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The HARROW INTERNATIONAL SCHOOLS, HARROW INNOVATION LEADERSHIP ACADEMIES & HARROW
LITTLE LIONS EARLY YEARS CENTRE ADMISSIONS CODE OF CONDUCT (hereinafter referred to as the
"Admissions Code of Conduct") is a framework document based on the AISL mission and values. With a
commitment to the principles of fairness and justice, this document regulates the admissions procedures
and provides behavioural guidelines for admissions staff.

The knowledge and practices outlined in the Admissions Code of Conduct form the expectations for all
admissions staff, protecting our reputation and that of all Harrow-branded schools.

All admissions staff are expected to read, understand and abide by the rules set out in this document and
must report any violation of its provisions.

We will conduct a discreet and independent investigation of any improper behaviour reported.

While the Admissions Code of Conduct aims to provide sufficient guidance for admissions staff, preparing
them for a variety of possible problems, it is not an exhaustive list of the potentially difficult and challenging
situations one may encounter during the admissions process. Please seek support from your line manager or
from the Group Admissions Department if you have any doubt or need support implementing this policy.

(e 2 E PR 0 AL ARG BN SR AR AR AR T 9 HE ) CBURfRIAR (HRZEAT 9N O
7 LA A iy S AME I 3R, SRR A TAE AT 5 AN, #8540 4 QR THVEAT . IEF A IHER
A R BRARAISEER GRAAT NMEND) A SRR S 2 A, SR IRATH R E 5K,

FRAAE TAR AR R /R E . BARIF I ST CRRAATOHEND) AT RUE 5 TN A . S IEFER,
TR SRR S R FRAAT END) BT 8. X THAAT AR, AT RIHEEM S & .

CHRAAT NHEND) B2 T4 28 53 5820 BOH6 3 T RO AT BE T I R 48 A )l CREAEAT NHEN) A BEd e
FHAE AR B 2 FirA PREATER AL, a0 R 2R 5 A AR B AT 5 8 B 7 ZEAANE B, 3 17 ELARIE R 2
GEE RIS E S S DS R S



I. OVERVIEW OF THE SCHOOL ADMISSIONS POLICY

The overarching guideline for school admissions is defined in the opening chapter of the AISL ADMISSIONS
POLICY (HSTD51), SCOPE & PURPOSE", as is quoted below:

Within the framework of national laws and regulations, all of our schools are selective. We seek to admit
students with the aptitude, ability and personality to thrive in, and contribute to, our diverse international
communities.

Our motto and boarding ethos strongly influence the key areas of emphasis in each school and, therefore,
impact admissions decisions.

The following principles guide the admissions process:

1. The process should be fair, open, honest and transparent.
Selection will be based on academic ability and potential contribution the applicant will make to the
school.

3. Applicants must be able to engage meaningfully with the programmes offered at the appropriate level
within the school.
Applicants and their families must be committed to the co-curricular life of the school.

5. Applicants and their families must value all relationships within the school community and pursue the
personal formation of character.

6. All our students and their families must support and embrace our ethos and values.

We enrol students who will make a positive contribution to the school community and, subject to local
regulations, seek to attract students of many nationalities whose parents are in agreement with the school’s
motto and values. There can be no deviation, preference extended or privilege given from this policy.

All admissions staff of the school are expected to carefully read and strictly abide by the rules set out in the
AISL ADMISSIONS POLICY (HSTD51) (see Annex 1 for details).

Admissions staff are also expected to carefully read and strictly abide by the rules set out in the
ADMINISTRATION STAFF HANDBOOK, with special attention paid to sections on Integrity, Confidentiality,
Conflict of Interests, Sole Employer, Gambling, Loans with Business Associates, Published Articles/Public
Functions and Compliance with Legal Standards, as can be found in sections of STAFF PROTOCOL and CODE
OF CONDUCT under the chapter GENERAL RULES AND CONDUCTS (see Annex 2 for details). (Details regarding
the rules highlighted in blue from the ADMINISTRATION STAFF HANDBOOK may be added or removed as
appropriate to reflect the context of each school and include information that the admissions staff are
expected to carefully read and strictly follow.)

— PRAHEBHESR

C I [ B 2 A PR A FIHRAE R (A5 HSTD51) ) RS “TUREIRI H 17 2 HE R A8 A TR 4N
Gikfe T, BARNERSIWT:

FEIRE [ ZE A AT IR &, BRATPTA AR SRR B BATIA B R AR BT ey Ak
M2, B AR 2 oo E BRI B R D S . B STk R

2



AR R T TR R A RO T R AR T, e (R R VS

AL RO DL TR

L RAETRREE A, ATF. WS, B

2 FEFHREIT 8 A2 A B S RIRY 22K 0 LE TR

3 FIVE A SRS D15 e A AL A SR 4 TR

NN INT 7 TR IO PN

5. HIVE A RIS NLIEMER RSN IFH KR, HIRANNETEH

6. FTH 2 SIS NS HE I S R TR A 30

AT R R B BURTTIRIO 25 . A S AT IR T, R SR SRR A
O, RO R B2 R . SRR RO VF AT B (R sl 5T S M AT .

