, nhan vién va phu huynh hoc sinh vé hé tro
tam ly, hoc tap va hanh vi d6i véi cdc truong hop hoc sinh cé
nhu cau ddc biet, hodc can dwoc tro gitip.

Két hop voi nhan vien y t& tap hudn nhan viengido vién,
hoc sinh vé nhiéu chi dé khdc nhau (thuoc phién, ruou, bia,
gido duc gi6i tinh, trdm cdm) cé dnh hudéng dén hoc tap va
phdt trién ciia hoc sinh.

Gitip nhan wvién, gido vién, hoc sinh xdc dinh va hiéu cdc
vdn dé cd nhan ciia ho, chang han nhu so giao tiép hodc cdc
vdn dé kiém sodt con gian, bi bdt nat, c6 nhu cau hoc tap
ddc biet, long tu trong thdp, két qud hoc tap kém. Tu vdn
cdn than dé giip ho tim ra gidi phdp thich hop cho vdn dé
cd nhan cia ho.

Hbé tro nha truong va phu huynh vé cdc vdn dé lien quan
dén thdi do ctia hoc sinh. Hop tdc véi truomg, gido vién va
phu huynh dé tim ra gidi phdp gido duc hoc sinh 6 nha va
tren l6p. Dong thoi, chuyén vien tham vdn hé tro hoc sinh
cdi thien va thong bdo cho nha truwong, gido viéen , phu huynh
v@ tién trién ctia hoc sinh.

Chuyen vién tham vdn tam Iy cing v6i nha truomg xdc dinh
nhu cau ciia hoc sinh, gido vien va phu huynh hoc sinh doi
061 cdc hoat dong hé tro tw vdn tam 1y xa hoi thong qua viéc
thu thap 5§ kien dé lap ké hoach cho cdc hoat dong tham vén.

Duéi s chi dao cia nha truong, chuyén vien tham vdn tam
Iy len ké hoach hoat dong phong ngiea cdc van dé ma gido
wvién, hoc sinh va phu huynh quan tam.

10. Khi hoc sinh tim dén thi chuyén vien tham vdn tam Iy tro

11.

chuyén, trao doi dé tim ra khé khdn tam Iy ciia hoc sinh va
lap ké hoach hé tro. Nhitng thong tin trao doi phdi luu lai
cdn than.

Nhiing diéu can xem xét khi can thiep tam ly:

® Can thi¢p tong qudt: Can thiep toan truong cho tdt cd
hoc sinh. Can cé6 hoat dong can thiép phong ngia phit hop
v6i tieng do tuoi nhw chii trong cung cdp kien thiic vé thay
d6i co thé va tinh than khi dén tuoi day thi cho khoi 6-7, t6
chiic toa dam, tap hudn cdc té nan xa hoi , st dung chdt

kich thich. cho cdc khoi lon hon 8-12.



10.

11.

® Central intervention: Early intervention for students
who exhibit psychological and behavioral problems through
problem-solving and behavioral and emotional control

skills.

® Deep focus: Deep intervention for students with severe
psychological and behavioral problems. The psychology
counselor should discuss with the school the frequency
of intervention (e.g. 1-2 consultations per week and 10
subsequent consultations). If the counselor does not find
the intervention satisfactory, the counselor reports to the
school and advises parents to contact a specialized health
professional for timely intervention.

e Collaborating with the school to educate all students
about personality, life skills, anger management, etc. to help
students get along well with each other, work together and
keep track of the frequency of consultation.

® Notifying parents of the results of counseling is
necessary because when parents know the psychological
and behavioral difficulties of their children, the parents will
support their children to overcome the difficulties.

. OFFICE STAFF

To always be hospitable and polite; guide students' parents
kindly and enthusiastically;

To always input accurate information;
To comply with student enrollment regulation;
No negative actions class

in examinations, testing,

arrangement;

Do not accept bribes of cash, gifts, or favors from students
or parents; if violations, the staff will be legally responsible
and be dismissed;

Do not make errors on students’ scores, falsifying

student results, causing serious consequences;

Do not make mistakes in professional tasks;

Do not make mistakes in illegal documents;

Do not make mistakes in legal documents;

Do not lose illegal documents;

Do not lose legal documents.

. ACCOUNTING STAFF

To always be hospitable and polite; guide students' parents
kindly and enthusiastically;

To always input accurate information;

10.

11.

®  Can thiep trung tam: Can thiep sém cho nhiing hoc sinh
c6 biéu hien c6 vin dé vé tam Iy va hanh vi thong qua cdc k3
ndng gidi quyet vdn dé, kiém sodt hanh vi, cdm xiic.

® Tap trung sau: Can thiep sau doi véi hoc sinh c6 vdn dé
vé tam Iy va hanh vi miic do ndng thi chuyén vien tham vdn
tam 1y can thdo luan véi nha truong dé dua ra miic do can
thiep (vi du: 1-2 lan tham vdn/tudn va thuc hién lien tuc
10 budi tham vdn). Truong hop chuyén vién tham vdn thdy
khong khd quan thi chuyén vién bdo cdo véi nha truomg va sé
twe vdn phu huynh lien hé véi co sé y té& chuyén nganh dé can
thiep kip thoi.

®  Két hop véi nha truong gido duc toan thé hoc sinh nhan
cdch, kj nang song, kiém sodt con gian, dé giip hoc sinh hoa
ddng, hop tdc véi nhau va can chii § dén matc do thuong xuyeén
ctia hoat dong

®  Thong bdo két qud tw vin cho phu huynh la viec lam can
thiet vi khi phu huynh biét dwoc nhitng khé khdan tam ly va
hanh vi ctia con em ho thi phu huynh dong vién, hé tro con
em vuot qua khé khan.

. NHAN VIEN GIAO VU

Luon luon hiéu khdch va lich sw; huéng dan cha me hoc sinh
vui vé va nhiét tinh;

Luon nhap thong tin chinh xdc;

Tuan thii quy dinh tuyén sinh ciia hoc sinh;

Khong c6 hanh dong tieu cuc trong cdc ky thi, kiém tra, sdp
xep 16p hoc;

Khong chdp nhan hoi 1o tién mdt, qua tdang, hodc an hué tie
hoc sinh hodc phu huynh; néu vi pham, nhan vién sé chiu
trdch nhiem phdp Iy va bi mién nhiem;

Khong dé xdy ra sai sét vé diém s& ctia hoc sinh, lam sai lech
két qud hoc sinh, gay hau qud nghiém trong;

Khong dé xdy ra sai sét trong cdc nhiém vy chuyén mon;

Khong dé xdy ra sai sét trong cdc tai lieu ctia truong;

Khong dé xdy ra sai sét trong cdc vdan bdn quy pham phdp
luat;

Khong lam madt cdc tai lieu ciia truong;

Khong bi mdt tai liew phdp ly.

. NHAN VIEN KE TOAN

Luon luon hiéu khdch va lich su; huéng ddn phy huynh vui
vé va nhigt tinh;

Luon nhap thong tin chinh xdc;
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3. To comply with accounting regulations;
4.  To comply with income/expense and cash balance regulations;

5. To comply with the regulations on check-up of accounting
documents;

6. To comply with the regulations on receipts and tuition debts;

7. To comply with inventory and material import - export
regulations;

8. To comply with the regulations on salary, labor contract, social
insurance, health insurance, accident insurance;

9. To comply with the regulations on accounting books and account
reporting process;

10. To submit accounting reports to Tax Department and authorities
prescribed by the Law;

11. To accomplish accounting tasks. Always store all documents
prescribed by the Law;

12. Be legally responsible for wrongdoing related professional
knowledge;

13. To compensate for damages caused by wrongdoing and
professional knowledge errors;

14. Do not commit mistakes in professional tasks;
15. Do not make mistakes in professional tasks;
16. Do not make mistakes in illegal documents;
17. Do not make mistakes in legal documents;

18. Do not lose illegal documents;

19. Do not lose legal documents.

4.5. IT STAFF

1. Accomplish tasks following the professional requirements of the
school;

2. Be legally responsible for wrongdoing related professional
knowledge;

3. Compensate for damages caused by wrongdoing and professional
knowledge errors;

3 O‘ MANUAL OF OPERATIONS

3. Tuan thi cdc quy dinh ké todn;

4. Tuan thi cdc quy dinh & thu nhap/ chi phi va so duw
tién mdt;

5. Tuan thi cdc quy dinh vé kiém tra chiing tie ke todn;

6. Tuan thi cdc quy dinh & bien lai va cdc khodn no hoc phi;

7. Tuan thi cdc quy dinh vé xudt nhap khdu vat tw va
nguyén lieu;

8. Tuan thi cdc quy dinh vé tién luong, hop dong lao dong,
bdo hiém xa hoi, bdo hiém y té, bdo hiém tai nan;

9. Tuan thi cdc quy dinh vé s6 ké todn va quy trinh bdo cdo
tai khodn;

10. Nop bdo cdo ké todn cho Cuc Thué va cdc co quan chiic
ndng theo quy dinh ctia Phdp luat;

11. Hoan thanh nhiém vy ké todn. Luon luw trit tdt cd cdc tai
lieu theo quy dinh ctia Phdp luat;

12. Chiu trdch nhiem phdp ly vé hanh wi sai trdi lien quan
den kien thiic chuyén mon;

13. Béi thuong thiét hai do 16i sai pham, 16i nghiép vu;

14. Khong dé xdy ra sai sét trong cdc nhiém vy chuyén mon;

15. Khong dé xdy ra sai sét trong cdc nhiém vy chuyén mon;

16. Khong dé xdy ra sai sét trong cdc tai liéu clia truong;

17. Khong dé xdy ra sai sét trong cdc van bdn quy pham phdp
luat;

18. Khong lam mdt cdc tai lieu ctia truong;
19. Khong bi mdt tai liew phdp ly.
4.5. NHAN VIEN IT

1. Hoan thanh cdc nhiém vu theo yéu cau chuyén mon ciia
truong;

2. Chiu trdch nhiém phdp lj vé hanh vi sai trdi lien quan dén
kien thitc chuyén mon;

3. Béi thuong thiet hai do 161 sai pham va 6i kien thitc chuyén
mon;



4. Do not make mistakes in professional tasks;

5. Do not make mistakes in illegal documents;

6. Do not make mistakes in legal documents;

7. Do not lose illegal documents;

8. Do not lose legal documents.

4.6. MEDICAL STAFF

1. Accomplish tasks following the professional requirements of the
school;

2. Be legally responsible for wrongdoing related professional

knowledge;

3. Compensate for damages caused by wrongdoing and professional

knowledge errors;

4. Do not make mistakes in professional tasks;

5. Do not make mistakes in school documents;

6. Do not make mistakes in legal documents;

7. Do not lose school documents;

8. Do not lose legal documents.

4.7. SUBJECT COORDINATOR/SUBJECT LEADER

The Subject Coordinator’s primary purpose is to create and
implement an education plan that is suitable for students. They
make recommendations to teachers regarding ways in which various
subjects are taught in order to enhance learning. The Subject
Coordinators have responsibilities as follows:

1.

Being responsible for the coordination of subjects assigned
throughout the school

Coordinating with other members of the academic team
(teachers and program managers) on matters of curriculum
design, methodology, classroom activities and
planning in the teaching of the subject.

resources,

Reviewing and implementing the curriculum and ensure that all
teachers teaching the subjects are informed about developments
of the curriculum and follows what they have agreed on at the
curriculum development meeting

Being a role model in teaching best practices in the classroom

Report directly to the campus program managers and executive
program managers, whose responsibility is to oversee curriculum
development

4. Khong dé xdy ra sai sét trong cdc nhiém vy chuyén mon;

5. Khong dé xdy ra sai sét trong cdc tai lieu clia truong;

6. Khong dé xdy ra sai sét trong cdc vdn bdn quy pham phdp luat;
7. Khong lam mdt cdc tai lieu ciia truong;

8. Khong dé¢ madt tai lieu phdp ly.

4.6. NHAN VIEN Y TE

1. Hoan thanh cdc nhiem vy theo yéu cau chuyén mon ciia truong;

2. Chiu trdch nhiem phdp ly vé hanh vi sai trdi lien quan dén
kién thitc chuyén mon;

3. Boi thuong thiet hai do 16i sai pham wva 16i kien thiic chuyen

mon;

4. Khong dé xdy ra sai sét trong cdc nhiém vy chuyén mon;

5. Khong dé xdy ra sai sét trong cdc tai lieu clia truong;

6. Khong dé xdy ra sai sét trong cdc vdn bdn quy pham phdp luat;
7. Khong lam mdt cdc tai lieu ciia truong;

8. Khong dé¢ mat tai liew phdp ly

4.7. TO TRUONG BO MON

Muc dich chinh ctia t6 truéng bo mon la thiet ké va thuc hién
ké hoach gidng day phit hop v6i hoc sinh. T6 truéng bo mon dua
ra khuyén nghi cho gido viéen vé nhiing cdch gidng day cdc mon
hoc khdc nhau dé ting cuong viéc hoc tap. To truéng bo mon c6
trdch nhiem:

1. Chiu trdch nhiem diéu phoi mon hoc duoc giao trong toan

truong

2. Phéi hop véi cdc thanh vien khdc cia doi ngit gido vu (gido
vien va qudn Iy chuyén mon) vé cdc van dé lien quan dén
thiét k& chuong trinh gidng day, ngudn luc, phuong phdp,
hoat dong lop hoc va lap ké hoach gidng day mon hoc.

3. Rasodt va trién khai chuong trinh gidng day, ddm bdo rdng
tdt cd gido vien bo mon déu duoc thong bdo vé nhitng dicu
chinh, cdi tien vé chuong trinh gidng day da thong nhdt
trong cdc cudc hop chuyén mon.

4. Lap ra hinh mau vé cdc phuong phdp gidng day hay nhadt.

5. Bdo cdo truc tiép cho qudn lj chuyén mon cdp co sé va
he thong, nguoi chiu trdach nhigm gidm sdt viec phdt trién
chueong trinh gidng day
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10.

4.8.

Assisting the program managers in presenting information about
their subject to newly hired teachers

Ensure that resources for the teaching of their area curriculum,
syllabus are kept and maintained

Support their colleagues in their classroom activities.

Develop modules/ experiment manuals and other teaching
resources

Review annually the scheme of work (syllabus, unit mapping,
curriculum mapping, modules) and teachers’ and students
activities” of their subject area.

CURRICULUM DELIVERY

4.8.1. VIETNAMESE PROGRAM CURRICULUM

1.

Follow the regulation of the Ministry of Education and Training
of Vietnam.

Implementing the General Educational Program 2018 for grades
6, 7, 10 and the General Educational Program 2006 for grades
8, 9, 11 and 12 by the Ministry of Education and Training of
Vietnam.

The Principal organizes the operational plan for each subject
to ensure the duration specified in the program and arranges
teaching in each semester in a reasonable and scientific manner.

The academic team organizes discussions, makes and agrees on
the teaching plan for each grade level according to the guidance of
the implementation of the academic year's tasks by the Principal.

Subject teachers base themselves on the teaching plan of the
subject team that has been approved by the Principal to develop
an individual educational plan and lesson plans for each specific
content in the curriculum.

Before the school year starts, teachers meet to discuss, build and
agree on the teaching plan of the subject team.

Methods and forms of teaching each specific content will be
agreed upon by the team before teaching and organized to draw
lessons after teaching twice a month.

Teaching materials including textbooks, teacher's books,
reference books, etc. and teaching aids for subjects are provided

at the school's library and equipment room.

4.8.2. INTERNATIONAL PROGRAM CURRICULUM

1.
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1. The documents available to teachers and other individuals
involved in its implementation are: syllabus, curriculum
mapping, unit mapping and lesson guide and other instructional
materials.
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10.

4.8.

Hé tro qudn Iy chuyén mon trong viéc trinh bay thong tin
vé mon hoc cho cdc gido vien méi duoc tuyén dung

Bdm bdo chuong trinh gidng day va gido trinh ciia gido
vien duoc dwy tri va luw trie

Hé tro dong nghiép trong cdc hoat dong trén lép clia ho.

Phdt trién cdc tai lieu huéng dan va tai lieu gidng day khdc

Xem xét ké"hoach cong viec hang ndam (gido trinh, thiét lap
chueong trinh gidng day, hoc phdn) va hoat dong cia gido
vién va hoc sinh.

PHAN PHOI CHUONG TRINH

4.8.1. PHAN PHOI CHUONG TRINH VIET NAM

1.

Theo quy dinh cia Bo Gido Duc va Dao tao Viet Nam

Thuc hien Chuong trinh gido duc phé thong 2018 doi véi
lop 6, lop 7 va lop 10; Chuong trinh gido duc pho thong
2006 doi vai lop 8, lop 9, lop 11 va lop 12 cia Bo Gido

duc va Dao tao.

Hiéu truéng t6 chitc xay dung ké hoach thuc hién chuong
trinh ctia tieng mon hoc bdo ddm thoi luong quy dinh trong
chuong trinh va bo tri day hoc trong méi hoc ki mot cdch

hop 1y, khoa hoc.

T6 chuyen mon t6 chiic thdo luan, xay dung, thong nhat ké
hoach day hoc ctia t6 bo mon theo tieng khoi l6p theo huéng
ddan thuc hien nhiém vu ndm hoc ciia Hiéu truéng.

Gido vien bo mon cdn cit ke hoach day hoc ctia t6 bo mon
da dwoc Hieu trucng ky duyet xay dung ké hoach gido duc
ctia cd nhan gido vien va k& hoach bai day cho tiing noi
dung cy thé cia chuong trinh.

Gido vién hop t6 truée khi vao nam hoc dé thdo luan, xay
dung, thong nhdt ké hoach day hoc ciia t6 bo mon.

Phuong phdp, hinh thiic t6 chiic gidng day tieng noi dung
cu thé sé duoc to, nhom hop thong nhdt truéc khi gidng day
va duoc to chaic mit kinh nghiem sau khi day 2 lan/ thdng.

Tai lieu gidng day bao gom sdch gido khoa, sdch gido vién,
sdch tham khdova cdc thiét bi day hoc cdc bo mon duoc
cung cdp tai thie vien va phong thiét bi ctia nha triong

4.8.2. PHAN PHOI CHUONG TRINH QUOC TE

1.

1. Bon tai lieu c6 sdn cho gido vién va cdc cd nhan lien
quan la: phan phoi chuong trinh, ké hoach gidng day bo
mon, ké hoach gidng day chi tiét, huéng ddn gidng day va
cdc tai lieu gidng day khdc.



The curriculum applies to all levels and its contents are detailed
in the documents researched, developed, and revised by the
academic team.

Subject teachers gather before the school year begins and go
through the revised documents in their subject group. meetings

Teachers write their teaching plans based on the four mentioned
documents.

The standard resources are provided by the school.

Teacher’s area of specialization as well as experience are
considered when assigning the subject to be taught to help
improve students' learning performance.

The curriculum guides the teachers in planning their mode of
instruction.

Teaching materials needed for curriculum implementation are
provided by the school.

Any clarifications and questions about the curriculum should
be addressed initially to the subject coordinators, then to the
program managers.

. ACADEMIC COUNCIL

The Academic Council is established to counsel the Principal
for:

® Developing schemes, development strategies for the school.

® Targets, training programs, long-term plans, annual plans
for the development of education and training of the school.

® Professional and expert training for teachers and staff.

Members of the council have the rights to offer suggestions on
the plans and work of the council.

The council consists of the Principal, Vice principals, program
managers, and represented teachers.

® The council is established under the decision of the
Principal and run by the Principal. The terms of the council
and the Principal are the same.

® The departments or divisions, teachers and staff must be
informed about the decisions of the council.

4.10. STUDENTS

1.

Take responsibility for learning following the curriculum and
syllabus of school.

Respect parents, teachers, staff in school and the elderly, unite,
support others in study, practice, and follow school’s regulation
and national law.

Do sport and maintain personal hygiene.

2. Chuong trinh gidng day dp dung cho tdt cd cdc cdp va noi
dung ctia né duoc trinh bay chi tiét trong cdc tai lieu duoc t6
chuyen mon nghién ciiu, phdt trién va siea doi.

3. Gido vien bo mon hop t6 bo mon truéc khi nam hoc méi bdt
daw va thdo luan chi tiet tai lieu sau khi dwoc sita doi.

4. Gido vien soan gido dn dua trén bon tai lieu duoc dé cap.
5. Nha truong sé cung cdp tai lieu chudn cho gido viéen

6. Nha truong chi dinh cong viéc cho gido vién dya trén chuyén
mon va kinh nghiém nhdm cdi thién hiéu sudt hoc tap cia
hoc sinh

7. Chuong trinh gidng day huong dan gido vien thiét lap
phuong thiic gidng day ctia ho.

8. Tai lieu gidng day can thiét cho viéc thuc hién chuong trinh
gidng day duwoc cung cdp béi nha truong.

9. Bdt cit thong tin chi tiét va thdc mdc nao vé chuong trinh
nén duoc giei dén t6 truong bo mon va sau dé la qudn ly
chuyén mon.

