
Annex I 
Name of School: Po Leung Kuk Laws Foundation College                                   (District: Sai Kung            ) 
 

Work Plan on the Use of Strengthening School Administration Management Grant 
(To be uploaded on the school’s homepage before end-October 2016) 

 
We (the School) have read and understood the stipulations stated in the EDB Circular Memorandum No.21/2016 on Strengthening School Administration 
Management (SAM) Grant.  The following work plan on the use of the SAM Grant is drawn up after consultation with the teachers: 
 
Objective 
After reviewing the operation of the school, the measures below will be devised to enhance the overall effectiveness in student support / teaching-related 
administrative work, especially in reducing the administrative work of room booking, implementation of through-train gifted education program, support 
scheme for e-learning in schools and printing policy. Moreover, the information management and communications can be enhanced by the development of 
the information release system.                                                                                                      
 

                                                 
 

Area1 Expected Results Item Evaluation Criteria 
(Indicator) Budget Sustainable Development 

Plan 
Student support / 
teaching-related 
administrative 
work 

 To enhance the 
administrative 
effectiveness and 
reduce the 
administrative 
workload in room 
booking. 
 

 To enhance the 
efficiency in the 
implementation 
of through-train 
gifted education 
program and 
support the 
scheme for 
e-learning in 
schools. 
 
 

 Develop an electronic 
system of high security, 
efficiency and user 
friendliness with access 
rights granted as 
appropriate to manage 
room-booking information 
systematically. 

 Employ an administrative 
assistant to handle the 
work related to the 
information management 
electronic system, the 
implementation of the 
through-train gifted 
education program and the 
support scheme for 
e-learning in schools. 
 
 

 The room booking 
system is completely 
developed and all 
room-booking 
procedures can be 
digitized. 
 
 

 80% of the teachers 
are responsible to 
through-train gifted 
education program 
and the support 
scheme for e-learning 
in schools. It is 
observed that the 
administrative 
assistant can enhance 
the efficiency of their 
programs. 

$380,000 
salary for an 
administrative 
assistant for 24 
months (MPF 
included). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 The electronic 
room-booking 
system will manage 
the room-booking 
information 
systematically and 
continuously. 

 
 Other supporting 

staff in the school 
will be developed  
professionally to 
assist the 
implementation of 
through-train gifted 
education program, 
support scheme for 
e-learning in schools 
and student learning 
profile continuously. 



 
 

 To optimize the 
mechanism of 
collecting 
student-learning 
profile 
information 
 
 

 To enhance the 
efficiency in 
implementing 
printing policy 
for all teachers 
and supporting 
staff. 

 Employ an administrative 
assistant to optimize the 
mechanism of collecting 
student-learning profile 
information by 
establishing procedural 
guidelines and the use of 
web-based platform. 

 Purchase an electronic 
system of high efficiency 
and user friendliness with 
access rights granted as 
appropriate to the 
implementation of printing 
policy systematically. 

 80% of the teachers 
that are responsible to   
student-learning 
profile. It shows that 
the administrative 
assistant can optimize 
the mechanism 
effectively. 

 The printing details 
can be clearly 
monitored and the 
printing policy can be 
implemented 
successfully. 

 
 
 
 
 
 
 
 
$4,120 has 
been used for 
purchasing 
printing 
monitoring 
software. 

 
 
 
 
 
 
 
 
 The printing policy 

will be implemented 
continuously and the 
printing resources 
will be effectively 
consumed. 

Information 
management and 
communications 

 To enhance the 
administrative 
effectiveness and 
reduce the 
administrative 
workload in the 
release of 
information 
including the S1 
admission result, 
class and subject 
information of the 
new academic 
year. 

 Develop an electronic 
system of high security, 
efficiency and user 
friendliness with access 
rights granted as 
appropriate to the release 
of S1 admission result, 
class and subject 
information of the new 
academic year 
systematically. 

 The information 
release system is 
developed completely 
and the information 
can be released 
properly by the 
desired users. 

 The information 
release system will 
release the 
information 
systematically 
continuously. 