. HOI PONG KHOA HOC & PAO TAO

1. Hoi ddong khoa hoc la t6 chitc tw vdn cho Hiéu trudng vé:

®  Xaydung quy hoach, chién luoc phdt trién nha truong.
®  Muyc tiéu, chuong trinh ddo tao, ké'hoach dai han va k&
hoach hang ndam phdt trién gido duc - dao tao ctia truong.

®  Dao tao, boi duwomg doi ngii gido vien, cdn bo, nhan vien.

2. Cdc thanh vien Hoi dong khoa hoc ciia truomg duoc quyén
kién nghi vé ké hoach va noi dung cong viéc ctia Hoi dong.

3. Hoi déng khoa hoc ctia truong gdm: Hiéu trudéng, cdc Pho
Hieu truéng, Gidm déc chuong trinh, gido vién.
®  Hoiddng khoa hoc dwoc thanh lap theo quyét dinh ciia
Hieu truémg va do Hiéu truéng lam Chii tich. Nhiem ky ciia
Hoi dong khoa hoc theo nhiem k3 ciia Hiéu trudng.
® Cdc quyét dinh ciia Hoi dong khoa hoc phdi duwoc
thong bdo téi cdc phong ban va gido vien - nhan vién trong
truong.

4.10. HOC SINH

1. Thuc hien nhiém vy hoc tap, rén luyén theo chuong trinh, ké
hoach gido duc ciia nha truong.

2. Kinh trong cha me, thay gido, co gido, cdn bs, nhan vién ciia
nha truong va nhitng nguoi lom tudi; doan ket, giup do lan
nhau trong hoc tap, rén luyén; thuc hien diéu le, noi quy nha
truong; chdp hanh phdp luat ctia Nha nudéc.

3. Ren luyen than thé, giit gin vé sinh cd nhan.
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4. Participate in activities held by class and school, help parents
with housework and take part in community service such as
protecting the environment, following traffic laws, charity
work, and community services.

5. DProtect the property of the school and other community
properties, maintain and improve the tradition of the school.

4.10.1. STUDENT ASSESSMENT

1. Informal school based assessment such as homework checks,
questioning, discussions, etc. take place on a daily basis.

2. Regular tests include quizzes, written tests are under one
class hour; practice tests may be shorter.

4.10.1.1. FOR INTERNATIONAL PROGRAM

® IPS students spend 20 to 40 minutes on written tests for
each subject. AHS formal tests include a written examination
of 45 minutes. This takes place around October and December
for semester I, March and May for semester II.

® Subjects evaluated by comments in the School Reports
and by grades in the School Records

e Grading system:
A: High Distinction: 10 - 9 (Excellent)
8.9 - 8 (Good)

7.9 - 6.5 (Fair)

B: Distinction:
C: Pass with Merit:
D: Pass: 6.4 - 5 (Average)
F: Fail: 4.9 - 0 (Fail)

Semester I: The average of Class performance (40%),
Mid-term test (30%) and Final test (30%)

Semester II: The average of Class performance (40%),
Mid-term test (30%) and Final test (30%)

® Achievement Criterion:
GOOD: Average score from 8.0 to 8.9
EXCELLENT: Average score of at least 9.0

4.10.1.2. FOR VIETNAMESE PROGRAM

® Formative and summative assessments of primary
students’ achievements in subjects, educational activities
and competence development are prescribed by Circular
27/2020/TT-BGDDT on September 04, 2020, Circular
22/2016/TT-BGDDT on September 22, 2016 and Circular
30/2014/TT-BGDDT on August 28, 2014.

o Middle and high school education includes the regular
and periodical assessment of learning contents and practice
of subjects, and educational activities as required to achieve
in the General Educational Program. Subjects are assessed
by grades, by comments, or by comments combined with
grades. The assessment is based on guiding documents:
Circular 26/2020/TT-BGDDT dated August 26, 2020
applicable to grades of the General Educational Program
under Decision 16/2006/QD-BGDDT of the Ministry of
Education and Training; Circular 22/2021/TT-BGDDT
dated July 20, 2021 applicable to grades of the General
Educational Program 2018.
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4. Tham gia cdc hoat dong tap thé ciia truong, ciia lép, giip do gia
dinh va tham gia cdc cong tdc xa hoi nhu hoat dong bdo vé moi
truong, thuc hién trat tw an todan giao thong, thien nguyén va
phuc vu cong dong.

5. Giit gin, bdo ve tai sdn ctia nha truong, noi cong cong; gép phan
xay dung, bdo vé va phdt huy truyén thong ctia nha truong.

4.10.1. PANH GIA HOC SINH

1. Ddnh gid khong chinh thitc nhu kiém tra bai tap vé nha, ddt cau
héi, thdo luan, vv dién ra hang ngay.

2. Cdc bai kiem tra thuong xuyén bao gom cdc cau do, cdc bai thi
viét dudi mot gior hoc; kiém tra thuc hanh cé thé ngdn hon.

4.10.1.1. PANH GIA CUA CHUONG TRINH QUOC TE
®  Cdc bai kiém tra dinh ky ciia bac tiéu hoc IPS c6 thoi gian
tie 20-40 phait/mon, bac trung hoc AHS la 45 phiit/mon. Cdc
bai kiém tra dién ra vao khodng thang Muoi va thang Muoi Hai
(Hoc ky I), thang Ba va thang Nam (Hoc ky II).
® Cdc mon hoc duoc ddnh gid bing nhan xét trong Hoc ba
chuong trinh Quoc t& va bing diém so trong Bdng diém chuong
trinh Quoc té.
® He¢ thong diém
A. Hoan thanh xudt sdc: 10-9 (xudt sdc)
B. Hoan thanh tot: 8.9 - 8 (giéi)
C. Hoan thanh: 7.9 - 6.5 (khd)
D. Qua mon: 6.4 - 5 (trung binh)
E. Truot: 4.9 - 0 (truot)
Hoc ky I: diém trung binh gom Hoat dong trén l6p (40%),
bai giita ky (30%) va bai cudi ky (30%)
Hoc ky II: diém trung binh Hoat dong trén lop (40%), bai
gitta ky (30%) va bai cuoi ky (30%)
®  Tieu chidat:
GIOL: Diém trung binh tie 8.0 dén 8.9
XUAT SAC: Diém trung binh it nhdt 9.0

4.10.1.2. PANH GIA CUA CHUONG TRINH VIET NAM

® Doi wéi bac tiéu hoc bao gom ddnh gid thuong xuyén va
dinh ky vé noi dung hoc tap cdc mon hoc, hoat dong gido duc va
st hinh thanh, phdt trién phdm chdt, ndng luc theo Thong tu
27/2020/TT-BGDDT ngay 04/9/2020, Thong te 22/2016/
TT-BGDDT ngay 22/9/2016 va Thong tw 30/2014/TT-
BGDDT ngay 28/8/2014.

®  Doi véi bac trung hoc bao gom ddnh gid thuong xuyén va dinh
ky vé noi dung hoc tap va rén luyén cdc mon hoc, hoat dong gido
duc theo yéu cau can dat duoc quy dinh trong chuong trinh Gido
duc phé thong. Cdc mon hoc duoc ddnh gid bing diém so, bing
nhan xét hodc ddnh gid bing nhan xét két hop véi ddnh gid bing
diém so. Viec ddnh gid dua trén cdc vin bdn huéng dan: Thong tu
26/2020/TT-BGDDT ngay 26 thdng 8 nam 2020 dp dung doi
v6i cdc khoi l6p hoc chuong trinh Gido duc pho thong theo Quyét
dinh 16/2006/QD-BGDDT ciia Bo Gido duc va Dao tao; Thong
tw 22/2021/TT-BGDDT ngay 20/7/2021 dp dung doi véi cdc
khai lop hoc chuong trinh Gido duc pho thong 2018.



® Formal school based assessment takes place on a regular
and periodic basis and will be based on the requirements to
be achieved which are prescribed in the General Educational
Program and demonstrated in the evaluation and testing plan of
the school and academic team.

®  Use different regular assessment methods: oral tests, fifteen-
minute tests, project-based exercises, presentations, and learning
outputs like projects, group work, mind maps, feedback paper,
models, experiments, periodic exams.

® Periodic examinations for grades 6-12 will take place in the
middle of semester I, at the end of semester I, in the middle of
semester II and at the end of semester II.

® The results of the assessment of student learning and
conduct are used to consider: Promoted to a higher grade,
re-evaluated during the summer vacation, not promoted to a
higher grade; Training during the summer vacation; Examining
and re-evaluating subjects during summer vacation; Rewarding
students.

4.10.2. STUDENT ADMISSION

The school is consistent with its goal of achieving excellence in
international education, giving opportunities to potential students
as demonstrated in their submitted admission requirements. The
school strives to offer proper education for students.

ADMISSION POLICY STATEMENT

® The Asian International School offers students primary to high
school level in both Vietnamese and English languages. The school
accepts applications from all over the world by those who are eager
to be adapted to Viethamese and international education.

® Guided by the Mission of The Asian International School, students
are involved in both Vietnamese and International programs that
will help them achieve their goals, develop their full potential, and
become knowledgeable in both languages, inspiring them to build the
foundation on becoming successful and responsible global citizens.
The Asian International Schools creates a diverse and challenging
academic community for all students aged 6 -17. Admission to The
Asian International School is open to all applicants regardless of
their religion, physical ability, race, sexual orientation, and national
or ethnic origin. Their admissions are determined by the School
Admission Board based on the requirements mandated by the school
and Vietnam Ministry of Education and Training.

THE ADMISSION PROCEDURES

Students must comply with the following procedures and
requirements before enrolling the Asian International School:

4.10.2.1. FOR FULL-TIME STUDENTS (FOR STUDENTS
STUDYING 2 PROGRAMS)

CANDIDATE 1: students meet the admission requirements

@ Step 1: Parents submit students’ school reports and transcripts
(notarized copy). Parents are advised by admissions counselors
on all necessary matters to attend the school.

® Step 2: Exam students’ competency based on school report
and transcript: All students with good grades and good conduct
are eligible to apply.

®  Ddnh gid chinh thiic dién ra thuong xuyén va dinh
ky va sé dua trén cdc yew cau can dat dwoc quy dinh trong
chuong trinh Gido duc phd thong, thé hien trong K& hoach
kiém tra ddanh gid ciia nha truong va ciia T6 bo mon.

® Ddnh gid thuong xuyén hoc sinh duéi nhiéu hinh
thitc: Kiém tra bang hinh thiic vdn ddp, kiém tra viet dwoi
45 phait, bai tap dw dn, thuyét trinh, sdn phdm hoc tap
nhuw: du dn, bai tap lam viec nhom, so do tw duy, bai thu
hoach, mé hinh, bai thuc hanh thi nghiem, ddnh gid qud
trinh....

®  Cdc ky kiem tra dinh ky lop 6-12 sé dién ra vao giita
hoc ky I, cuoi hoc ky 1, gitia hoc ky 11, cudi hoc ky II .

® K&t qud ddnh gid vé hoc tap va rén luyen cia hoc
sinh dwoc stz dung dé xét: Puoc len l6p, ddnh gid lai trong
ky nghi he, khong duwoc len lop; Ren luyen trong ky nghi he;
Kiém tra, ddnh gid lai cdc mon hoc trong ky nghi he; Khen
thuéng doi véi hoc sinh.

4.10.2. TUYEN SINH

Nha truong kien dinh véi muc tieu dat duoc sy xudt sdc trong
gido duc quoc té, tao co hoi cho hoc sinh tiém ndang khi ddp ving
dwoc yeu cau nhap hoc. Truong né luc cung cdp nén gido duc

phit hop cho hoc sinh.

CHINH SACH TUYEN SINH

® Truong Qudc t& A Chau gidng day hoc sinh béng tigng Vit
va tieng Anh tie cdp tidu hoc dén cdp trung hoc. Nha truong
tuyén sinh tdt cd hoc sinh tit khddp noi trén thé gisi.

® Duoc dinh huong béi St menh cia Truomg Quoc t& A Chau,
hoc sinh theo hoc cd hai chuong trinh Viet Nam va Quéc t&
dé dat dwoc muc tieu, phdt trién hét tiém ndng va hiéu biet vé
cd hai ngon ngit, givip cdc em thanh cong trong viéc tré thanh
nhitng cong dan toan cau. Truomg Quoc t&¢ A Chaw tao ra mot
cong dong hoc thuat da dang véi nhiéu thie thdch cho tdt cd hoc
sinh trong lita tudi tie 6 —17. Truomg Quéc t& A Chau khong
phan biét ton gido, khd ndng thé chdt, chiing toc, xu huwémg tinh
duc va ngudn goc quoc gia hodc dan toc khi tuyén sinh. Viec
tuyén sinh duwoc xdc dinh béi Hoi dong tuyén sinh ciia truong
dua trén cdc yeu cau bdt budc cia nha truwong va Bo Gido duc
va Pao tao Viet Nam.

QUY TRINH TUYEN SINH

Hoc sinh phdi tudn thit cdc thit tuc va yéu cdu sau day
truoc khi nhap hoc vao Truong Quoc t¢ A Chau:

4.10.2.1. POI VOI HOC SINH CHINH THUC (DANH
CHO HOC SINH HOC PAY PU CA 2 CHUONG
TRINH)

POI TUONG 1: HS dap ving ddy dii cdc diéu kien xét tuyén
® Buoc 1: Phu huynh Nop so lien lac, phieu diém hodc
Hoc ba ciia hoc sinh (bdn sao cé cong chitng). PH duoc
nhan vién tw van tuyén sinh tw vdn vé tdt cd nhitng vdn dé
can thiét khi muon theo hoc tai truong.
® Buoc 2: Kiém tra ndang luc hoc tap dua vao ho so: Tdt
cd hoc sinh dat hoc luc Khd va hanh kiém Tot déu dwoc
tham gia xét tuyén ngay.
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® Step 3: Parents are instructed to follow the registration
procedure.

® Step 4: Parents pay admission fee as follows:
Primary school: 1.100.000/a student
Secondary school: 1.500.000/a student

High school: 1.900.000/a student

® Step 5: Parents and students are deeply advised by
Vietnamese and International Program Managers on the
curriculum and activities of the school. Through the meeting,
the school wishes to understand the aspirations of parents
and students. Since then the school makes plans for students
to integrate and learn in the new environment.

® Step 6: Review the admission applications

The admission board including the Principal, Assistant to
CEOQO, Executive Directors of Vietnamese and International
Program and Campus Managers of Vietnamese and
International Program will review the students’ admission
applications based on their academic competence, English
proficiency and ability to meet learning requirements of the
school. The policy of reviewing the admission application is

fair for all students regardless of race, politics, religion, gender.

® Step 7: Announcement of admission result (within 3
working days)

There will be two cases:

- The school approves the admission application; The school
will make a direct telephone call to parents and invite them
to complete the admission process, and then allow students
to take an English test.

- The school does not approve the admission application;
The school will notify the results directly to parents. Students
will not be allowed to take the next steps.

® Step 8: Successful candidates will take a placement test of
the International Program.

® Step 9: Parents submit an official enrollment application
(School report of Vietnamese program, documents related to
previous schools) and pay the tuition fee according to the
invitation letter of the school and enroll their children in an
appointed class.

® Buoc 3: Phy huynh duoc huong ddn thi tuc ddang ky cho
hoc sinh.

® Buoc 4: PH tien hanh déng lé phi xét tuyén theo miic sau:
Khai Tiéu hoc: 1.100.000/1 hoc sinh
Khoi THCS: 1.500.000/1 hoc sinh
Khei THPT: 1.900.000/1 hoc sinh

® Buoc 5: PH va HS sé gap go Gidm doc chuong trinh Viét
Nam va Gidm doc chuong trinh Quac ¢ dé duoc tw vdn chuyén

sau vé chuong trinh hoc va cdc hoat dong clia nha truomg dong
thoi dé truong hiéu 16 hon vé nguyén vong, mong muodn cia phuy
huynh va hoc sinh. Tie d6 c6 ké hoach cho hoc sinh hoa nhap,
hoc tap trong moi truomg mdi.

® Buoc 6: Xét duyét ho so

Hoi dong tuyén sinh gom: Hieu truéng, TL CEO, gidm doc
tuyén sinh, gidm doc he thong chuong trinh Viéet Nam, gidm
doc heé thong chuong trinh quéc té, gidm doc co sé chuong trinh
Viet Nam, gidm doc co sé chuong trinh quoc t& sé tien hanh
xem xét that cdn than hd so xét tuyén ciia hoc sinh dua trén
ndng luc hoc tap, trinh do tieng Anh, khd ndng ddp ving tot
nhdt ciia hoc sinh khi hoc tap tai truong. Chinh sdch xét duyet
hé so binh ddng cho tdt cd hoc sinh khong phan biet chiing toc,
chinh tri, ton gido, giéi tinh.

® Buoc 7: Thong bdo két qud tuyén sinh (trong vong 3 ngay
lam wviec)

Sé c6 2 truong hop xdy ra:

- Truong dong ¥ nhan hoc; Truong sé tién hanh thong bdo truec
tiep bang dien thoai dén PH va moi PH lam thi tuc nhap hoc,
tien hanh cho hoc sinh kiém tra trinh do tieng Anh.

- Truong khong dong § nhan hoc khi xem xét tdt cd cdc vdn dé
lien quan dén hoc sinh, truong sé thong bdo truc tiep két qud
nay dén PH. HS khong duoc truong dong § nhan hoc sé khong
dwoc lam cdc budc tiep theo.

® Buoc 8: Sau khi duoc nha truong dong ¥ nhan hoc, hoc sinh
sé lam bai kiém tra dé xép lop Chuong trinh quoc t& phiv hop
theo trinh do, dua vao Khung diém thi xép lép.

® Buoc 9: PH nop hé so nhap hoc chinh thitc (Hoc ba chuong
trinh Viet Nam, cdc gidy to lien quan dén qud trinh hoc tai
truong cii) va dong hoc phi theo thu moi ciia truwong va tien
hanh nhap hoc theo l6p duoc nha truong thong bdo.

CANDIDATE 2: Students have not met the admission

requirements yet.

POI TUONG 2: HS chua ddp ring ddy dii cdc diéu kien xét tuyén.

Case 1: Students only meet the standard of conduct

® Step 1: Parents submit students’ school reports and
transcripts (notarized copy). Parents are advised by admissions
counselors on all necessary matters to attend the school.

® Step 2: The school evaluate students’ academic competence
based on:

- Grades in Math, Literature, and English in the Vietnamese
Program must be 6.0 or above.

- Comments on students’ academic ability from the previous
school and class teachers in students’ school records must be
positive.

® Step 3: The school's professional directors will meet
parents and students to further assess students:

- Students’ determination and effort in their studies at their
previous school

3 6 ‘ MANUAL OF OPERATIONS

Truong hop 1: Hoc sinh chi dat Hanh kiém ma chua dat hoc luc.
® Buoc 1: Phu huynh Nop s lien lac, phiéu diém hodc Hoc
ba ciia hoc sinh (bdn sao c6 cong chiing). PH duwoc nhan vién

tie vin tuyén sinh tw vdn vé tdt cd nhitng vdin dé can thiét khi
muon theo hoc tai trueong.

® Buoc 2: Truomg sé xem xét, ddng gid ndng luc cia hoc sinh
duea vao:

- Diém cdc mon Todn, Vin, tieng Anh chuong trinh Viet Nam
phdi dat tix 6.0 tré len.

- Nhan xét vé ndng luc hoc tap ctia nha trwomg va gido vien chit
nhiém trong hd so hoc sinh phdi tich cuc.

® Buoc 3: Gidm doc chuyén mon cia truong sé gdp go phu
huynh va hoc sinh dé ddanh gid them vé hoc sinh:

- Sw quyét tam, co gdng va nd luc ciia hoc sinh trong qud trinh
hoc tai truomg cii.



- Students’ advantages and disadvantages in their studies
- The level of support and coordination of parents in

hypothetical situations about teaching methods of the
school.

- Necessary notes which parents wish to convey to the school
and vice versa

After the above steps, if the professional directors agree to
enroll students, parents will take the next steps.

® Step 4: Parents are instructed to follow the registration
procedure
® Step 5: Parents pay admission fee as follows:

- Primary school: 1.100.000 VND/a student

- Secondary school: 1.500.000 VND/a student

- High school: 1.900.000 VND/a student
® Step 6: Review the admission applications
The admission board including the Principal, Assistant to
CEQ, Executive Directors of Vietnamese and International
Program and Campus Managers of Vietnamese and
International Program will review the students’ admission
applications based on their academic competence, English
proficiency and ability to meet learning requirements of the
school. The policy of reviewing the admission application
is fair for all students regardless of race, politics, religion,
gender.

® Step 7: Announcement of admission result (within 3
working days)

There will be two cases:

- The school approves the admission application; The school
will make a direct telephone call to parents and invite them
to complete the admission process, and then allow students
to take an English test.

- The school does not approve the admission application;
The school will notify the results directly to parents. Students
will not be allowed to take the next steps.

® Step 8: Successful candidates will take a placement test of
the International Program. Parents are instructed to make
a commitment to students’ learning and supporting them
when they are admitted to the school.

® Step 9: Parents submit an official enrollment application
(School report of Vietnamese program, documents related
to previous schools) and pay the tuition fee according to the
invitation letter of the school and enroll their children in an
appointed class.

Case 2: Students only meet the academic requirements

® Step 1: Parents submit students’ school reports and
transcripts (notarized copy). Parents are advised by admissions
counselors on all necessary matters to attend the school.

® Step 2: The school evaluate students’ conduct based on:

- Comments on students’ conduct from the previous school
and class teachers in students’ school records

- Level of violation at the previous schools.

@ Step 3: The school's academic managers will meet parents
and students to further assess students:

- Students’ determination and effort in their studies at their
previous school

- Nhiing wu diém va han ché ciia hoc sinh trong qud trinh hoc tap.

- Muitc do hé tro va phoi hop ciia gia dinh trong cdc tinh huong
gid dinh vé phuong phdp gido duc ctia truomg véi hoc sinh.

- Nhitng luu § cdn c6 ma gia dinh danh cho nha truong va nha
truong danh cho phu huynh.

Sau cdc bude trén néu gidm doc chuyén mon ddng § cho hoc sinh
tham gia xét tuyén, PH sé tien hanh budc tiép theo.

® Buoc 4: Phu huynh duoc huéng dén thi tuc dang ky cho hoc

sinh.

® Buoc 5: PH tien hanh déng lé phi xét tuyén theo miic sau:
- Khai Tiéu hoc: 1.100.000 VND/1 hoc sinh
- Khei THCS: 1.500.000 VNB/1 hoc sinh
- Kheoi THPT: 1.900.000 VND/1 hoc sinh

® Buoc 6: Xét duyet ho so

Hoi dong tuyén sinh gom: Hieu truéng, TL CEQO, gidm doc
tuyén sinh, gidm doc he thong chuong trinh Viet Nam, gidm
doc heé thong chuong trinh quoc té, gidm doc co sé chuong trinh
Viet Nam, gidm doc co sé chuong trinh quéc té'sé tien hanh xem
xét that cdn than hd so xét tuyén ciia hoc sinh dua trén ndng
luc hoc tap, trinh do tieng Anh, khd ndng ddp ving tot nhdt ciia
hoc sinh khi hoc tap tai truong. Chinh sdch xét duyét hd so binh
ddng cho tdt cd hoc sinh khong phan biét chiing toc, chinh tri,
ton gido, gidi tinh.

® Buoc 7: Thong bdo két qud tuyén sinh (trong vong 3 ngay lam
viéc)

Sé c6 2 truong hop xdy ra:

- Truong dong ¥ nhan hoc: Truong sé tién hanh thong bdo truc
tieh bang dien thoai dén PH va moi PH lam thit tuc nhap hoc,
dong thoi tien hanh cho hoc sinh kiém tra trinh do tieng Anh.

- Truomg khong dong ¥ nhan hoc: khi xem xét tdt cd cdc vdn dé
lien quan dén hoc sinh, truong sé thong bdo tryc tiép ket qud nay
dén PH. HS khong duoc truong dong ¥ nhan hoc sé khong duwoc
lam cdc budc tiep theo.

® Buoc 8: Sau khi duoc nha truong dong § nhan hoc, hoc sinh
sé lam bai kiém tra dé xép lop chuong trinh Quoc t& phit hop
theo trinh do. Huéng dan Phu huynh cam két hoc tap va hé tro
hoc sinh khi hoc sinh duoc nhan vdo truong.

® Buoc 9: PH nop ho so nhap hoc chinh thiic (Hoc ba chuong

trinh Viéet Nam, cdc gidy to lien quan dén qud trinh hoc tai

triong cii) va dong hoc phi theo thue moi ciia truomg va tien hanh
nhap hoc theo l6p duoc nha truwong thong bdo.

Truong hop 2: Hoc sinh chi dat Hoc luc ma chwa dat Hanh kiém.

® Buoc 1: Phu huynh nop sé lien lac, phieu diém hodc Hoc ba
ctia hoc sinh (bdn sao c6 cong chitng). PH duwoc nhan vien tw

vdn tuyén sinh tw vdn vé tdt cd nhitng vin dé can thiét khi muon
theo hoc tai trieong.

® Bueoc 2: Truong sé xem xét, dang gid Hanh kiém cia hoc
sinh dua vao:

+ Nhan xét vé qud trinh rén luyén ctia nha truong va gido vien
chti nhiem truong cii trong hd so hoc sinh.

+ Muic do vé nhitng vdn dé vi pham ctia hoc sinh tai truong cii.

® Buoc 3: Gidm doc chuyén mon cia truomg sé gdp go phu

huynh va hoc sinh dé ddanh gid them vé hoc sinh:

- Sw quyet tam, c6 gdng va né luc khdc phuc nhitng 16i vi pham
ctia hoc sinh khi duoc nhan vao truong.
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- Students’ advantages and disadvantages in their studies

- Allow students to present their previous violation and
their desires when changing the environment.

- The level of support and coordination of parents in
hypothetical situations about teaching methods of the
school.

- Necessary notes which parents wish to convey to the
school and vice versa

- After the above steps, if the professional directors agree to
enroll students, parents will take the next steps.

® Step 4: Parents are instructed to follow the registration
procedure.

® Step 5: Parents pay admission fee as follows:
- Primary school: 1.100.000/ a student

- Secondary school: 1.500.000/a student

- High school: 1.900.000/a student

® Step 6: Review the admission applications

The admission board including the Principal, Assistant
to CEO, Admission Manager, Executive Managers of
Vietnamese and International Program and Campus
Managers of Vietnamese and International Program will
review the students’ admission applications based on their
academic competence, English proficiency and ability to
meet learning requirements of the school. The policy of
reviewing the admission application is fair for all students
regardless of race, politics, religion, gender.

® Step 7: Announcement of admission result (within 3
working days)

There will be two cases:

- The school approves the admission application; The
school will make a direct telephone call to parents and
invite them to complete the admission process, and then
allow students to take an English test. Parents fill out a
form of conduct commitment and support their children
when admitted into the school.

- The school does not approve the admission application;
The school will notify the results directly to parents.
Students will not be allowed to take the next steps.

® Step 8: Successful candidates will take a placement test of
the International Program.

® Step 9: Parents submit an official enrollment application
(School report of Vietnamese program, documents related
to previous schools) and pay the tuition fee according to the
invitation letter of the school and enroll their children in
an appointed class.

- Nhitng uu diém va han ché ciia hoc sinh trong qud trinh sinh
hoat tai truong cii.

- Nghe hoc sinh trinh bay vé nhitng vi pham ciia minh va mong
muon cua hoc sinh khi thay déi moi truong.

- Muic d6 hé tro va phoi hop ciia gia dinh trong cdc tinh huong gid
dinh vé phuong phdp gido duc ctia truwong véi hoc sinh.

- Nhitng luu § can c6 ma gia dinh danh cho nha truong va nha
truong danh cho phu huynh.

- Sau cdc budc trén néu gidm doc chuyen mon dong ¥ cho hoc sinh
tham gia xét tuyén, PH sé tieén hanh budc tiép theo.

® Buoc 4: Phy huynh dwoc huéng ddn thit tuc ddang ky cho hoc

sinh.

® Buoc 5: PH tién hanh déng lé phi xét tuyén theo miic sau:
Khéi Tiéu hoc: 1.100.000/1 hoc sinh
Kheoi THCS: 1.500.00/1 hoc sinh
Khoi THPT: 1.900.000/1 hoc sinh

® Buoc 6: Xét duyét ho so

Hoi dong tuyén sinh gdm: Hieu truong, TL CEQ, gidm doc tuyén
sinh, gidm doc hé thong chuong trinh Viet Nam, gidm doc hé
thong chuong trinh quéc t&, gidm doc co sé chuong trinh Viet
Nam, gidm doc co sé chuong trinh quoc té sé tién hanh xem xét
that cdn than hé so xét tuyén ctia hoc sinh dua trén ndng luc hoc
tap, trinh do tieng Anh, khd ndng ddp 1ing tot nhdt ctia hoc sinh
khi hoc tap tai truong. Chinh sdch xét duyét ho so binh ddng cho
tdt cd hoc sinh khong phan biét chiing toc, chinh tri, ton gido,
gidi tinh.

® Buoc 7: Thong bdo két qud tuyén sinh (trong vong 3 ngay lam
viéc)

Sé c6 2 truong hop xdy ra:

- Truong dong ¥ nhan hoc; Truong sé tien hanh thong bdo truc tiep
bang dien thoai dén PH ma moi PH lam thii tuc nhap hoc, tien
hanh cho hoc sinh kiém tra trinh do tieng Anh. Huong dan Phu
huynh cam két hanh kiém va hé tro hoc sinh khi hoc sinh duoc
nhan vao truong.

- Truong khong dong ¥ nhan hoc khi xem xét tdt cd cdc van dé lien
quan dén hoc sinh, truong sé thong bdo truc tiép két qud nay dén
PH. HS khong duoc truwong dong § nhan hoc sé khong duoc lam
cdc budc tiep theo.

® Buoc 8: Sau khi dwoc nha truong dong § nhan hoc, hoc sinh
sé lam bai kiém tra dé xép lop chuong trinh Quaoc t& phit hop theo
trinh do.

® Buoc 9: PH nop ho so nhap hoc chinh thitc (Hoc ba chuong

trinh Viet Nam, cdc gidy to lien quan dén qud trinh hoc tai

truong cit) va dong hoc phi theo thu moi ciia truong va tién hanh
nhap hoc theo l6p dwoc nha truong thong bdo.

4.10.2.2. FOR OBSERVING STUDENTS (FOR | 4.10.2.2. POI VOI HOC SINH DU THINH (DANH CHO
STUDENTS STUDYING THE INTERNATIONAL | HOC SINH CHI HOC CHUONG TRINH QUOC TE)
PROGRAM ONLY)

® Step 1: Parents submit academic results with consular
legalization of the previous school years with the notarized
translation. Parents are advised by admissions counselors
on all necessary matters to attend the school.

® Step 2: Parents pay the admission fee as regulated.

® Step 3: Parents and students are deeply advised by
Executive Directors of the International Program on the
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® Buwoc 1: PH nop két qud hoc tap c6 hop phdp héa lanh sw ciia
cdc nam hoc truéc dé kém bdn dich thuat cong chiing. PH duoc
nhan vién tw vdn tuyén sinh tu vdn vé tdt cd nhiing van dé can
thiet khi muon theo hoc tai truong.

® Buoc 2: PH tién hanh dong lé phi xét tuyén theo quy dinh.

® Buoc 3: PH va HS sé gap go Gidm doc chuong trinh Quéc t&
dé dwoc tw van chuyén sau vé chuong trinh hoc va cdc hoat dong
ctia nha truomg dong thoi dé truong hiéu r6 hon vé nguyén vong,



curriculum and activities of the school. Through the meeting,
the school wishes to understand the aspirations of parents
and students. The school will announce admission result
within 3 days.

® Step 4: Successful candidates will take a placement test of
the International Program.

® Step 5: Parents submit an official enrollment application
(all documents must have notarized translation) and pay the
tuition fee according to the invitation letter of the school.

4.10.2.3. FOR STUDENTS TRANSFERRING TO
VIETNAM FROM ABROAD

According to the regulations of the Department of Education and
Training (Document 2904 dated on August 17, 2022 by the Ho
Chi Minh city Department of Education and Training), for all
students transferring to VN from abroad:

Case 1: If parents and students wish to continue studying
Vietnamese Program, follow these steps:

® Step 1: Parents prepare records and submit them to the
school including:

- Application form

- School report, academic results from the previous grades,
diplomas or graduation certificates showing required
academic progress.

- True copy of student’s birth certificate, inclusive of students
born overseas.

- Certificate of your residence

® Step 2: Students are re-examined subjects in the
Vietnamese Program appropriately:

- Middle School: Math, Literature, English of the Vietnamese
Program, History, Geography and Chemistry (Grade 8 & 9)

- High School: Math, Literature, English of the Vietnamese
Program, History, Geography and Chemistry

® Step 3: If test scores of the above subjects are at least
5, the school board will complete students’ applications
according to the guidance of the Department of Education
and Training, submit admission results to the Department of
Education and Training for approval and allow parents and
students complete the admission procedure.

If test scores of one of the above subjects are below 5, the
school board will complete students’ applications according
to the guidance of the Department of Education and officially
inform parents and students that they will miss the entry test.

Case 2: If parents and students only wish to study the
International Program at the school, then follow Section II in
the admission procedure for the observing students.

mong muon ctia phu huynh va hoc sinh. Trong vong 3 ngay
truong sé bdo keét qud cho PH.

® Buoc 4: Sau khi duoc nha truong dong ¥ nhan hoc, hoc
sinh sé lam bai kiém tra dé xép l6p chuong trinh Quoc t& phi
hop theo trinh do.

® Buoc 5: PH nop hod so nhap hoc chinh thiic (tdt cd ho so
phdi dich thuat cong chiing day dii) va déng hoc phi theo thu
moi ciia truong.

4.10.2.3. DQI VOI HOC SINH TU NUOC NGOAI
CHUYEN VE VIET NAM.

Theo quy dinh ctia Sé gido duc (CV 2904 ngay 17 thdng 8 nam
2022 cia SGD), doi wéi tdt cd hoc sinh tit nuéc ngodi chuyén vé:

Truong hop 1: Néu PH va HS c6 mong muon hoc tiép chuong
trinh gido duc Viét Nam thi thuec hién theo cdc buoc sau:

® Buoc 1: Phu huynh chudn bi cdc hé sonép cho nha truong

gom

- DBon xin nhap hoc,

- Hoc ba, két qud hoc tap cdc lép hoc trude dé, cdc van bing
hodc chiing chi tot nghiep thé hien qud trinh hoc tap theo quy
dinh.

- Bdn sao gidy khai sinh, ké cd hoc sinh duoc sinh ra é nwoc
ngoai.

- Gidy xdc nhan noi cu trii.

® Buoc 2: Truong tien hanh cho kiém tra lai trinh do cdc
mon trong chuong trinh gido duc Viét Nam phii hop:

- Khoi THCS: Kiém tra Todn, Vin, Anh vin chuong trinh
Viet Nam, Lich s, Dia ly, Héa hoc (Khoi 8, 9)

- Khoi THPT: Kiém tra Todn, Vin, Anh vdn chuong trinh
Viet Nam, Lich s, Dia ly, Héa hoc.

® Buoc 3: Néu cdc mon kiém tra déu dat tie 5 diém tré len.
BGH tién hanh thuc hien hoan thién hé so theo huéng ddn
ctia S6 gido duc, trinh Sé gido duc phe duyét két qud ddnh gid,

dong thoi cho hoc sinh va PH hoan thién cdc thii tuc xét tuyén
va nhap hoc tai truomg.

Néu diém cdc mon kiém tra cé bdt ky mon nao dusi 5. BGH
tién hanh thyc hién hoan thién hé so theo huong dan ciia Sé
gido duc va thong bdo két qud khong dat dén cho hoc sinh va
PH, déng thoi c6 thong bdo chinh thitc khi khong di co sé
nhan hoc sinh vao hoc.

Trwong hop 2: Néu PH va HS chi c6 mong muon hoc chuong
trinh Quéc té tai truong thi thuc hién quy trinh tuyén sinh
muc II doi voi hoc sinh du thinh.

MANUAL OF OPERATIONS ‘ 3 9



STANDARDIZED PROFICIENCY TEST OF ENGLISH/ KHUNG PANH GIA TRINH PO TIENG ANH XEP LOP

GRADE PROFICIENCY ENGLISH SKILLS MATH/SCIENCE/SOCIAL
LEVEL STUDIES
STARTERS
1-5 MOVERS READING AND WRITING | LISTENING
FLYERS
6 STARTER READING | GRAMMAR+ | LISTENING
WRITING
7 ELEMENTARY READING | WRITING + LISTENING | MATH SCIENCE HISTORY
GRAMMAR
8 PRE- READING | WRITING + LISTENING | MATH SCIENCE HISTORY
INTERMEDIATE GRAMMAR
9 INTERMEDIATE | READING [ WRITING + LISTENING | MATH SCIENCE HISTORY
GRAMMAR
10 UPPER- READING | WRITING + LISTENING | MATH SCIENCE GEOGRAPHY
INTERMEDIATE LITERATURE
11 TOEFL BEGINNER [ READING | WRITING + LISTENING | MATH SCIENCE GEOGRAPHY
LITERATURE
12 TOEFL TOEFL ITP
INTERMEDIATE

SUBJECTS/SKILLS

RANGE OF GPA REQUIRED

TESTING LEVEL 1 LEVEL BELOW 2 LEVELS BELOW
ENGLISH SKILLS GPA>=5.0 4.5=<GPA<5.0 GPA<4.5

(TOEFL ITP>=400) (TOEFL ITP<=350) (TOEFL ITP<=300)
MATH, SCIENCE AND SOCIAL EACH SUBJECT >=5.0 | 3.5=<EACH SUBJECT <5.0 [ EACH SUBJECT <3.5
STUDIES

4.10.3. STUDENT CONDUCT

4.10.3.1. FOR GENERAL EDUCATIONAL PROGRAM
2006

1.

4.10
1.

40

Assessment of students' conduct is based on the specific
expression of behavior and attitudes, manners toward teachers,
social relationships and sense to strive in learning

Conduct is classified into four categories: Good, Rather good,
Medium, Weak after each semester and the school year.

.3.2. FOR GENERAL EDUCATIONAL PROGRAM 2018

Assessment of students’ conduct is based on the requirements
to be achieved in terms of key qualities and general
competencies at levels appropriate to the subjects and
grades specified in the overall academic program including
all subjects and the requirements to be achieved in terms of
specific competencies specified in the Subject Program in the
General Educational Program.

Conduct in each semester and the entire academic year is
assessed at one of the four levels: Good, Rather Good, Pass,

4.10.3. HANH KIEM HOC SINH

4.10.3.1. CHUONG TRINH GIAO DUC PHO THONG
2006

1. Ddnh gid hanh kiém ciia hoc sinh dua trén biéu hién cu thé
vé hanh vi va thdi do, cdch cu xit d6i véi gido vien, cdc moi
quan he xa hoi va §y thikc phdn ddu trong hoc tap.

2. Hanh kiém duoc xép loai thanh bon loai: Tot, Khd, Trung
binh, Yéu sau méi hoc ky va nam hoc.

4.10.3.2. CHUONG TRINH GIAO DUC PHO THONG
2018

1. Ddnh gid két qud rén luyén ciia hoc sinh cdn cit vdo yéu cau
can dat vé phdm chdt chii yeu va ndng luc chung theo cdc
miic do phit hop v6i mon hoc, cdp hoc quy dinh trong Chuong
trinh tong thé va yéu cau can dat vé ndng luc ddc thiv quy
dinh trong Chuong trinh mon hoc trong Chuong trinh gido
duc pho thong.

2. Két qud rén luyéen ctia hoc sinh trong tieng hoc ky va cd ndam
hoc dwoc ddnh gid theo 01 (mot) trong 04 (bon) mutc: Tot,

Failing.
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2.1. Good
a. For General Educational Program 2006:

@ Strictly follow school rules and the laws, regulations on
social order and safety, traffic safety; actively participate
in the fight against negative acts, crime and social evil
prevention;

® Always respect teachers and elders; love and help the young;
have a community awareness, and be loved by their peers;

® Actively practice moral qualities, follow a healthy, simple
and modest lifestyle; care for the family;

e To fully fulfill the study tasks, develop the sense of
honesty in life and study;

® To actively train the body, practice personal hygiene and
protect the environment;

® To participate fully in educational activities and activities
organized by schools;

@ Having proper attitudes and behaviors in moral education
and lifestyle according to the content of citizen education.

b. For General Educational Program 2018: Well satisfying
the quality requirements specified in the General Educational
Program and having many outstanding manifestations.

2.2. Rather good
a. For General Educational Program 2006: Comply with
the provisions of Clause 1 of this Article but not yet reach

the level of Good; timely adapt after teachers and friends
feedback.

b. For General Educational Program 2018: Meeting the
quality requirements specified in the General Educational
Program and has outstanding performances but have not
yet reached the Good level.

2.3. Medium and Pass
a. For General Educational Program 2006: Medium

- There are some shortcomings in the implementation of
the provisions of Clause 1 of this Article, but the level is not
serious; After being reminded and educated, students have
absorbed, but the progress is slow.

b. For General Educational Program 2018: Pass

- Meeting the quality requirements specified in the General
Educational Program.

2.4. Weak and Failing
a. For General Educational Program 2006: Weak

® Do not reach the level of Medium or have one of the
following defects:

® Have committed serious or repeated violations in the
implementation of the provisions of Clause 1 of this Article,
be educated but have not yet complied;

® Insult, offend human dignity and physically violate the
teachers, school staff, other students or other people;

@ Fraud in study and examinations;

2.1. Logi tot:

a. Chuong trinh gido duc phd thong 2006::

® Thuc hién nghiem tiic noi quy nha truong; chdp hanh tot luat
phdp, quy dinh vé trat tw, an toan xa hoi, an toan giao thong;
tich cuc tham gia ddu tranh véi cdc hanh dong tieu cuc, phong
chong toi pham, té nan xa hoi;

® Luon kinh trong thdy gido, cé gido, nguoi lén tudi; thuong yeu
va ginp do cdc em nhé tudi; cé ¥ thitc xay dung tap thé, doan ket,
dwoc cdc ban tin yeu;

® Tich cuc rén luyén phdm chdt dao diic, c6 167 song lanh manh,
gidn di, khiem ton; cham lo ginup dé gia dinh;

® Hoan thanh ddy dii nhiém vy hoc tap, cé § thitc vieon lén,
trung thuc trong cudc song, trong hoc tap;

® Tich cuc rén luyén than thé, git gin vé sinh va bdo vé méi truong;
® Tham gia ddy du cdc hoat dong gido duc, cdc hoat dong do
nha truong t6 chiic;

® C6 thdi do va hanh vi diing ddn trong viéc rén luyen dao diic,
161 song theo noi dung mon Gido duc cong dan.

b. Pdp tng tot yeu cdu can dat vé phdm chdt dwoc quy dinh
trong Chuong trinh gido duc phd thong va cé nhiéu bicu hién
noi bat.

2.2. Loai khad

a. Chuong trinh gido duc pho thong 2006: Thuc hién duoc
nhitng quy dinh tai Khodn 1 Diéu nay nhung chua dat dén muic
do ctia loai tot; con cé thicu sét nhung kip thoi siia chita sau khi
thay gido, co gido va cdc ban gép ¥.

b. Chuong gido duc phd thong 2018: Ddp ving yéu cau can dat
vé phdm chdt dwoc quy dinh trong Chuong trinh gido duc phé
thong va cé bidu hién nai bat nhung chua dat dwoc miic Tot.

2.3. Trung binh va Dat
a. Chuong gido duc pho thong 2006: Loai Trung binh

- C6 mot s6 khuyet diém trong viéc thuc hién cdc quy dinh tai
Khodn 1 Diéu nay nhung mitc do chua nghiem trong; sau khi
dwoc nhdc nhé, gido duc da ti¢p thu, stta chita nhung tién bo
con cham.

b. Chuong gido duc phé thong 2018: Dat
- Ddp 1ing yeu cau can dat vé phdm chdt duoc quy dinh trong
Chuong trinh gido duc pho thong.

2.4. Yéu va Chuea dat

a. Chuong trinh gido duc phé thong 2006: Loai yéu:

® Chua dat tieu chudn xép loai trung binh hodc cé6 mot trong
cdc khuyet diém sau day:

® C6 sai pham véi tinh chdt nghiem trong hodc ldap lai nhiéu lan
trong viec thuc hien quy dinh tai Khodn 1 Diéu nay, dwoc gido
duc nhung chua sia chita;

® V6 ¢, xiic pham nhan phdm, danh duw, xam pham than thé
ctia gido vien, nhan vién nha truong; xiic pham danh dw, nhan
phdm ctia ban hodc ctia nguoi khdc;

® Gian lan trong hoc tap, kiém tra, thi;

MANUAL OF OPERATIONS ‘ 41



@ Fight or disturb public order and security in school or societies;
violate the traffic safety; damage public property and property
of other people.

b. For General Educational Program 2018: Failing

- Not meeting the requirements for quality specified in the
General Educational Program.

4.11. STUDENTS WITH SPECIAL LEARNING NEEDS

1. Students with specific learning needs but meet the requirements of
the school are evaluated, using the regulations for normal students
but with consideration to requirements for learning outcomes.

2. Students with specific learning needs who are unable to meet
the requirements of the school are evaluated based on their
efforts and progress.

3. The following instructional strategies are among those observed
for accomodation:

4.11.1. ADMISSION POLICY FOR STUDENTS WITH
SPECIAL LEARNING NEEDS

4.11.1.1. PURPOSES

The purposes of the admission procedures of students with special
learning needs are to:
® Minimize physical, psychological, and physiological barriers
for students with special learning needs and ensure that
prospective students with special learning needs will probably
have equal opportunities for admissions to the school to those
of prospective students without disabilities.

® Provide a modern learning environment to ensure equal
opportunity and participation for all students.

® Provide an environment free from discrimination where
students with special learning needs are appropriately supported
and encouraged to improve themselves.

® Promote and foster an environment for positive and unprejudiced
attitudes towards students with special learning needs.

4.11.1.2. ADMISSION POLICY STATEMENTS FOR
STUDENTS WITH SPECIAL LEARNING NEEDS

The school is committed to:

® Providing an appropriate environment to enable students
with special learning needs to participate in extracurricular
activities so that they can realize their potential for physical,
social, emotional and intellectual development through full
participation at the school.

e Granting access to all facilities as well as physical and mental
health services offered to students without discrimination. The
school must upgrade them in order to provide the best services.

® Effectively informing and reminding all staff and students on a
regular basis of their rights and responsibilities for maintaining a safe
environment free from harassment and victimization. Complaints
about discrimination and harassment are treated seriously.

e Often consulting with students with special learning needs
thereby making reasonable adjustments that may be required to
facilitate their access to programs and courses on the same basis
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® Ddnh nhau, gay voi trat tw, tri an trong nha truong hodc
ngoai xa hoi; vi pham an toan giao thong; gay thiét hai tai
sdn cong, tai sdn ciia nguoi khdc.

b. Chuong gido duc pho thong 2018: Chua dat

Chua ddp ving dwoc yéu cau can dat vé phdm chdt dwoc quy
dinh trong Chuong trinh gido duc phé thong.

4.11. HOC SINH CO NHU CAU HOC TAP PAC BIET

1.

Hoc sinh c6 nhu cau ddc biet nhung ddp 1ing cdc yeu cau ciia
truomg duoc ddnh gid dua trén cdc quy dinh cho hoc sinh binh
thuong nhung sé xem xét cdc yéu cdu doi véi ket qud hoc tap.

Hoc sinh c6 nhu cdu ddc biet khong thé ddp ving cdc yéu cau
ctia truong duoc ddnh gid dya trén nhitng né luc va tien bo
ctia ho.

Cdc chién lugc gidng day sau day dwoc xem xét:

4.11.1. CHINH SACH TUYEN SINH HOC SINH CO
NHU CAU HOC TAP PAC BIET

4.11.1.1. MUC PICH

Muc dich ciia chinh sdch tuyén sinh hoc sinh c6 nhu cau hoc
ddc biet:

® Gitip hoc sinh cé van dé vé siic khée vieot qua nhitng kho
khdn vé thé chdt, tam ly, sinh Iy va ddm bdo nhitng hoc sinh
nay cé6 thé duoc tuyén sinh cong bing nhu nhitng hoc sinh
khée manh khdc.

® Cung cdp cho tdt cd hoc sinh co hoi nhwe nhau dé dwoc hoc
tap ¢ moi truong hien dai.

® Cung cdp cho hoc sinh c6 nhu cau hoc tap ddc biet moi
truong hoc tap ndang dong; khuyén khich, gitip hoc sinh phdt
trién va khong c6 ki thi.

® Phdt trién va nuoi duong moi truomg hoc tap tich cuc, cé
hiéu biét va ton trong nhiing hoc sinh c6 nhu cdu hoc tap
ddc biet.

4.11.1.2. TUYEN BO CHINH SACH TUYEN SINH
DANH CHO HOC SINH CO NHU CAU HOC TAP
DAC BIET

Nha truong cam két:

® Cung cdp moi truomg thich hop cho hoc sinh ¢6 nhu cau
hoc tap dc biet tham gia vao cdc hoat dong ngoai khéa dé cdc
em phdt trién tiém ndng thé chdt, xa hoi, tinh cdm va tri tué.

® Hoc sinh c6 quyén loi nhwe nhau khi st dung tdt cd cdc co sé
wvat chdt, cdc dich vu cham séc siic khée thé chdt va tinh than
nha truong cung cdp. Nha truong nang cdp cdc trang thiét bi
va dich vu d€ hoc sinh c6 thé hoc tap va sinh hoat thodi mdi.

® Tdt cd nhan vien va hoc sinh ctia truong dwoc thong bdo
va luon duwoc nhdc nhé vé quyén va trdch nhiém ciia minh
trong viec duy tri moi truong an todn, khong cé nguoc dai,
phan biet. Cdc khiéu nai vé phan biét, bao hanh phdi duoc
xi¢ Ij nghiem.

® Thuong xuyén tiep xiic véi hoc sinh c6 nhu cdu hoc tap
ddc biet dé kip thoi diéu chinh vé chuong trinh hoc dé girip
cdc em hoc tap nhu nhitng hoc sinh khdc. Gido vién thuc



as those for normal students. Teachers implement adjustments
to enable students with special learning needs to engage their
education in a supportive learning environment.

e Curricula, teaching materials, program delivery, learning
activities and assessments should be adapted for the needs of
the students with disabilities.

® Granting students with special learning needs an
opportunity to demonstrate their knowledge and skills, and
their understanding as others without disabilities.

4.11.1.3. PROCEDURES

- Primary school IPS undertakes the screening of students with
special needs and advises students with psychological problems
requiring treatment or certain physical disabilities to attend another
program or school that is appropriate for them, which the Asian
International School has not yet met for this age group.

- To be admitted to The Asian International School, students with
special learning needs must pass the following admissions procedures:

® Step 1: Students’ parents submit the required admission
application materials, including school report and transcripts
(notarized), and appropriate medical documentation. The
School may request additional information about the students’
special learning needs if required for assessment purposes.
Parents are advised by admissions counselors on all necessary
information.

All information provided in the admissions procedures must
be recorded carefully.

® Step 2: Examine the students’ competency based on
school report, transcript, medical documentation, and other
documents. All students with good grades, good conduct and
good health are eligible to apply.

® Step 3: Parents are instructed to follow the registration
procedures.

® Step 4: Parents pay an admission fee as follows:
- Primary school: 1.100.000/ a student
- Secondary school: 1.500.000/a student

- High school: 1.900.000/a student

® Step 5: Parents and students are adequately advised by both
Vietnamese Program Managers and International Program
Managers on the curriculum and activities of the School.
Through these meetings, the School wishes to understand
the aspirations of parents and students. Moreover, the School
managers will further assess students about additional aspects
as follows:

- Students’ determination and effort in their studies at their
previous schools

- Students’ strengths and weaknesses in their studies together
with their academic, emotional and behavioral abilities in the
previous school, and the intelligence and emotion test.

- The level of support and coordination of parents

- Necessary notes which parents wish to give to the school and

vice versa

Based on the information discussed, the School helps students
get accepted to and learn in the new environment.

After the above-mentioned steps, if the managers agree to have
students enrolled, parents will take the following steps.

hien diéu chinh d¢ hoc sinh c6 nhu cau hoc tap ddc biet hoc
trong moi truong cé hé tro.

® Chuong trinh hoc, tai lieu gidng day, hoat dong hoc tap,
phuong thitc ddnh gid can phdi diéu chinh cho phit hop véi
ndng luc ciia hoc sinh.

® Tao co hoi cho cdc em hoc sinh c6 van dé vé sitc khée thé
chdt va tinh than thé hien kien thiic, k§ ndng, va hiéu bict
ctia minh nhu nhitng hoc sinh binh thuong khdc.

4.11.1.3. QUY TRINH TUYEN SINH
- Bac Tiéu hoc IPS thuc hién budc sang loc hoc sinh c6 nhu cau ddc
biet va tw wdn hoc sinh hoc chuong trinh hodc truong khdc phit hop
061 tré c6 wdn dé vé tam ly can diéu tri hodc mot s6 khuyeét tat vé the
chat ma Truwomg Quoc t& A Chau chua ddp ving duoc doi twong nay.
- Déi véi Bac Trung hoc AHS, dé duoc nhap hoc tai Truwong Quoc
t& A Chau, hoc sinh c6 nhu cau hoc tap ddac biet phdi dat duwoc tdt
cd cdc yéeu cau tuyén sinh ciia Truong nhu sau:
® Buoc 1: Phu huynh nop s6 lien lac, phicu diém hodc hoc
ba ciia hoc sinh (bdn sao cé cong chiing), hd so benh dn phi
hop va truong yeu cau PH cung cdp thém thong tin vé su cé
vdn dé vé siic khée thé chdt va tinh than ciia hoc sinh (néu
can thiet) dé nha truong ddnh gid. PH duwoc nhan vién tw
vdn tuyén sinh tw van & tdt cd nhitng thong tin can thiét khi
muon theo hoc tai truong.
Truwong phdi luu lai tdt cd nhitng thong tin duoc cung cdp
trong qud trinh tuyén sinh.
® Buoc 2: Kiém tra két qud hoc tap, ho so benh dn va nhiing
hé so khdc c6 lien quan. Tdt cd hoc sinh dat hoc luc Khd
va hanh kiém Tot, siic khée cho phép déu duoc tham gia xét
tuyén ngay.

® Buoc 3: Phu huynh duoc huong dan thii tuc dang ky cho
hoc sinh.
® Buoc 4: PH tién hanh déng lé phi xét tuyén theo miic sau:
Khoi Tiéu hoc: 1.100.000/1 hoc sinh
Kheoi THCS: 1.500.000/1 hoc sinh
Khoi THPT: 1.900.000/1 hoc sinh
® Buoc 5: PH va HS sé gap go Gidm ddc chuong trinh Viet
Nam va Gidm doc chuwong trinh Quoc ¢ d& duoc tw vdn
chuyén sau vé chuong trinh hoc va cdc hoat dong ciia nha
truong dong thoi dé truong hiéu 16 hon vé nguyén vong, mong
muon ciia phu huynh va hoc sinh. Ngodi ra, Ban gidm doc
nha truomg sé ddnh gid them hoc sinh vé:
- Sw quyeét tam, co gdng va nd luc ciia hoc sinh trong qud trinh
hoc tai truomg cii.
- Nhitng uu diém va han ché, khd ndng hoc tap, hanh vi, thdi
do ciia hoc sinh trong qud trinh hoc tap thong qua nhan xét
ctia gido vien truong cii va thong qua bai phéng vdn ddnh gid
tri tué va cdm xiic cia hoc sinh.
- Muic do hé tro va phoi hop clia gia dinh.
- Nhitng luw ¥ can c6 ma gia dinh danh cho nha truong va
nha truong danh cho phu huynh.
Twe nhitng thong tin duoc trao doi, nha truong sé c6 hanh
dong gitip cho hoc sinh hoa nhap, hoc tap trong moi truong
moi.
Sau cdc budc trén néu Gidm doc chuyén mon dong ¥ cho hoc
sinh tham gia xét tuyén, PH sé tién hanh budc tiép theo.
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® Step 6: Review the admission applications

The Admission Board that comprises the Principal,
Assistant to CEO, Executive Managers of Vietnamese
and International Programs and Campus Managers of
Vietnamese and International Programs will review the
students’ admission applications based on their academic
competence, English proficiency, and their health and
ability to meet learning requirements of the school. The
policy of reviewing the admission applications is fair for all
students regardless of race, politics, religion, and gender.
@ Step 7: Announcement of admission application results
(within 3 working days).

There will be two cases:

- The school approves the admission application; The
school will make a direct telephone call to parents and

invite them to complete the admission procedures, and
then allow students to take an English test.

- The school does not approve the admission application;
The school will directly notify parents of the results.
Students will not be allowed to take the continuing steps.

® Step 8: Successful candidates will take a placement test

for the International Program.

® Buoc 6: Xét duyet ho so

Hoi dong tuyén sinh gom: Hiéu truong, TL CEO, gidm doc tuyén
sinh, gidm doc he thong chuong trinh Viet Nam, gidm doc he thong
chuong trinh quoc té, gidm doc co sé chuong trinh Viet Nam, gidm
doc co sé chuong trinh quoc té'sé tien hanh xem xét that cdn than ho
50 x6t tuyén ciia hoc sinh dua trén ndang luc hoc tap, trinh do tieng
Anbh, tinh trang siic khée, khd ndang ddp ing tot nhdt ciia hoc sinh
khi hoc tap tai truong. Chinh sdch xét duyét hé so binh ddng cho tdt
cd hoc sinh khong phan biét chiing toc, chinh tri, ton gido, giéi tinh.
® Buoc 7: Thong bdo két qud tuyén sinh (trong vong 3 ngay lam
viec).

Sé c6 2 truong hop xdy ra:

- Truomg dong ¥ nhan hoc; Truong sé tien hanh thong bdo truc tiép
bing dien thoai dén PH va moi PH lam thit tuc nhap hoc, tién
hanh cho hoc sinh kiém tra trinh do tiehg Anh.

- Truomg khong dong § nhan hoc khi xem xét tdt cd cdc vdn dé lien
quan dén hoc sinh, truong sé thong bdo truc tieh két qud nay dén
PH. HS khong duoc truomg dong § nhan hoc sé khong duoc lam cdc
budc tiép theo.

® Buoc 8: Sau khi dwoc nha truong dong ¥ nhan hoc, hoc sinh
sé lam bai kiém tra dé sdp xép lop Chuong trinh Quoc t& phir hop
theo trinh do.

STANDARDIZED PROFICIENCY TEST OF ENGLISH/ KHUNG PANH GIA TRINH PO TIENG ANH XEP LOP

GRADE PROFICIENCY ENGLISH SKILLS MATH/SCIENCE/SOCIAL
LEVEL STUDIES
1-5 STARTERS READING AND WRITING | LISTENING
MOVERS
FLYERS
6 STARTER READING | GRAMMAR+ | LISTENING
WRITING
7 ELEMENTARY READING [ WRITING + LISTENING | MATH SCIENCE HISTORY
GRAMMAR
8 PRE- READING | WRITING + LISTENING | MATH [ SCIENCE HISTORY
INTERMEDIATE GRAMMAR
9 INTERMEDIATE | READING | WRITING + LISTENING | MATH [ SCIENCE HISTORY
GRAMMAR
10 UPPER- READING | WRITING + LISTENING | MATH SCIENCE GEOGRAPHY
INTERMEDIATE LITERATURE
11 TOEFL BEGINNER [ READING | WRITING + LISTENING | MATH SCIENCE GEOGRAPHY
LITERATURE
12 TOEFL TOEFL ITP
INTERMEDIATE
RANGE OF GPA REQUIRED
SUBJECTS/SKILLS
TESTING LEVEL 1 LEVEL BELOW 2 LEVELS
BELOW
ENGLISH SKILLS GPA>=5.0 4.5=<GPA<5.0 GPA<4.5
(TOEFL ITP>=400) (TOEFL ITP<=350) (TOEFL ITP<=300)
MATH, SCIENCE AND SOCIAL STUDIES | EACH SUBJECT >=5.0 | 3.5 =<EACH SUBJECT < EACH SUBJECT <3.5
5.0
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® Step 9: Parents submit official enrollment applications (i.e.,
school reports from Vietnamese programs, documents related
to previous schools, etc.) and pay the tuition fees according to
the invitation letter of the school and enroll their children in
the appointed classes.

4.12. INSTRUCTIONAL STRATEGIES

The following instructional strategies are considered:

1.

Simplify questions.

Give clear, specific written directions.

Use demonstrations and practical examples to reinforce
theoretical concepts.

Introduce a variety of study strategies that will reinforce
important concepts.

Introduce key concepts and vocabulary at the beginning of
new units of study.

Provide reading lists ahead of time.

Allow time to review and clarify concepts presented in class,
and to answer questions before students start an assignment
or a task.

4.13. CURRICULAR ACTIVITIES

1.

Set up goals and policies for the activity, e.g. to develop
students’ moral values.

Carry out the task of planning (budget, details of activities).

State the content and purpose of the activity, with the
proposed budget.

Accompany proposal with activity details and the list of
participants.

Submit plan to the campus manager for school board approval.

Once approved, communicate the plan to the departments
involved.

Implement and monitor the activities.

Guide the participants and monitor their safety in the
activities.

Submit a report to the board including the objectives and
contents of the activities, the list of participants, a summary
expenses, evaluation and participants’ feedback.

® Buoc 9: PH nop hd so nhap hoc chinh thic (Hoc ba
chuong trinh Viet Nam, cdc gidy to lien quan dén qud trinh
hoc tai truomg cit) va déng hoc phi theo thu moi ctia truong
va tien hanh nhap hoc theo l6p dwoc nha truong thong bdo.

4.12. CHIEN LUOC GIANG DAY

Cdc chién luoc gidng day sau day dwoc xem xét:

1.

Don gidn héa cdc cau héi.

Cung cdp huong dan 16 rang, cu thé bing vin bdn.

Ste dung cdc minh hoa va cdc vi du thuc t& d€ cling o' cdc
khdi niem 1y thuyét.

Gioi thieu mot loat cdc chién luoc hoc tap givip cling co cdc
khdi niem quan trong.

Gi6i thieu cdc khdi niem va tie veng chinh 6 méi bai day mai.

Cung cdp tai liew doc tham khdo truéc méi bai hoc.

Danh thoi gian dé hoc sinh xem xét va lam 6 cdc khdi niem
dwoc trinh bay trong l6p ciing nhw trd 1oi cdc cau héi trude
khi bdt daw lam bai tap thuc hanh.

4.13. HOAT PONG NGOAI KHOA

1.

Thiét lap muc tiéu va chinh sdch cho cdc hoat dong dé phdt
trién gid tri dao dic ctia hoc sinh.

Tién hanh nhiem vu lap ké hoach (ngan sdch, chi tiét hoat

dong).

Neéu 16 noi dung va muc dich ciia hoat dong ciing véi ngan
sdch dé xudt.

Keém theo dé xudt véi chi tiet hoat dong va danh sdch nguwoi
tham gia.

Guii ké hoach cho qudn ly co sé trinh Ban gidm hiéu phe
duyet.

Sau khi dwoc phé duyet, hay truyén dat ké hoach cho cdc
phong ban lien quan.

Thuc hien va gidm sdt cdc hoat dong.

Huong dén nhitng nguoi tham gia va theo doi sy an toan ciia
ho trong cdc hoat dong.

Giii bdo cdo len hoi dong bao gom cdc muc tiéu va noi dung
hoat dong, danh sdch nguoi tham gia, chi phi, ddnh gid va
phdn héi ctia nguoi tham gia.
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4.13.1. OUTDOOR ACTIVITIES (OFF THE CLASSROOM

BUT WITHIN THE CAMPUS)

1. Be familiar with the yard.

2. Be clear about the purpose of going outside.
3. Give students a clear task.

4.  Every student should bring necessary things.
5. Go out often.

6. Keep it short and simple.

7. Model outdoor skills.

4.13.2. FIELD TRIPS (OFF-CAMPUS ACTIVITIES)

1.

Field trips must be approved in advance by the Principal. Site
approval must be received prior to seeking administration
approval.

All aspects of the field trip will be designed to provide highly
effective means for accomplishing the objective of the curriculum.

3. Students’ safety will be the primary consideration. Adequate
supervision will be provided at all times for all students.

The responsibilities of the teachers accompanying students are
informed.

The teacher will review acceptable standards of conduct with
the students in advance of the trip.

The teacher has primary responsibility for the conduct of the
students.

Prior to leaving on the field trip, the manager is provided with
a list of the students who will be on the trip so that correct
attendance can be taken.

Health emergency information for each student must be taken
on each field trip by the teacher in charge.

Should an emergency occur, the teacher is responsible for
notifying the managers by telephone as soon as reasonably
possible.

4.14. SAFETY AND EMERGENCY

1.

The School Emergency Response Team is composed of
diverse members, including the Principal, CEO, Assistant to
the Principal, Assistant to the CEO, Executive Manager of
Administration & Student Services, Manager of Administration
& Student Services, Healthcare staff, Program Manager.
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4.13.1. HOAT PONG NGOAI TROI (NGOAI LOP
HOC NHUNG TRONG KHUON VIEN TRUONG)

1.

Quen thuoc véi san truong.

Biét 16 rang vé muc dich hoat dong.

Chi dinh cho hoc sinh nhiém vy 16 rang.

MBai hoc sinh nén mang theo vat dung can thiét.

Ra ngoai thuwong xuyén.

Cdc hoat dong ngoai khéa nén don gidn va tinh gon.

Lam mau nhitng k§ ndng ngoai troi.

4.13.2. THUC DIA (HOAT PONG NGOAI KHUON
VIEN TRUONG)

1.

Cdc chuyén di thuc dia phdi dwoc Hieu Truéng chdp thuan
truoc. Dia diém phdi duoc phe duyét trudc khi xin phe duyet
tie ban qudn tri.

Tat cd cdc khia canh clia chuyén di thuc t¢ sé duoc thict
ke dé cung cdp cdc phuong tien hiéu qud cao nhdm hoan
thanh muc tiéu ciia chuong trinh.

Hoc sinh phdi duoc ddm bdo an toan va luon duoc gidm
sdt chdt che.

Trdch nhiém ciia gido vien di chung v6i hoc sinh sé duoc
thong bdo cu thé.

Gido vién sé xem xét va can nhdc hanh vi ting x1¢ ctia hoc
sinh truéc chuyen di.

Gido vién c6 trdch nhiém chinh déi véi hanh vi ctia hoc sinh.

Truéc méi chuyén di thuc dia, gido vien sé cung cdp cho
nguoi qudn Iy danh sdch hoc sinh dé diém danh chinh xdc.

Gido vien phu trdch thong tin cdp criu vé sitc khée cho méi
hoc sinh 6 méi chuyén di thuc dia.

Truomg hop khdn cdp xdy ra, gido vién c6 trdch nhiém thong
bdo cho nguoi qudn 1§ qua dién thoai trong thoi gian sém nhat.

4.14. AN TOAN VA NHUNG TINH HUONG KHAN
CAP

1.

Doi ving ctu khdn cdp ctia truong bao gom cdc thanh vién:
Hieu truéng, Gidm doc diéu hanh, Tro Iy Hiéu trudng, Tro
Iy Gidm doc diéu hanh, Gidm doc Hanh chinh & Dich vu
hoc sinh hé thong, Gidm doc Hanh chinh & Dich vu hoc

sinh co sé, Nhan vien Y t&, Qudn ly chuyén mon.



Each campus will establish an emergency response team
whose information including name, position, internal
phone number and emergency cell phone number is posted
in the school bulletin board. They will be responsible for
ensuring the safety of teachers, staff and students during
dangerous situations.

The Principal is the School Emergency Response Team
Leader. In the event of her absence, the CEO will assume
leadership.

If the CEO is absent, the assistant to the CEO will be in

charge.

If all three are absent, the EMASS will be in charge.

If the EMASS is absent, the MASS will be in charge.

4.14.1. BEFORE AN EMERGENCY

1. Establish a chain of command with the Principal as the
team leader, EMASS and MASS as members.

2. Disseminate information.

3. Check and ensure that the alarm system is in place and
working.

4.  Ensure the presence of on-campus first-aid facilities.

5. Establish and maintain contacts with the local police and
the local hospital.

6. Establish and maintain a telephone system.

7. Designate duties of administration, teachers and support
staff in an emergency.

8.  Establish evacuation procedures and safe sites.

9. Provide supplies and equipment for each type of emergency.

10. Review and update emergency manuals and documents
when required.

11. Ensure that all staff, teachers and students are trained on
emergency situations regularly.

12. Inform all staff, teachers and students of the contact
numbers of the School Emergency Response Team
members.

FACULTY AND STAFF

1. Read and understand the Emergency Procedures Manual.

Mai co s6 sé thanh lap mot doi ting criu khdn cdp va thong tin
doi gdm ho tén, chiic vu, so dien thoai noi bo va so dien thoai di
dong khdn cdp chiu trdch nhiem ddm bdo an toan cho gido vien
nhan vién va hoc sinh trong nhitng tinh huéng nguy hiém.

Hieu truong la Trwong nhom khdn cdp. Trong truomg hop
Hieu truéng vdng mdt, Gidm déc diéu hanh sé¢ ddm nhan vai
tro lanh dao.

Neéu Gidm doc diéu hanh vdng mat, thi tro [y ciia Gidm doc
diéu hanh sé phu trdch.

Néu cd ba nguoi vang mat, Gidm doc Hanh chinh va Dich vy
hoc sinh hé thong sé phu trdch.

Néu Gidm doc Hanh chinh va Dich vu hoc sinh hé thong vdng
mdt, Gidm doc Hanh chinh va Dich vu hoc sinh co sé sé phu
trdch.

4.14.1. TRUOC MOT TINH HUONG KHAN CAP

1. Thiét lap chuéi menh lenh v6i Hieu truong la truéng nhém,
EMASS va MASS la nhitng thanh vién.

2. Phé bién thong tin.

3. Kiém tra va ddm bdo heé thong bdo dong luon sdn sang va hoat
dong.

4. Bdm bdo day diu cdc trang thiét bi so cttu trong khuon vién
truong.

5. Thiétlap va duy tri lien lac véi cong an va bénh vien dia phuong.

6. Thict lap va duy tri hé thong dien thoai.

7. Chi dinh nhiem vy cho qudn lj, gido vién va nhan vién hé tro
trong truong hop khdn cdp.

8. Thict lap cdc thii tuc so tdn va cdc dia diém an toan.

9. Cung cdp vat tw va thiét bi cho tieng loai truong hop khdn cdp.

10. Xem xét va cap nhat cdc tai liew va ban huéng ddn trong cdc
tinh huong khdn cdp khi can thiét.

11. Ddm bdo rdng tdt cd nhan vién, gido vién va hoc sinh thuong
xuyén duoc hudn luyen vé cdc tinh huong khdn cdp.

12. Thong bdo cho tdt cd nhan vién, gido vién va hoc sinh vé so dien
thoai lien lac ctia cdc thanh vien Nhom ting ciiu khdn cdp.

GIAO VIEN NHAN VIEN

1. Doc hiéu huwong ddn quy trinh cdp ciiu.
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2. Participate in teacher/staff orientation meetings concerning
emergencies.

3. Know their responsibilities and follow instructions in the event of
an emergency.

4. Learn to identify the different alarm sounds.
5. Participate in emergency drills.

6. Inform the School Emergency Response Team in a timely manner
concerning all extraordinary signals of potential emergencies.

PARENTS
1. Ensure up-to-date contact details with the school.
2. Read and understand the Emergency Procedures Manual.

3. Review and reinforce the procedures instructed by the School
Emergency Response Team regularly at home with their children.

4. Discuss security concerns with members of the School Emergency
Response Team.

5. Inform the School Emergency Response Team in a timely manner
concerning all extraordinary signals of potential emergencies.

STUDENTS

1. Know their responsibilities and follow the instructions in the event
of an emergency.

2. Learn to identify the different alarm sounds.

3. Discuss security procedures with parents, siblings, class teachers or
members of the School Emergency Response Team.

4. Inform the School Emergency Response Team in a timely manner
concerning all extraordinary signals of potential emergencies.

4.14.2. DURING THE EMERGENCY

1. Assume overall direction of emergency procedures.
2. Issue information and directives to teachers and staff.

3. All communications with the press will be through the Principal
or his designated person.

4.  Direct evacuation of the school if necessary.
5. Dispel rumor(s).

THE SCHOOL EMERGENCY RESPONSE TEAM
1. Assume overall direction of emergency procedures.
2. Issue information and directives to teachers and staff.

3. All communications with the press will be through the Principal
or his designate.

4. Direct evacuation of the school if necessary.

5. Dispel rumor(s).

FACULTY AND STAFF
1. Stay calm.

2. Respond to a specific emergency as prescribed by the School
Emergency Response Team.
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2. Tham gia cdc budi tap hudn danh cho nhan vién va gido
vién vé cdp criu

3. Ndm cdc trdch nhiém va lam theo huéng dén cdc buéc cdp
ciu.

4. Hoc cdch nhan biét cdc am thanh bdo dong khdc nhau.

5. Tham gia luyéen tap cdp cieu gid dinh.

6. Thong bdo dén doi cdp citu quan tam kip thoi téi cdc ddu
hieu bdt thuong ctia cdc truong hop nghi can cdp ciu.

PHU HUYNH

1. Bdm bdo luon cap nhat tinh hinh tie nha truong.

2. Doc hiéu cdc huong dan quy trinh cdp ciiu.

3. Thuong xuyen cing con on lai va ndm vitng quy trinh duoc
huong ddn béi nhan vien doi cdp ciiu.

4. Trao d6i thdc mdc vé an toan véi cdc doi ving criu khdn cdp.

5. Bdo véi Nhém ting ciiu khdn cdp kip thoi moi ddu hieu nghi
can cdp criu.

HOC SINH

1. Ndm trdch nhiem va lam theo huong dan vé cdc budc cdp
criu.

2. Hoc nhan biét cdac am thanh bdo dong khdc nhau.

3. Trinh bay quy trinh an toan véi ba me, anh chi, gido vien va
Nhom ving criu khdn cdp.

4. Thong bdo v6i Nhom 1ing citu khdn cdp kip thoi moi ddu
hieu nghi can cdp ciu.

4.14.2. TRONG SUOT TINH HUONG KHAN CAP

1. Dua ra huéng gidi quyét chung cho tinh huong khdn cdp.
2. Phdt hanh thong tin va chi thi cho gido vién va nhan viéen.

3. Tdtcd cdc thong tin lien lac véi bdo chi sé thong qua Hiéu
Truéng hodc nguoi dwoc chi dinh.

4. Truc tiéh so tdn truong néu can thiét.
5. Xua tan moi tin don.

NHOM UNG CUU KHAN CAP

1. Ddm nhan vai tro huéng dan cdc quy trinh xi¢ Iy tinh huong
cdp bdch.

2. Thong bdo va huéng dadn gido vien va nhan vién.

3. Hiéu truéng hodc nguoi dwoc uy quyén sé trao doi véi bdo
chi.

4. Chi dao so tdn néu can thiét

5. Xua tan tin don

GIAO VIEN NHAN VIEN
1. Binh tinh.

2. Nhanh chong cdp criu dya theo mo td hwomg dan tie Nhom
ng ctiu khdn cdp.



3. Contact the school (if the emergency is off-campus).
4. Give clear and calm instructions to students.

5. Take a roll call and report accidents or missing students to the
School Emergency Response Team.

6. Assess the physical condition of students - arrange for first aid
when necessary.

7. Keep order.
8. Dispel rumor(s).

PARENTS
1. Keep calm.

2. Call the members of the School Emergency Response Team from
the provided list.

3. Keep phone lines open (Do not call the school’s fixed number).

STUDENTS
1. Stay calm.

2. Follow teachers’ directions and the School Emergency Response
Team.

4.14.3. AFTER THE EMERGENCY

1. Find out the causes of the emergency and check any bodily
injuries or property damage.

2. Take compensatory measures for damages.

3. Have a meeting to draw on experience, lead debriefing exercises
and direct follow-up procedures.

THE SCHOOL EMERGENCY RESPONSE TEAM

1. Find out the causes of the emergency and check any bodily injuries
or property damage (if any).

2. Take measures for damages (if any).

3. Have a meeting to draw on experience, lead debriefing exercises
and direct follow-up procedures.

FACULTY AND STAFF

1. Check and report to the School Emergency Response Team any
bodily injuries or property damage (if any).

2. Refer all questions of parents and students to the School Emergency
Response Team or a designate.

3. Dispel rumor(s).

4. All tensions must be resolved with the approval from the Principal
or his designated person.

5. Discuss the experience with the School Emergency Response Team.

PARENTS
1. Provide teachers and the School Emergency Response Team

2. Be alert to any unusual behavior from their children that might
require counseling from the School Emergency Response Team.

3. Discuss the experience with the School Emergency Response Team.

3. Liéen lac véi nha truong trong truong hop phdi cdp criu
bén ngodi truong.
4. Huéng ddn hoc sinh mot cdch 16 rang va binh tinh.

5. Goi dien hodc thong bdo cdc tai nan hodc hoc sinh ving
mdt cho Nhom ing ctiu khdn cdp.

6. Chdn dodn tinh trang ciia hoc sinh, so citu néu can
thiet.

7. Lam theo dving quy trinh.

8. So tdn ddm dong.

PHU HUYNH

1. Binh tinh.

2. Goi Nhém ving ctiu khdn cdp tie danh ba.

3.Giw lien lac thuong xuyén (khi khong ditng s6 noi bo).

HOC SINH
1. Binh tinh.

2.Lam theo huéng dan ctia gido vién va cia Nhom ting
ctiu khdn cdp.

4.14.3. SAU TINH HUONG KHAN CAP

1. Tim hiéu nguyen nhan va kiém tra ton thdt vé nguoi
hodc thiét hai tai sdn.

2. Thuc hién cdc bien phdp boi thuong thiet hai.

3.  Hop dé mit ra kinh nghiém, cdc bai huéng ddn thuc
hien va cdc thi tuc tiep theo.

NHOM UNG CUU KHAN CAP

1. Phdt hién nguyén nhan va kiém tra thuwong tich hodc
thiét hai tai sdn (néu cé).

2. Thong ke thiet hai (néu cé).

3. Hop rit kinh nghiem.

GIAO VIEN NHAN VIEN

1. Kiém tra va bdo véi Nhém ving ciiu khdn cdp vé cdc vét
thuong hodc cdc hu héng vé co sé vat chdt néu cé.

2. Chuyén cdc thdc mdc ciia phy huynh va hoc sinh len doi
cdp criu hodc cdn bo duwoc chi dinh.

3. So tdn ddm dong.

4. Gidi quyét cang thdng phdt sinh phdi duoc dong thuan
ctia hiéu truéng hay cdn bo dai dien.

5. Trinh bay trieu chitng v6i Nhom ving ciiu khdn cdp.

PHU HUYNH

1. Phdn hoi véi gido vien va Nhom 1ing ciu khdn cdp.

2. Luu § cdc hanh vi bdt thuong ciia tré da dwoc Nhém ving
ctiu khdn cdp tw vdn.

3. Trinh bay triéu chitng v6i Nhém ving cieu khdn cdp.
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STUDENTS

1. Provide teachers and the School Emergency Response Team

with feedback.

2. Be alert to any unusual behavior from their peers that might
require counseling from their teacher or the School Emergency
Response Team.

3. Tell teachers and the School Emergency Response Team about
symptoms.

4.15. EMERGENCY CASES
4.15.1. FIRE AND EXPLOSION

1. Fire alarm is sounded, call the School Emergency Response
Team and try to stop the fire.

2. The School Emergency Response Team identifies the severity
of the fire and informs the Fire Brigade.

3. Students exit buildings calmly, following prescribed exit routes.

4. The School Emergency Response Team tries to stop the
fire and instructs all teachers, staff and students to move to
prescribed locations.

5. Doors should be left open for people to check.
6. Power should be switched off.

7. Teachers take attendance immediately on arriving at the
prescribed location, and report to the School Emergency
Response Team.

8.  After the fire is extinguished, the School Emergency Response
Team will assess if it is safe to return. If Do not, they will call
parents for an early pick-up.

9. If the damage is minor, the School Emergency Response Team
will decide when to reopen the school.

10. If damage is severe, an emergency meeting of the School Board
and School Emergency Response Team will be convened to
decide where and when the operation of the school will

4.15.2. GENERAL FIRE SAFETY TIPS
1. Skill 1: Be calm
When a fire or explosion occurs, you must calmly identify the fire

and the source of the smoke, stabilize your mind to find a way to
leave as quickly and safely as possible.

2. Skill 2: Move

The smoke from the fire will obstruct the view, to avoid suffocation
and be easier to see, move out by crawling on the ground and along
the wall to find the fastest way out. Crawling on the ground will
also help you have more air to breathe, and avoid suffocation due
to the smoke.
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HOC SINH

1. Phdn héi véi gido vien va Nhom ting ciu khdn cdp.

2. Luu § cdc hanh vi bdt thuong cia ban hoc da dwoc gido vien
va Nhom ting ctiu khdn cdp tu van.

3. Trinh bay cdc trieu chitng 6 l6p v6i gido vien, va Nhém ting
cttu khdn cdp.

4.15. CAC TRUONG HOP KHAN CAP
4.15.1. TRUONG HOP CAP CUU CHAY NO

1. Khi chuong bdo chdy reo, goi Nhém ring ciitu khdn cdp va
co dap tdt dam chdy.

2. Nhém ving citu khdn cdp ddnh gid mitc do nguy hiém ciia
ddm chdy va bdo cho xe cttu héa dén.

3. Hoc sinh binh tinh di chuyén thodt khéi toa nha dang
chdy, men theo cdc 167 thodt hiém da dwoc ddanh ddu.

4. Nhém ting ciiu khdn cdp co gdng dap tdt ddm chdy va
huéng dan tdt cd gido vién, nhan vién va hoc sinh di
chuyén t6i noi an toan da dwoc quy dinh.

5. Cdc cita chinh luon mé dé moi nguoi c6 thé nhan biét.
6. Ngudn dien luon é ché do tdt.

7. Gido vién kip thoi cé mat tai dia diém an toan da dwoc quy
dinh va phdn héi véi Nhém ting ciiu khdn cdp.

8. Sau khi dap tdt ddm chdy, Nhom ving ciiu khdn cdp kiem
tra xem da an toan hoan toan chua. Néu chua thi goi cho
phu huynh dén don cdc bé vé sém.

9. Néu miic do thiet hai khong ddng ké, thi Nhom ving cviu
khdn cdp quyet dinh lic ndo truong hoc tré lai.

10. Néu thiet hai ndang, Ban Gidm Hiéu va Nhém ting ciiu
khdn cdp sé hop khdn dé dua ra quyet dinh lic nao va 6
noi ndao dé truong hoat dong tré lai.

4.15.2. CAC KY NANG THOAT HIEM KHI XAY RA
DAM CHAY

1. Ky ndng 1: Binh tinh

Khi xdy ra chdy nd, phdi that binh tinh xdc dinh ngon lita va
nguodn khéi, on dinh tam ly dé tim cdch roi di cang nhanh chong
vd an todn cang tot.

2. Ky nang 2: Di chuyén

Khai trong ddm chdy sé cdn tré tdm nhin, dé tranh bi ngat khéi
va dé nhin hon, hay di chuyén ra ngoai bing cdch bo sdt mat
ddt va men bo tuong dé tim 16i thodt nan mot cdch nhanh nhdt.
Bo sdt mat ddt ciing sé gitip ban c6 nhiéu khong khi dé thé hon,
trdanh bi ngat thé do khéi.



If smoke is coming from above or right in the area, move quickly to
the exit door and go down to the lower floors. If smoke is coming
from downstairs, find a way to move back up to the top floor to avoid
suffocation.

3. Skill 3: Poison revention

You should cover your mouth and nose with a wet towel to avoid
suffocation and wrap a wet blanket over your body to avoid burned
clothes and skin. If possible, use damp blankets or tape to cover the
openings to prevent smoke and toxic gasses from entering the room
while trying to escape and waiting for the fire brigade.

4. Skill 4: Extinguishing fire
In case of clothes on fire, stop moving, lie down and turn over
continuously until the fire is extinguished, while covering your face as
much as possible. Absolutely do not run because the wind will make
the fire burn and spread more.

5. Skill 5: Call for help

When there is a fire in a high-rise building, you need to move out
of the balcony, window and call out for help. Besides, to attract the
attention of people, use scarves, shirts, and hats with striking colors
to both shout for help and signal.

Also, call the Fire Prevention and Fighting Police at 114.

6. Skill 6: Open the door

If you want to open the door in the event of a fire, you need to
carefully check the temperature of the front door. When opening the
door, you need to stand at one side to avoid the case of fire hitting

the body.

Absolutely do not hide in the toilet because this is a place where it is
easy to suffocate due to the closed space.

7. Skill 7: Escape

While escaping from the fire area, absolutely do not jostle and push,
do not use the elevator to escape because in the event of a fire or
explosion, the power supply will be cut off, so the elevator will be
stopped. You need to calmly move down the stairs.

8. Skill 8: Cooperation

When a fire occurs, you must stay calm, follow the instructions of the
fire prevention and fighting police force and the rescue team.

4.15.3. EARTHQUAKE

Responsibilities of School Emergency Response Team

BEFORE AN EARTHQUAKE

1. Secure all furniture. Televisions, mirrors, computers, etc, should
be fastened securely to walls in order to prevent them from
falling.

2. lace heavy objects, such as wardrobes, book cases, etc., away from
doors and fasten them to the ground or table in order to keep
them from blocking hallways and exits. Furniture in the kitchen
should be placed on the floor or on the surface of tables.

3. Heavy or fragile objects should be placed on the floor.

Néu luong khéi téi tie trén cao hodc ngay trong khu vuc, hay
nhanh chéng di chuyén ra cita thodt hiém va di xuéng cdc tdng
dwoi. Néw khoi xudt phdt tie tdng dwéi, ban hay tim cdch di
chuyén nguoc len trén tang thuong dé tranh ngat khi.

3. K3 ndng 3: Phong doc

Nén bit khan c6 thdm nuéc len mieng, miii dé trdnh ngat khi
va qudn chan thdm ddm nwdéc len nguoi dé tranh chdy quan do,
béng da. Néu cé thé, dung chdan dm wdét hodc bang dinh bit kin
cdc khe ciea d€ tranh khoi, khi doc tran vao phong trong lic tim
cdch thodt than va cho luc luong chita chdy.

4. Ky nang 4: Dap liea

Trong truomg hop qudn do bi chdy, hay dieng di chuyén, ndm
xudng va tré minh lién tuc cho dén khi ngon lita dwoc dap tdt,
ddng thoi che mdt cang nhiéu cang tot. Tuyet doi khong duwoc
chay vi gi6 sé lam lia chdy va lan ra nhiéu hon.

5. Ky ndng 5: Kéu cieu

Khi xdy ra héa hoan 6 nha cao tdng, ban can di chuyén ra ngoai
ban cong, ctia s6 va goi to dé cdu ctiu. Bén canh dé, dé thu hiit
sw chai § tie moi nguoi, hay ding khdn, do, mii mau sdc noi bat
d¢ vita ho ctiu vita ra hicu.

Déng thoi, goi dien thoai cho Cdnh sdt phong chdy va chita chdy
theo s 114.

6. Ky ndng 6: Mé ctea

Néu muon mé ciea khi xdy ra héa hoan, ban can cdn than kiém
tra nhiet do cia ciea truée. Khi mé cika, can trdnh sang mot ben
dé tranh truong hop lita tat vao nguoi.

Tuyét doi khong tron trong nha vé sinh vt day la noi dé bi ngat
thé do khong gian kin.

7. Ky ndng 7: Thodt hiém

Khi thodt ra khéi khu vuc héa hoan, tuyét doi khong chen ldn xo
ddy, khong sit dung thang mdy dé thodt nan vi khi c6 s co chdy,
nd ngudn dién sé bi cdt nén thang mdy sé bi dieng. Ban cdan binh
tinh di chuyén theo dwong cau thang bo.

8. K3 nang 8: Hop tdc

Khi xdy ra héa hoan, ban phdi binh tinh, chii § lam theo huéng
ddn ciia lyc luong cdnh sdt phong chdy, chita chdy va doi ngit
ctiu ho.

4.15.3. PONG PAT

Trdach nhiém ciia Nhém ving cieu khdn cdp

TRUOC DONG DAT

1. Bdo veé co s6 vat chdt, déng va dat tivi, guong, mdy vi tinh
len tuong va trdanh dé ve.

2. Dé cdc vat ndng nhu tii do, ke sdch khéi ctta chinh va ddt
chiing sdt san hay ban dé chiing khong chdn cdc 161 di va
l6i thodt hiem. Cdc vat dung nha bép nén dé trén san hay
mdt ban.

3. Vat ndng hay dé v thi nén ddt trén san.
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4.  Find safe areas for students, teachers and staff to hide; reserve foods,
drinks, canned foods, flashlights, batteries, radios, first-aid kits.
Regularly check these items for expiry date.

DURING AN EARTHQUAKe

School Emergency Response Team guides students, teachers and staff

as follows:

1. During an earthquake students should get under their desks or a

table. They should hide under tables to protect themselves from
falling debris. They should remain under tables or beds until all
movement Stops.

2. If there is no table, stand at the corner of the room or under the
doorway. Stay away from glass windows and doors or objects above.

3. Cover head and face to prevent injury. If the light is out, use flashlights.
Don’t use candles or matches because they can cause fire.

4. Ifan earthquake happens when people are outdoors, stay away from
buildings and electric wires. Find open areas to stand.

5. Ifin a school bus or other vehicles, stop the vehicle. Stay away from
tension poles, electric wires and bridges.

6. Evacuate all students, teachers and staff to safe areas.

AFTER AN EARTHQUAKE

1. The School Emergency Response Team meets with classroom

teachers to determine if anyone has been injured. Injured persons
cannot be moved unless they are in further danger. An ambulance
is called in case a victim has sustained severe injuries. Make as much
noise as you can to get attraction to your location in case of being
stuck in the collapse.

Prepare for aftershocks caused by the initial earthquake.
Turn on the radio to update information.

Earthquakes are known to break gas, electric or water lines. If there are
strange odors, open windows and turn off the gas line if possible; Do
not operate electrical switches and evacuate the area as soon as possible.

4.15.4. FLOOD

A flood could occur at any time. Each campus must be prepared to

control, contain it, and care for the students within the building at all

times during an emergency.

1.

A flood emergency will be declared by the School Emergency
Response Team.

During a flood emergency, all students would be confined to the
upper floors of the school. Designated interior safe zones would
be utilized to contain the students, such as the dining rooms, halls,
or library. This is preferable to having the students remain in their
individual classrooms.

Access to the outside of the school must be constantly monitored.

Security guards and teachers must monitor all exits of the school to
ensure no student can fall into or be caught by rising waters.

Stored drinking water and food items are to be carried up to higher
floors to ensure there is adequate drinking water and food available
to the students and staff.
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4. DPua hoc sinh, gido viéen va nhan vién dén noi dn ndp an
todn, cung cdp thiic dn, nuéc uong, dé hop, den pin, pin,
dai, hop so citu. Thuong xuyén kiém tra han sit dung
ctia cdc vat dung nay.

KHI PONG PAT DIEN RA

Nhom ving ciiu khdn cdp huong ddn hoc sinh, gido viéen va

nhan vién theo cdc huéng dan sau:

1.

Khi dong ddt xdy ra, hoc sinh nén ndp dwéi ban dé bdo
vé khéi cdc mdnh vun roi triing. Nén é yén dudi ban téi
khi nao hét rung chuyén.

Néu khong c6 ban thi diing ¢ géc phong hay duéi chan
cau thang. Tranh xa cdc ctia kinh hay cdc vat dung
thiy tinh.

Che dau va mdt d¢ trdanh bi thuong. Néu dén tdt thi
dung den pin. Khong ding nén hay diem vi dé gay chdy.
Néu 6 ngoai phong lic dong ddt, thi tranh xa cdc toa
nha va day dien. Tim khong gian thodng dé dving.

Néu dang 6 trén xe dwa rwéc hay cdc phuong tien giao
thong khdc, dieng xe lai. Trdnh cot dien, day dien va cau.
So tdn tdt cd hoc sinh, gido vien va nhan vien dén noi
an toan.

SAU PONG PAT

1.

Nhoém ting citu khdn cdp gap gido vien dé xdc minh cé
ai bi thuong khong. Nguoi nao bi thuong khong nén di
chuyén trie truong hop c6 thé nguy hiém hon. Goi xe ctiu
thuong trong truong hop nan nhan bi thuong ndng. Tao
tieng on dé gay chii y trong truong hop bi ket trong dong
do ndt.

Chudn bi cho sang chdn tam ly sau dong ddt.

Theo doi tin tiic trén dai.

Dong ddt thuong lam xi ga, hé dien hay bé ong nuée. Neéu
c6 mui la thi mé ciia s6 va tdt van ga néu cé thé. Dreng bat
diéen va hay so tdn khu vuc dong ddt cang sém cang tot.

4.154.1LU
Bado xdy ra bdt cit khi nao. Méi co sé phdi chudn bi d6i pho,
song chung véi bdo, cham séc hoc sinh trong toa nha trong

suot thoi gian bao dién ra.

1.

Nhoém ving ctiu khdn cdp thong bdo tinh hinh bao khdn
cdp.

Trong liic bao, tdt cd hoc sinh han ché di chuyén lén lau.
Viing an toan trong truong duoc chi dinh sé ding cho
hoc sinh dn ndp, nhu nha dn, hanh lang hay thu vien.

Khuyén khich hoc sinh 6 yén tai l6p hoc.

Viec ra ngoai truong phdi duoc gidm sdt lien tuc.

Bdo vé va gido vien phdi truc cdc ciea ra vdo ctia trieong
ddm bdo khong hoc sinh ndao tron té hay wét mua.

Nuéc va thiic dn du trie duoc di chuyén lén lau ddm bdo
c6 dni thitc dn va nuéc uong cho hoc sinh va nhan vien.



RESPONSIBILITIES
Teachers

1. Conduct a head-count of all their students when the emergency is
determined to ensure that all students within their class are accounted
for. Any students they cannot account for must be reported to the
school manager.

2. Move with their students to the internal safe zone and provide
assistance as requested by the school administrators.

Security
1. Ensure no students exit the building.

2. If possible, open all outside gates, so that emergency vehicles can
access the premises.

3. The School Emergency Response Team is to contact local government
authorities to determine how long the flood is likely to continue and
whether an evacuation of the students is possible.

4.15.5. OUTSIDE THREATS

1. If the threat is outside the building the doors leading outside will
be locked and staff posted at each door. Access to the building will
then be limited to emergency personnel.

2. An announcement will be made over the intercom as to the nature
of the threat and the conditions of the lockdown.

4.15.6. BOMB THREAT

1. When in receipt of a bomb threat, immediately report the call to
the School Emergency Response Team.

2. Evacuation alarm is sounded, and fire evacuation procedures are
followed (teachers should do a quick visual sweep of their rooms,
looking for suspicious boxes or packages - report suspicions to the
School Emergency Response Team).

3. Teachers should not use any electrical switches (Do not switch off

lights).

4. All hand held communication devices (walkie talkies, pagers,
mobile phones) must be switched off.

5. The police must be notified by the School Emergency Response Team.

6. If the school is deemed unsafe, students will be escorted to safe
havens and parents will be called to collect them.

7. Unless there is damage to the school or a continuation of the
threat, school will reopen the next day.

4.15.7. CIVIL DISTURBANCE

When there is civil disturbance, manifestation, or suspicious actions
near the school, the School Emergency Response Team:

1. Liaise with Police.

2. Playtime and other outdoor activities should be canceled.

TRACH NHIEM

Gido vién

1. Diém danh tdt cd hoc sinh khi xdc dinh cé tinh huong khdn
ddm bdo tdt cd hoc sinh trong l6p déu c6 mdt. Néu cé bdt cie
hoc sinh nao khong cé mdt phdi bdo ngay cho qudn ly.

2. Di cing hoc sinh t6i noi an toan trong truong, hé tro hoc
sinh theo chi dinh ctia Ban Gidm Hiéu.

Bdo ve

1. Ddm bdo khong hoc sinh ndo ra khéi toa nha.

2. Néu duoc thi mé tdt cd cdc cong cho xe cdp ciiu c6 thé vao
trong cong chinh duoc.

3. Nhom wing cttu khdn cdp lien lac véi chinh quyén dia
phuong xdc dinh bao da kéo dai trong bao lau dé quyét dinh
6 tiep tuc so tdn hoc sinh hay khong.

4.15.5. CAC BE DOA BEN NGOAI

1. Néu c6 hiém hoa xdy ra ngodi truong thi khéa cong
truong va bdo vé truc tai cong. Han ché tai cdc 16i vao
toa nha vi 1y do khdn cdp.

2. Thong bdo tréen mdy bo dam vé bdn chdt hiém hoa va cdc
diéu kien dé thodt.

4.15.6. MOI PE DOA BOM

1. Khi nhan duoc thong bdo de doa bom, lap tiic thong bdo
cuoc goi cho Nhém ting citu khdn cdp.

2. Reo chuong so tdn, tuan theo quy trinh so tdn khi héa
hoan. (Gido vién nhanh chéng quét phong hoc, tim ra
cdc tii hay hop khd nghi, bdo cdo nghi vdn len Nhom
1ing ctiu khdn cdp.)

3. Gido vien khong nén mé cdc thiét bi dien, nhung dimg
tdt den.

4. Tdt cdc thiet bi cam tay nhu dai, mdy nhdn tin, dién
thoai di dong.

5. Nhém ting ciku khdn cdp phdi bdo cdnh sdt.

6. Néu truong duoc xem khong an toan thi hoc sinh sé dwoc
ho tong téi noi trii dn an toan va phu huynh duoc goi dén
dé dén hoc sinh vé.

7. Truong hoc tré lai vao ngay hom sau, trix khi cé de doa téi
truong hodc tinh trang de doa con tiep dién.

4.15.7. KICH PONG QUAN CHUNG
Khi c6 su kich dong quan chiing, cé biéu hien, hay hanh dong
tinh nghi xdy ra canh truong, thi Nhom ving ctiu khdn cdp:

1. Phoi hop v6i cdnh sdt.

2. Huiy cdc hoat dong vui choi va hoat dong ngoai khéa.
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All doors, windows and gates should be secured. Blinds and shutters

should be closed.

The School Emergency Response Team checks the area around the
school.

The School Emergency Response Team should meet at predetermined
times during the day to assess the need to upgrade security measures
to evacuation / dismissal.

4.15.8. ATTACK WITHOUT WARNING/INTRUDER

An emergency lockdown from the School Emergency Response Team

will be announced by intercom with the following message:

1.

10.

“Attention! Lockdown,

Lockdown!”

Attention! This is a security alert.

Upon hearing this message, the staff or receptionist should call 113
and ask for Police Assistance.

Classroom teachers are required to check for students in the hallway,
lock the classroom door immediately and request that students sit or
stand in an area that is away from doors and windows. If a classroom
door cannot be locked, furniture is to be placed against the door so
as to make entry into the classroom as difficult as possible.

Students are to be advised that there is an emergency but you do not
know what it is. Please stress the need for calm and silence.

Do not pay attention to any fire alarm in the building, and if the fire
alarm sounds, Do not leave the classroom unless:

® You have firsthand knowledge that there is a fire in the building.

® You have been advised by the intercom to evacuate the building.

If students are not in classrooms, they are to proceed to a bathroom
or directed into the nearest classroom.

If students are in the bathroom, they are to lock the bathroom door
if possible and then lock the cubicle door.

Students who are on the playground are to proceed immediately to
either the office, music rooms, lab rooms etc. unless the threat is
in either of these two areas. In such cases students are to proceed
around the gymnasium. The teacher on duty allows the students to
enter, then locks the door.

The end of a lockdown will be announced over the intercom upon
the advice of the police or, in case the intercom is down, personally
by members of the School Emergency Response Team. No other
forms of communication will take place to announce the end of a
lockdown.

If a lockdown situation occurs during lunch time, students are
requested to stay in the cafeteria. The door will be locked by the
teacher on duty, tables turned upright and students required to sit
behind the tables or directly in front of the serving counter.
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Chat cdc ctea va cong. Ha rem va déng ciea kéo.

Nhom 1ing citu khdn cdp kiem tra khu vuc quanh
truong.

Nhém 1ing ctiu khdn cdp nén hop theo thoi gian hen
truiede trong ngay dé ddnh gid mtc do can thiét ciia viec
nang cao an toan dé so tdn hodc gidi tdn.

4.15.8. POT KICH

Nhom ing ciiu khdn cdp thong bdo qua bo dam vé tinh
huong so tdan khdn véi noi dung tin nhdn nhw sau:

1.

10.

Chut 4, chii . Pay la cdnh bdo tie bdo vé. So tdn, so
tdn.

Khi nghe tin nhdn, nhan vién hay nhan vien [& tan
nén goi 113 wa yéu cau nhan hé tro tie cdnh sdt.

Gido vien qudn nhiém phdi kiém tra hoc sinh ngodi
hanh lang, khéa cita l6p lap tiec va yéu cau hoc sinh
ngdi hodc diing xa cita chinh va ctea s6. Néu khong
déng duoc ciia lop, chdn cita bdng cdc vat dung trong

l6p ddm bdo khé dot nhap vao phong.

Khuyen bdo hoc sinh la cé tinh huong khdan nhung
khong biet v6 la gi. Nhdn manh tdm quan trong phdi
binh tinh va giit trat tw.

Dieng dé y t6i chuong bdo chdy trong toa nha va néu
chuong bdo chdy reo thi dieng roi khéi phong, trie khi:
® Ban biét 16 c6 héa hoan trong toa nha.

® Ban duoc khuyen qua so tdn khéi toa nha qua bo
dam.

Néu hoc sinh khong cé trong lop, hoc sinh nén vao nha
vé sinh hodc phong hoc gan nhdt.

Néu hoc sinh trong nha vé sinh, hay khéa nha vé sinh
néu duoc va sau dé khéa ctea phong thay dé.

Hoc sinh dang choi trén san ngay lap tiec di chuyén
dén vian phong, phong nhac hay phong thi nghiem
trie truong hop de doa xdy ra & nhitng noi nay. Trong
nhitng truong hop nhw vay thi hoc sinh di quanh khu
tap thé thao va gido vién cé trdch nhiém cho hoc sinh
vao trong va sau dé chot cia.

Duoc lénh ciia cong an thi Nhém ting ctiu khdn cdp
thong bdo ket thiic so tdn qua bo dam. Thong tin
khong them khong bét.

Néu phdi so tdn vao gio dn truea thi hoc sinh duoc yéu
cdu ndn lai trong nha dn. Gido vién c6 nhiém vu khéa
ctta va dung hang rao ban dn va cho hoc sinh 6 bén
trong hodic 6 truéc ban bép.



4.15.9. STUDENT/STAFF INJURY

1. A staff member should remain with the injured person and send
another staff member (or reliable student) for the Principal or a
member of the School Emergency Response Team.

2. Staff members should move any gathering students away from
the area. Students do not stay in the classroom alone.

3. School Emergency Response Team leader and medical staff
should decide if an ambulance is to be called (if in doubt, call one

anyway).

4. If the injured person is a student, the student’s parents should
be called. If the student is conscious and the injury is not very
serious, the parents can decide whether to pick him up and take
him to the doctor or let him finish the school day. If the injury is
serious, an ambulance should be called immediately - the injured
person should not be moved in the meantime.

5. A staff member must accompany the student in the ambulance.

6. The School Emergency Response Team should make a (timely)
announcement about the incident to dispel rumors.

4.15.10. DEATH ON CAMPUS

1. A staff member should remain with the deceased person and
send another staff member (or reliable student) for the School
Emergency Response Team.

2. Staff members and teachers should send students away from the
area to the next classroom.

3. Police and ambulance should be called by the School Emergency
Response Team.

4.  Staff, teacher, or student witnesses should be gathered into an
appropriate office or room for counseling.

5. Students who are in class at the time should be kept in their
classrooms.

THE SCHOOL EMERGENCY RESPONSE TEAM SHOULD:
1. Contact the family of the deceased immediately.

2. Make decisions regarding early dismissal or schedule changes.

3. Close the campus to stop access from the media.

4. Contact legal counsel.

WHEN STUDENTS RETURN TO SCHOOL AFTER THE
INCIDENT, THE FOLLOWING SHOULD HAPPEN:

1. At the beginning of a normal school day, students should be
gathered and a member of the School Emergency Response Team
will announce the death and any of the known facts concerning the
incident.

2. Counseling crisis centers should be set up in the counselors’ offices.

4.15.9. HOC SINH HAY NHAN VIEN BI THUONG

1. C6 mot nhan vién & cing nguoi bi thuong va nho hoc sinh
hay mot nguoi nita goi Hiéu truéng hay goi Nhom 1ing
ctiu khdn cdp.

2. Nhan viéen trong truong di chuyén va tap trung hoc sinh
lai va ra khéi khu vuc bi thuong. Hoc sinh khong twe § vao
phong hoc rieng lé.

3. Doi trudmg doi cdp criu ciing v6i nhan vien y t& quyét dinh
c6 nén goi xe ciiu thuong hay khong, (néu nghi ngo thi goi
ngay xe ctiu thuong).

4. Neéu nguoi bi thuong la hoc sinh thi goi cho phu huynh
con néu hoc sinh tinh tdo va wét thuong khong nghiem
trong thi khong nén qud lo ldng, phu huynh cé thé quyét
dinh la c6 nén don bé va dua dén bdc si hay la vdan cho bé
hoc cho xong ngay hom dé. Néu vét thuong nghiém trong
thi goi xe ctiu thuong lap titc. Khong dé nguoi bi thuong
di chuyén nhiéu.

5. Nhan vién truong phdi di ciing véi hoc sinh trén xe ciiu
thuong.

6. Nhom ving ciiu khdn cdp nén thong bdo vé sy nghiem
trong dé so tdn ddm dong.

.15.10. THUONG VONG O CO SO

1. Nhan viéen truong nén canh nan nhan va nho mot hoc

-~

sinh hay mot nguoi khdc goi Nhém ting ciiu khdn cdp.
2. Nhan vién truong nén so tdn hoc sinh sang phong ké bén.
3. Doi cdp criu goi ngay cdnh sdt va xe ciiu thuong.

4. Nhan chuing tap trung ¢ van phong hodc ¢ phong thich
hop dé cho loi khai.

5. Hoc sinh dang hoc nén é lai lop.

POI CUU HO KHAN CAP NEN:
1. Lien hé nguoi nha ciia nguoi mdt ngay lap tiic.
2. Pua ra quyét dinh sa thdi hodc thay déi lich trinh.

3. DBéng cita khuon vien dé ngdn chdn truy cap tie cdc phuong
tien truyén thong.

4. Lién he véi luat sw twe vdn phdp luat.

KHI HOC SINH TRO LAI TRUONG SAU VU VIEC,
NHUNG PIEU SAU SE XAY RA:

1. Vao dau ngay hoc, hoc sinh nén duoc tap trung lai va mot
thanh vien ctia Doi ciiu ho khdn cdp sé thong bdo vé cdi chét va
bdt ky su kien nao da biét lien quan dén vu viéc.

2. Cdc trung tam tw vdn vé khing hodng nén duoc thanh lap
tai cdc vdn phong twe vdn.
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3. Students should be encouraged to attend their normal classes as soon
as possible.

4. The time and location for funeral attendance will be announced.

4.15.11. PANDEMICS

1.

When the school receives information about an infected student,
immediately report his/her situation to the Health Station of the ward,
the Department of Education and Training of the district, the Health
Center of the district for the guidance, support of handling the infection.

Performing the general cleaning and sterilization with Javel dd
(mixed with 10 times concentration according to the instructions on
the bottle) for 7-10 consecutive days. Checking and monitoring the
staff and students' frequent hand washing with clean water and soap.

Student screening: coordinating with the health station of the ward
to conduct continuous student screening in the following days at
the beginning of each morning to promptly detect students with
suspected manifestations of the disease and notify their parents in
order for their parents to take them to a health center for examination
and treatment.

Continuing to maintain the monitoring of infected or suspected
individuals and daily reporting as prescribed to the health center in
the ward, the Department of Education and Training of the district
and the health center of the district.

Strengthening the epidemic prevention communication at the school
through training sessions, talk shows, posters on health information
boards and websites.

Only admitting students back to school after the sick students have
been treated and completely healthy (at least 7-10 days), certified by
the hospital where they have been treated.

4.16. SCHOOL FACILITIES

4.16.1. LIBRARY

4.16.1.1. TEACHERS AND STUDENTS
1. Observe silence.

2. Avoid food/ drinks in the library.

3. Return books to their designated shelves after reading.

4. Present the book to be borrowed to the librarian. A maximum of three
books may be borrowed at a time.

5. A student may borrow a book for three days.

6. Teachers may borrow a book for one week.

7. A fine will be served when a book is returned beyond its due date.

4.16.1.2. LIBRARIAN

1. Creating a book folder in the computer.

2. Assisting students in locating and checking out books.

3. Checking the book condition before the borrower signs the returned
card.

4. Keeping all books in their appropriate shelves.

5. Being responsible for any damage or loss to school property.
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3. Hoc sinh hoc lai binh thuong cang sém cang tot.

4. Thoi gian va dia diém t6 chiic tang & sé duoc thong bdo.

4.15.11. DICH BENH

1. Khi nha truong nhan duwoc thong tin tré mdc benh
truyén nhiém, bdo cdo ngay tinh hinh tré bénh cho
Tram y t& (TYT) phuong, Phong Gido duc va Pao tao
quan, Trung tam Y & (TTYT) quan dé dwoc hudng
ddn, hé tro va xie Iy 6 dich.

2. Thuc hien tong vé sinh, khit khudn truong lép véi dd
Javel (pha v6i nong do gdp 10 lan theo huong dan ghi
trén nhan chai) tie 7-10 ngay lien tyc. Kiém tra va theo
déi viec ria tay thuong xuyén cia doi ngit nhan viéen va
ctia tré véi nuéc sach va xa phong.

3. Tam sodt tré: phoi hop véi Tram vy ¢ phuong thuc hien
tdm sodt tré lien tuc trong nhitng ngdy tiép theo vao dau
giomdi budi sdang dé kip thoi phdt hien nhitng tré cé bicu
hien nghi ngo ctia benh va thong bdo phu huynh cho tré
nghi hoc dé dua tré dén cdc co sé vy t&' khdm, didu tri.

4. Tiep tuc duy tri ché do theo déi ca bénh hodc ca nghi
ngo va ché do bdo cdo méi ngay theo quy dinh cho
Phong GD-DT, TTYT quan va TYT cdc phuong.

5. Tang cuong cong tdc truyén thong phong chong dich
bénh tai truong thong qua cdc budi tap hudn, toa dam
va ddn thong tin trén bdng thong tin vy t&, website.

6. Chi tiep nhan tré di hoc lai sau khi tré benh da dwoc
diéu tri va hoan toan khée manh (it nhdt tie 7 - 10
ngay). C6 gidy ciia Benh vién noi tré da diéu tri.

4.16. CO' SO VAT CHAT

4.16.1. THU VIEN

4.16.1.1. GIAO VIEN VA HOC SINH
1. Phdi tuyet doi gite yén ldng.

2. Khong duoc dn uong trong thu vien.

3. Tat cd cdc dau sdch phdi duoc trd lai diing noi chiing
duwoc ldy.

4. Dua thii thu ddu sdach mudn muon. S6 luong sdch toi da
c6 thé muon la 3 cuon.

5. Thoi gian muon sdch toi da danh cho hoc sinh la 3 ngay.
6. Thoi gian muon sdch t6i da danh cho gido vien la 1 tudn.

7. Nhitng dau sdch khong dwoc trd dving thoi han quy dinh
sé bi phat tién.

4.16.1.2. THU THU

1. Phdi lap va luu thu muc sdch trong mdy vi tinh.

2. Hé tro hoc sinh trong viéc tim sdch.

3. Phdi kiém tra tinh trang sdch truéc khi cho hoc sinh va
gido vien ky trd.

4. Phdi dé sdch gon gang diing noi quy dinh.



6. Conducting, then creating an inventory list at the end of
the month.

7. Creating a list of old books/ textbooks at the end of each
school year.

8. Submitting the list to the campus manager for a liquidation
plan.

4.16.2. COMPUTER LAB

1. Computer games are prohibited.

2. Viewing inappropriate videos via internet sites or through
any other form on computers is strictly prohibited.

3. Eating and drinking are prohibited.

4. Don’t leave rubbish lying around the rooms - use the bins
provided. If for some reason, the bin is removed, please bring
any discarded papers, bottles with you.

5. Any behavior that interferes with the work of other
students is prohibited - this includes any behaviors that lead
to excessive levels of noise.

6. Do not give your password to any other user or allow any
user to use your account.

7. Inform the computer services staff of any problems that
arise while using computer equipment.

4.16.3. LABORATORY
4.16.3.1. STUDENTS
1. Observe order in the laboratory.

2. Comply with instructions on using chemicals and lab
equipment.

3. Use chemicals and lab equipment only with teachers’
permission.

4. Wear hand gloves and glasses to avoid chemical skin
contact.

5. Read labels of bottled chemicals. Do not use chemicals
contained in bottles without reading labels.

6. Do experiments according to their given procedure.
7. Avoid mixing chemicals without the teacher's instructions.

8. Clean equipment after an experiment, and then return to

lab staff.
9. Be responsible for any loss or damage of equipment.

10. Observe safety rules when doing experiments.

4.16.3.2. SUBJECT TEACHER

1. Inform lab staff about an experiment in advance.

2. Implement rules on using chemicals and lab equipment.
3. Wear prescribed white lab uniforms.

4. Inventory of equipment at the end of each month is
conducted by lab staff.

5. Trong truong hop dé thdt lac sdch hodc hw héng sdch, nhan vién thu
vién phdi hoan toan chiu trdch nhiém béi thuong.

6. Cuoi thang, nhan vién thu vien kiém ké sdch va phdi cé bien bdn.
7. Cuoi ndam hoc, nhan vién thu vién lap danh muc sdch cii hodc sdch
gido khoa khong con gid tri st dung.

8. Gtti danh sdch cho qudn ly co sé lam ké hoach thanh ly.

4.16.2. PHONG MAY TINH

1. Cdm choi game trén mdy tinh.

2. Nghiém cdm xem cdc video khong phit hop qua cdc trang mang hodc
thong qua bdt ky hinh thitc ndo khdc trén mdy tinh ctia truong.

3. Nghiém cdm dn udng trong phong mdy tinh.

4. Khong xd rdc trong phong, hay stz dung thing rdc. Vi ly do nao doé
ma thung rdc khong cé trong phong thi hay mang rdc ra ngodi wit.

5. Nghiem cdm cdc hanh vi cdn tré viec hoc ctia hoc sinh, bao gom cd
hanh vi gay dn do mdt trat tw.

6. Khong cung cdp mat khdu cho bdt ky nguoi ding nao hodc cho phép
bdt ky nguoi ding nao st dung tai khodn ctia ban.

7. Thong bdo cho nhan vién phong mdy tinh vé bdt ky vdan dé phdt sinh
nao khi sit dung thiét bi

4.16.3. PHONG THI NGHIEM

4.16.3.1. HOC SINH

1. Tuan thi trat tw trong phong thi nghiem.

2. Tuan thi cdc hwong dan sit dung héa chdt va thiét bi phong thi
nghiem.

3. Chi st dung héa chdt va thiét bi phong thi nghiem khi c6 sw cho phép
cua gido vién.

4. Deo gdng tay va kinh bdo ho dé trdnh cho da, mdt tiép xic véi cdc
chdt héa hoc.

5. Doc nhan cdc héa chdt duoc déng chai. Khong stz dung héa chdt
chita trong chai khi chua doc nhan.

6. Thi nghiem theo quy trinh da dwoc huong dén.

7. Trdnh tron cdc hoa chdt véi nhau khi khong cé chi dan cia gido
vien.

8. Lam sach thiét bi sau khi st dung va trd lai cho nhan vién phong
thi nghiem

9. Chiu trdch nhiem khi lam mdt hodc gay thiet hai cho thiét bi.

10. Tuan thii cdc quy tdc an toan khi thuc hién thi nghiem.

4.16.3.2. GIAO VIEN BO MON

1. Thong bdo truéc cho nhan vien phong thi nghiem néu muon st dung
phong thi nghiem.

2. Chdp hanh cdc quy dinh vé st dung héa chdt va thiét bi phong thi
nghiem.

3. Mdc dong phuc phong thi nghiém theo quy dinh.

4. Nhan vien phong thi nghiém kiém ké thiét bi vdo cudi thdng.
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4.16.4. SPORTS

1. Do not throw rocks, sticks, or other objects that might hurt
someone.

2. Do not bring sharp objects to the playground.
3. Do not carry tables or chairs in the premises.

4. Avoid wearing loose jewelry. Use specialized glasses for sports
activities (if students are near-sighted, get astigmatism, etc.)

5. Inform your teacher about broken things in the area.
6. Obey directions given by the teacher.

7. Be courteous and a good sport.

8. Stop playing immediately when the school bell rings.

4.16.5. STUDENT SUPPORT SERVICES
4.16.5.1. STUDENT HEALTH

1. Each campus has a standard health office with prescribed
medical equipment and a medical staff in charge.

2. Observe health communication and education activities.
3. Use strategically available water dispensers for drinking.

4. Inspect and store food samples to ensure food safety and
hygiene according to regulations; Absolutely do not let food
poisoning happen to students, staff - teachers.

5. Improve lighting, tables, chairs and classrooms in accordance
with the standard.

6. Communicate to students about disease prevention, tobacco

harms and HIV/AIDS awareness.
7. Go through annual physical check ups for teachers.

8. Conduct annual medical examinations for students 4 times per
year; Inform parents of the results.

9. The health center coordinates with the Department of Education
and Training to check school health and food safety every year.

10. Make a notebook which helps monitor students who are
malnourished, obese or have congenital diseases in order to
coordinate with parents to take good care of their students' health.

4.16.5.2. FOOD SERVICES

1. Prepare meals that contain adequate calories and a variety of
foods to support growth, development, and healthy weight.

2. Provides meals based on the Food Guide Pyramid.
3. Consider student preferences in menu planning.

4. Provide healthy school meals that help students succeed in the
classroom and beyond.

5. Oversee procurement, menu planning, recipe development.
6. Ensure high standards for safety/sanitation and meal quality.
7. Clean, wash and care for equipment.

8. Prepare and serve meals.
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4.16.4. THE THAO
1. Khong ném gay goc, dd hodc nhiing vat ciing cé thé lam ton
thuong nguoi khdc.

2. Khong mang theo cdc dé vat sdc nhon vao trong san.
3. Khong mang ban ghé vao san thé thao.

4. Khong deo @6 trang siic. Stz dung kinh chuyén dung cho hoat
dong thé thao (néu HS c6 st dung kinh can, loan...).

5. Bdo véi gido vien vé nhitng hong héc trong khu vuec san thé thao.
6. Tuan theo chi ddn cia gido vién.

7. Hay la nguoi choi thé thao lich sy va lanh manh.

8. Ngieng moi hoat dong thé thao ngay lap tiic khi chuong truomg reo.

4.16.5. DICH VU HO TRO HOC SINH
4.16.5.1. DICH VU CHAM SOC SUC KHOE HOC SINH

1. Méi co s c6 mot phong y t& tieu chudn véi trang thiét bi y té theo
quy dinh, va c6 nhan vien y t& phu trdch.

2. Tién hanh cdc hoat dong truyén thong va gido duc sitc khée.

3. Stt dung mdy nuéc nong lanh mot cdch hop 5.

4. Kiém tra, luu mdu thitc dn ddm bdo an toan vé sinh thuc phdm
theo quy dinh; Tuyét doi khong dé xdy ra ngo doc thuc phdm cho hoc
sinh, nhan vién - gido vién.

5. Thuong xuyen kiém tra dnh sdng, ban, ghé va phong hoc theo tiéu
chudn quy dinh.

6. Truyén thong dén hoc sinh vé phong chéng dich bénh, tdc hai
thudc ld va nhan thite vé HIV / AIDS.

7. Gido vien duoc kiém tra siic khée dinh ky hang nam.

8. Hoc sinh duoc kiém tra y t& dinh ky 4 lan/ndam va thong bdo két
qud cho phy huynh.

9. Trung tam vy t& phoi hop Phong Gido duc kiém tra y t& hoc duong
va an toan vé sinh thuc phdm hang nam.

10. Lap so theo doi siic khée nhiing hoc sinh suy dinh duong, béo phi
hodc c6 bénh bdm sinh nham phéi hop véi phu huynh chdam séc sitc
khée tot cho hoc sinh.

4.16.5.2. DICH VU AN UONG

1. Chudn bi cdc bita dn cé dit luong calo va nhiéu loai thuc phdm
dé hé tro tang trudng va can ndng lanh manh.

2. Cung cdp cdc bita an dua trén Thdp huong dan dinh duong.
3. Xem xét s6 thich ctia hoc sinh trong viéc lap thuc don.

4. Cung cdp cdc bita dan lanh manh gitip hoc sinh thanh cong trong
l6p hoc va hon thé nita.

5. Gidm sdt viec mua sdm, lap ké hoach thuc don, phdt trién cong
thitc lam mon dn.

6. Bdm bdo tieu chudn cao vé an toan/vé sinh va chdt luong bita dn.
7. Vé sinh va cham séc thiét bi.

8. Chudn bi va phuc vy cdc bita dn.



4.16.5.3. REGULATION OF STUDENTS EATING OUTSIDE
THE SCHOOL

* Regulation about approval of students’ eating outside the school

1. Parents or protectors meet the Administrative Director or Professional
Director at campus. The director talks to parents, consults and convinces
them to have children eat at school (Parents agree to pay fee and in turn
the Administrative Director continues to step 2).

2. Parents directly fill out the form of not eating at school.

3. Parents empower a representative who is responsible to pick up their

children.

4. Parents sign to confirm when students are coming back to school in the
form of not eating at school.

5. In case of parents asking for their children not to eat at school, the
Administrative Director directly talks with parents, consults and convinces
them to send a representative to pick their children up. If parents let their
children eat outside at school alone, then the Administrative Director
guides parents to write a commitment paper of being responsible for their
children’s safety.

6. The Administrative Director works with parents using a minute in
which parents commit being responsible for their safety during time eating
outside of school.

7. The Administrative Director informs the case to the Principal for him
to consider.

8. The Administrative Director receives the commitment paper, passes it
to the CEO's assistant for approval.

9. Make a list of students who are not eating at school for updating.

4.16.5.4. MONITORING STUDENTS WHO DO NOT EAT AT
THE SCHOOL

1. The Administrative Director with the Class teacher prints out a
student’s label. The label is used for monitoring students who are having
lunch outside of school . Each student owns a label attaching a photo of
the student and their personal information. The label is collected while
students are outside of school for lunch. Class teacher receives the label
and returns it to students before lunch time. The label is not worth as
parents or the representative.

2. Make a list of parents’ names for parents to sign when picking their
children up at time time.

3. The Administrative Director monitors the numbers of students eating
outside of school daily. Update the amount of students eating , not eating
at school, or resigning to eat at school if having.

4. The Manager of Administration and Student Services and the Manager
of Accounting and Finance coordinate and monitor the food service fee.

5. Professional Director with class teacher and medical staff monitor
student’s health, monitor students on the regulatory appliance. In the
case students intentionally violate the regulations often, The Professional
Director with class teachers invites parents to school consulting parents for
letting their children eat at school.

6. The Administrative Director manages to separate students in school and
those who are eating outside the school in order to easily monitor students
back to school and not bother those resting at school.

7. The professional Directors rotate guarding three times in a day (morning,
noon and afternoon) to monitor students, representatives, out and in time,
safety for students at campus.

* The responsibilities of class teachers:

1. Class teacher with the Professional Director guard at the gate each noon

4.16.5.3. QUY PINH HOC SINH AN NGOAI

* Quy dinh xét duyét don hoc sinh dn ngoai

1. Phu Huynh (B6, Me hodc nguoi gidm ho) dén truong
gap truc tieh Gidm doc hanh chinh (GDHC) hodc Gidm
doc chuyen mon co sé6. Gidm doc tieh xiic PHHS, tu vdn
PHHS, thuyét phuc PH cho cdc bé dn tai truong nhdam
ddm bdo sitc khée va an toan cho hoc sinh (PHHS déng §
PH déng phi nguoc lai GPHC tiép tuc dén buoc 2).

2. PHHS viét Pon xin khong dn tai truong.

3. Phu Huynh Uy quyén nguoi thay the B, Me dua don
HS (Néu nguoi dén HS ra dn ngoai, dwa HS tré lai truong
khong phdi la Bo, Me).

4. Phu Huynh ky xdc nhan vao Phiéu ddang ky thoi gian
vao truomg sau gio dn trua.

5. Truong hop Phu Huynh xin cho con vé dn trua di tw
tic GPHC tiép va tw vdn Phu Huynh, thuyét phuc Phy
huynh sdp xép nguoi duwa don HS. Néu PH cho con di tw
tic GPDHC hudng dan Phy huynh viét don, cam két chiu
trdch an toan cho HS.

6. GPDHC tw van PHHS bdng bién bdn tw vdin PH cam két
an toan cho HS trong thoi gian HS roi khéi truong.

7. GBHC trinh don Ban Gidm Hieu xem xét.

8. GDHC tiép nhan don, xdc nhan don va chuyén trinh
Gidm déc hanh chinh hé thong, tro Iy CEO va CEO xét
duyet.

9. Lap danh sdch HS khong dcng ky dich vu dan uong tai
truong, theo doi cap nhat thay doi.

4.16.5.4. KIEM TRA VIEC AN NGOAI CUA
HOC SINH

1. GDHC két hop Gido vien qudn nhiem (GVQN) in
thé hoc sinh dn ngoai. Thé duoc stz dung kiém sodt HS ra
ngodi cdc budi dn truea. Méi HS chi duwoc cdp mot thé, thé
c6 ddn hinh va thong tin HS. Thé duoc thu, lwu lai khi HS
ra ngoai, GVQN nhan lai thé vao sdng ngay hom sau va
phdt lai cho HS trusc gio HS ra dn trua. Thé khong thay
the nguoi dua, don HS.

2. Lap s6 PHHS ky xdc nhan khi dén HS vé cdc budi trua.
3. GDHC theo déi so luong HS dn ngoai méi ngay. Cap
nhat ting, gidm s6 luong HS dn trong truong, HS dn ngoai,
HS dan lai (néu c6).

4. GBHC két hop ké todn kiém sodt phi dich vy dn uong.
5. GDCS két hop GVQN wa nhan vién y t& truong theo
doi siic khde HS, kiém sodt viec tuan thit quy dinh doi véi
HS dan ngoai, truong hop HS co'tinh vi pham hodc vi pham
nhiéu lan GD két hop GVQN moi PHHS dén truong tw
vdn PHHS cho HS dn tai truong.

6. GDHC sdp xép phong nghi trua HS sao cho HS dn tai
truong va HS dn ngoai ngit rieng, viec nay giip kiém sodt
HS tré lai truong tot hon va trdnh lam phién thoi gian nghi
trua cdc HS ddang ky dich vy dn tai truong.

7. Cdc GDCS truc luan phien 3 budi trong ngay (sdng,
trua, chicu) kiem sodt HS nguoi dua dén, gio ra, gio vao,
an toan hoc sinh tai co s6.

* Trach nhiém doi voi Gido vién qudn nhiém:

1. GVQN két hop QLCS truc cong cdc budi trua kiem
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for monitoring students who eat outside of school.

2. Class teacher is responsible for monitoring the health of
students, carefully checks regulatory compliance of students,
consults students about not eating at school and encourages them
to use the school's food service.

3. Incorporating with parents, class teachers and the Professional
Director manage students who eat outside of school. Class teacher
checks student’s attendance every lunch time (students who are
outside of school, those turning back to school for resting, those
turning back to school for afternoon classes).

* The responsibilities of medical staff

Medical department is responsible for incorporating the Professional
Director and class teachers for monitoring the health of students.
Immediately report situations in which students feel not well.

* The responsibilities of security guards

Contracted guards and full-time guards always guard at the gate,
ensure safety for students, support monitoring students eating
outside of school and returning to school.

4.16.5.5. E-LIBRARY
1. Provide a reliable and accessible connection for traffic and services.
2. Provide authentic and authoritative routing information.

3. Inform the school of apparent infections in the system.

4.17. GRIEVANCE / WELFARE AND BENEFITS

1. Employees are encouraged to talk to each other to resolve
their problems. When this isn’t possible, employees should
communicate informally with their immediate supervisor,
who will try to resolve the problem.

2. When employees want to complain about their supervisor,
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 HR Department and cooperate with all other
procedures:

3. Talk with the employee to ensure the matter is understood
completely.

4.  Provide the employee who faces allegations with a copy of the
grievance.

5. Organize mediation procedures (e.g. arranging a formal meeting).

6. Investigate the matter or ask the help of a committee when
needed.

7.  Keep employees informed throughout the process.
8. Communicate the formal decision to all employees involved.

9. Take action to ensure the formal decision is adhered to.
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sodt hoc sinh ra dn ngoai.

2. Gido vién c6 trdch nhiem theo sdt tinh hinh sitc khée HS, gidm
sdt ky viec HS thuec hién cdc quy dinh. Tw van HS vé viéc dn ngoai,
khuyén khich HS st dung dich vu dn uong tai truwong.

3. Két hop PHHS, GV-NV wva GD co sé qudn Iy HS dn ngodi.
GV diém danh HS cdc buoi (HS ra khéi truong budi trua, HS vao
lai truomg nghi trua doi véi HS dang ky nghi trua tai truong, HS
vao lai truong tieh tuc hoc tap budi chidu doi véi HS ddang ky ngii
tai nha).

* Trdach nhi¢m nhan viéen y té truong:

Ban y t& truong c6 trdch nhiem ket hop véi GDCS, GVQN theo sdt
tinh hinh siic khée HS. Bdo cdo kip thoi GDCS tinh hinh siic khde
HS chua tot, chua ddm bdo.

* Trach nhiem bdo ve:

Bdo vé chuyén nghiép, bdo vé noi bo luon tiic triec cdc cong truong,
ddm bdo an toan, an ninh cho hoc sinh. Hé tro gidm sdt HS ra
ngodi dn trua va tré lai trueong.

4.16.5.5. THU VIEN PIEN TU
1. Cung cdp ket noi ddng tin cay va dé tiep can cho luu lwong truy
cap va cdc dich vu.

2. Cung cdp thong tin dinh tuyén 1 cdch chinh xdc va cé thadm quyén.

3. Thong bdo cho truong vé viec nhiém virus trong hé thong.

4.17. KHIEU NAI / TRQO CAP VA PHUC LOI

1. Nhan vien duoc khuyén khich néi chuyen véi nhau dé gidi
quyét moi van dé. Khi diéu nay la khong thé, nhan vien néi
chuyén véi gidm sdt tryc tiep dé cung nhau né luc gidi quyét
vdn dé.

2. Khinhan vien muén khiéu nai gidm sdt ctia minh, truéc tien
ho nén co gdng thdo luan vdan dé va gidi quyét vin dé. Khi
khong thé lam nhuw vay, nhan vién nén tham khdo § kién tie
bo phan qudn tri nguon nhan luc va hop tdc bang cdch khdc:

3. Noi chuyén véi nhan vien dé hiéu dwoc vdn dé.
4. Cung cdp cho nhan vién bi khiéu nai bdn sao gidy to khiéu nai.

5. T6 chic cdc thii tuc hoa gidi (vi du: sdp xép mot cuoc hop

chinh thiic).

6. Diéu tra vdn dé hodc yeu cau su giip do ciia mot 1y ban khi
can thiét.

7. Thong bdo cho nhan vién trong suot qud trinh dién ra tranh
chdp va khicu nai.

8. Thong bdo quyét dinh chinh thiic cho tdt cd nhan vien cé
lien quan.

9.  Cé hanh dong ddm bdo quyét dinh chinh thitc duoc tuan thi.



10. Deal with appeals by gathering more information and investigating

further.

11. Keep accurate records.

4.18. LEAVE OF ABSENCE REGULATIONS

The employees are entitled to personal leave of absence with pay in the
following cases:

1.

Wedding of an employee: 3 days leave (according to Article 115 of
the Labor Code); the employees must send a request letter to the
manager at least 5 days in advance and the letter must be approved
by the school.

Wedding of an employee’s son/daughter, 1 day leave (according to
Article 115 of the Labor Code); the employees must send a request
letter to the manager at least 5 days in advance and the letter must
be approved by the school.

Funeral of an employee’s parents (both the husband’s and the
wife’s), spouse or children: 3 days leave (according to Article 115

of the Labor Code).

Employees are entitled to sick leave with pay:

The employees must have a valid doctor’s notes/ prescription
from the hospital (a valid doctor’s note/ prescription must
include: the patient’s name, year of birth, reasons for being sick,
drug name, the number of days’ sick leave allowed by the doctor,
the checking date)

Cases of leaving mentioned above are not included in the 12 days
of annual leave under regulations of the Labor Code of the Socialist
Republic of Vietnam (amended and supplemented in 2019).

According to Clause 1.a, Article 113, Section II, Chapter VII
of the Labor Code: the employees who have had 12 months of
working at a business unit are entitled to annual leave with pay
in the following regulations: 12 working days for the employees
working in normal conditions. The employees must apply for
leave to the school at least 5 days in advance. The school will
consider the leave of absence requests based on actual situations
of each department.

For the employees applying for leave: The manager arranges
work and submits the request letter to the Principal for approval.
In case the employees ask for leave from 01 to 02 days at one
time, the manager examines the application and delivers it to the
administrative department during the day. In case the employees
ask for leave more than 02 days at one time, the manager examines
the application, then submits it to the Principal for approval
immediately and delivers it to the administration department
during the day.

One copy of all the employees’ absence request letters must be
stored at the administrative department as a basis for calculating
the salary.

10. Gidi quyét khiéu nai biang cdch thu thap them thong tin

va diéu tra them.

11. Luu giit hd so chinh xdc.

4.18. QUY PINH NGHI PHEP

Nhan vién duoc nghi phép nhung vdn nhan luong trong cdc

truong hop sau:

1.

Ddm cuéi ctia bdn than: duoc nghi phép 3 ngay (theo
Diéu 115 ctia Bo luat Lao dong); nhan vien phdi giei
don cho qudn lj truéc it nhdt 5 ngay va don phdi duoc
nha truong chdp thuan.

Ddm cudi ctia con trai / con gdi, nghi phép 1 ngay (theo
Diéu 115 ctia Bo luat Lao dong); nhan vien phdi giki
don cho nguoi qudn 1y truée it nhdt 5 ngay va don phdi
dwoc nha truwomg chdp thuan.

Tang & ctia cha me (cha me ruot hodc cha me vg/
chong), chong/vo hodc con: nghi phép 3 ngay (theo Diéu
115 ctia Bo luat Lao dong).

Nhan vien dwoc phép nghi bénh va vdn nhan luong:

Nhan vien dwoc phép nghi bénh va vdn nhan luong:
Nhan viéen phdi cé gidy khdm benh/toa thuoc hop lé
ctia bdc st tix benh vién (gidy khdam bénh/toa thudc hop
le phdi bao gom: ten bénh nhan, ndm sinh, nguyén nhan
bénh, tén thudc, so ngay nghi benh dwoc bdc si chi dinh,
ngay khdm ...)

Cadc truong hop nghi phép néu tren khong duoc tinh vdo
12 ngay phép nam theo quy dinh ciia Bo luat Lao dong
nudc Cong hoa xa hoi chii nghia Viet Nam (stta doi, bo
sung ndam 2019).

Theo khodn 1.a, Diéu 113, Muc II, Chuong VII clia
Bo luat Lao dong: nguoi lao dong da c6 12 thdng lam
viec tai mot don vi duoc nghi phép hang ndm va vin
nhan luong theo quy dinh sau: 12 ngay lam viec danh
cho nhan vién lam wiéc trong diéu kién binh thuong.
Nhan viéen phdi nop don xin nghi trude it nhdt 05 ngay.
Nha truong sé xem xét cdc yeu cau vding mdt dua trén
tinh hinh thuc t& ciia méi bo phan.

Doi véi nhan vien xin nghi phép: Qudn Iy sé sdp xép
cong viec va nop don cho Hieu truéng phe duyet. Trong
truong hop nhan vien yéu cau nghi phép tie 01 dén 02
ngay cung lic, qudn Iy kiém tra don va giti dén bo phan
hanh chinh trong ngay. Trong truomg hop nhan vién xin
nghi phép nhiéu hon 02 ngay tai mot thoi diém, qudn ly
kiém tra dom, sau d6 nop cho Hieu truémg dé phe duyet
ngay lap tikc va giki cho bo phan hanh chinh trong ngay.

Bdn sao tdt cd don xin nghi phép ciia nhan vién phdi
duoc luw trie tai phong hanh chinh lam co sé dé tinh

tién luong.
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4.19. HOURS OF OPERATION 4.19. GIO LAM VIEC

The hours of operation is as follows: Gio lam wviec cia truomg nhuw sau:
1. Monday to Friday 1. Tix thit Hai dén that Sdu

- Morning: from 6:30 to 11:30 -Sang: tx 6:30 dén 11:30

- Afternoon: from 13:00 to 17:00 - Chiéu: tix 13:00 dén 17:00

2. Saturday 2. Thit Bdy

- Morning: from 7:00 to 11:30 - Sdng: te 7:00 dén 11:30

- Afternoon: from 13:30 to 17:00 - Chiéu: ti 13:30 dén 17:00
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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 s6 Nguyén Vian Hudng
Dia chi: 177-185 Nguyenvanhuong St., Thao Dien Ward, Thu
Duc City, T.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 bisl 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, TRHCM
Phone: (84-28) 36203095 - 36202905
Fax: (028) 3823 3359

BAC TRUNG HOC AHS
Co sé Cong Hoa 2
Dia chi: 18A2 Cong Hoa, Phuong 12, Quan Tan Binh, TP.HCM
Dién thoai: (84-28) 6296 1390 /(84-28) 6896 1387
Fax: (84-28) 6296 1388
Co'sé 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
Dién thoai: (84-28) 3848 0733 /(84-28) 3848 0740
Fax: (84-28) 3848 0730
Co sé Cao Thdng 2
Dia chi: 177Bis2 Cao Thdng, Phuong 12, Quan 10, TP.HCM
Dién 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 56 Thai Vin Lung
Dia chi: 4 Thdi Van Lung, P. Bén Nghé, Quan 1, TP.HCM
Dien thoai: (84-28) 38233357 / (84-28) 38233358/ (84-28)
38227196
Fax: (84-28) 3823 3359
Co sé Van Thanh
Dia chi: 149-151-153-155 Vo Oanh, Phuong 25, Quan Binh
Thanh, TP.HCM
Dien thoai: (84-28) 3512 7380 /(84-28) 3512 7381
Fax: (84-28) 3512 7384
Co sé Nguyén Van Huéng
Dia chi: 177-185 Nguyén Vin Huéng, P. Thdo Dién, TP.Thu
Diic, TP.HCM
Dien thoai: (84-28) 36203095 - 36202905
Fax: (028) 3823 3359

BAC TIEU HOC IPS
Co sé Cong Hoa 1
Dia chi: 18A1 Cong Hoa, Phuong 12, Quan Tan Binh, TP.HCM
Dién 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 V6 Oanh, Phuong 25, Quan Binh
Thanh, TP.HCM
Dien thogi: (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
Dric, TP.HCM
Dién thoai: (84-28) 36203095 - 36202905
Fax: (028) 3823 3359
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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
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QUAN LY CAP TRUONG AHS
Cha tich HPQT kiéem Hi¢u truéng
Nguyén Lé Thanh Tric
Email: truecnguyen@aisvn.edu.on

Tel: (84-28) 38680270/71

Tong Gidam doc diéu hanh
TS. Tran Viét Tam
Email: viettamsiu@yahoo.com.un

Tel: (84-28) 38680270/71

Tro ly Tong Giam doc diéu hanh
ThS.Tran Thi Lan Chi
Email: chitran@siu.edu.vn

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

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

Email: vanthithienha@asianintlschool.edu.on

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 Bivi Tuong Thi
Email: nguyenbuituongthi@asianintlschool.edu.on

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

Gidm doc Tai chinh - Ké todn hé 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 Tw
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 chuwong trinh quoc 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



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

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 déc chuong trinh quéc té
D6 Thi Loan
Email: dothiloan@asianintlschool.edu.vn

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

Gidam doc hanh chinh & dich vu hoc sinh
Lé Thi Thanh Thiy

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

3. Co'sé Cao Thing 2
Gidm déc chuong trinh Viet Nam
Tran Thi Tam Tuyén
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

Gidm déc chuong trinh quéc té
Biéu Thuy Thoai My
Email: bieuthuythoaimy@asianintlschool.edu.vn

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

Gidam 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 doéc chuong trinh Quoc té
Nguyén Thi Thity Dung
Email: nguyenthithuydung@asianintlschool.edu.vn

Tel: (84-28) 938227196 — Ext: 118

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

Tel: (84-28) 938227196 — Ext: 118
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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
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5. Co sé Van Thanh
Gidm doc chuong trinh Viet Nam
Phan Thi Phuong
Email: phanphuong@asianintlschool.edu.vn

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

Gidm doc chuwong trinh Quoc té
Nguyén Hoang Nhan
Email: nguyenhoangnhan@asianintlschool.edu.un

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

Gidm doc hanh chinh & dich vu hoc sinh
Lé Thi Bé Quyén

Email: lethibequyen@asianintlschool.edu.vn
Tel: (84-28) 35127380 — Ext: 102

6. Co s6 Nguyén Vin Hudng
Gidm doc chuong trinh Viet Nam
Dinh Huyén Trang
Email: dinhhuyentrang@asianintlschool.edu.vn

Tel: (84-28) 36363209 — Ext: 104

Gidm doc chuwong trinh Quoc té

Thdi Thi Thiy Héng

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

Gidm doc hanh chinh & dich vu hoc sinh
Huynh Thi Bich Thu

Email: huynhthibichthu@asianintlschool.edu.un
Tel: (84-28) 36363209 — Ext: 101