SR A IR 2 B 9 P L I A B A AR (B HSTDS D ) P %%

WOHE ,  BARIEILHAF 1

5 [ B3 A= 53 T RAT 40 B SR I AR 0 S 24 A% (ADMINISTRATION STAFF  HANDBOOK) [ 45 TURLsE , 1 il
GENERAL RULES AND CONDUCTS 4% #X " STAFF PROTOCOL #1 CODE OF CONDUCT B ¥ K ) Integrity,
Confidentiality, Conflict of Interests, Sole Employer, Gambling, Loans with Business Associates,
Published Articles/Public Functions fll Compliance with Legal Standards BIWNZ, BEARE WM 2. (F
FREXER B3R (ADMINISTRATION STAFF  HANDBOOK) Amyd i (il sy, AR ASAE X (¥ 175 150 A 23 I S 95
AR A L A A B I AR AT I N D

Il. DECISION-MAKING IN COMPLIANCE WITH NATIONAL LAWS, GROUP/SCHOOL ADMISSIONS POLICY AND
ETHICAL NORMS

Admissions staff of the school should exercise appropriate discretion when handling situations and problems
during the admissions process. As is shown in the Decision Flow Chart below, all decisions should be carefully
made with national laws and regulations, Group/School admissions policy and ethical norms in mind.

Is it compliant with national laws
Not sure and regulations?

Seek opinion of your Line
Manager or the Group —
Admissions Department  Notsure

Is it compliant with Group/School DO NOT execute
admissions policy and values? your decision

— Is it compliant with social and
Not sure ethical norms?
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lll. DOING THE RIGHT THINGS FOR THE SCHOOL COMMUNITY

The school is not a lone entity. The development of the school hinges on support from government
departments, the media, and third-party agencies/partners. During the admissions process, you will need to
communicate and interact with all these three stakeholders.

1. Government

The school assigns designated staff and officers to communicate with relevant government departments. In
the absence of authorisation from the Senior Leadership Team (SLT), admissions staff should not initiate
liaison or communication with any government department on behalf of the school.

If a member of the school's Admissions Department is contacted by any government department, this
member should immediately report to his/her line manager.

If a government department requests any data or statistics related to admissions, admissions staff should,
upon authorisation from the Senior Leadership Team (SLT), prepare and hand in true and accurate
information to his/her line manager for approval. Such information should be passed to the government
department via the approved channel.

2. Media



The school's Marketing Department is responsible for media affairs. Admissions staff should not contact
the media directly or indirectly, take media interviews, or disclose any admissions information to the media
in the absence of authorisation.

If a member of the school's Admissions Department receives any request by the media for information/for
an interview, he/she should refer the media to Marketing Department for follow-up.

3. Third-Party Agencies/Partners

Cooperation requests with third-party agencies/partners should be processed following these guidelines:

A third-party agency/partner is defined as any company, agency or individual that directly or indirectly
promotes school admissions.

Such third-party agencies/partners include, but are not limited to: admissions consulting agencies, study
aboard agencies (including self-employed overseas education consultants), language training centres, private
banks, wealth management companies, VIP centres of luxury malls, premium real estate developers,
equestrian\golf\fencing\sailing and other sports clubs, and educational institutes (including kindergartens,
pre-prep schools, prep schools and senior schools) which recognise the excellence of a Harrow-branded
education.

In consideration of the similarity and complementarity between the school and the third-party
agencies/partners in terms of target customers, quality provision, and network advantages, the school aims
to harness complementary strengths and maintain long-term partnership with third-party agencies/partners
for mutual development.

Written approval of the Group Admissions Department should be obtained for any cooperation is agreed
with third-party agencies/partners.

The forms of cooperation with third-party agencies/partners include, but are not limited to, co-hosting
various events (including admissions events) and partnership in student referrals.

Any cooperation with third-party agencies/partners should be based on a written contract signed and sealed
by both parties, which sets out rights and obligations of both parties and specifies details of the cooperation.

To protect the interests of the school, the following clauses are required in the contract:

= The school name, school logo or photo of the school or its students may only be used upon authorisation
of the school;

= Any written information about the school, its educational features, prospectus or preferential admissions
policies for partners, etc., may only be used upon approval of the school;



= Any preferential admissions policy or commission policy (if applicable) applicable to the third-party

agencies/partners should be clearly stated in writing and approved by the school before implementation;

= Any material or gift that features the school name, logo or photo, or imagery installed may only be released

and used upon approval of the school.

Effective supervision and management of third-party agencies/partners is essential for the school to maintain

brand value and the fairness and justice of admissions decisions. Therefore, the adoption of a "Negative List"

mechanism is recommended to enhance the school's supervision and management of its third-party

agencies/partners. Admissions staff should closely supervise any third-party agency/partner on the Negative

List and manage the cooperation accordingly.

Descriptions of and Management Measures for Third-Party Agencies/Partners on the Negative List:

Negative List

Violation by Third-Party Agencies/Partners

Management Measures for

Level Third-Party Agencies/Partners
GREY Description: Guideline:
The third-party agency/partner generally abides by | Identify the problem(s), maintain
the terms of the agreement signed by both parties. | cooperation and observe future
But due to either subjective negligence or objective | performance.
reasons, the third-party agency/partner fails to Details:
strictly perform to the terms of the agreement the | The Admissions Department should send an
outcome having a minor impact on the school. official letter to the third-party
Examples: agency/partner in a timely manner to
* Omitting the photo credit when using a photo of | illustrate the problem(s) identified and
the school; express the school's expectation of desirable
* Any deviation between the design draft and the outcomes, and follow up its future
finished outcome, e.g., colour difference between performance.
the school's standard colour codes and the actual Reporting Line:
look of the backdrop; Admissions staff should keep the school's
* Any typographical error or missing content of any | Head of Marketing and Admissions (if
written material approved by the school. applicable) and Admissions Manager
updated of any third-party agency/partner
included into Level Grey of the Negative List.
YELLOW Description: Guideline:

The third-party agency/partner deliberately
violates the terms of the agreement signed by both
parties, causing a major impact on the school.

Examples:
* Using the school logo, photo or written material
without authorisation;

Identify the problem(s), (if appropriate)
suspend cooperation and observe future
performance.

Details:

The Admissions Department should send an
official letter to the third-party
agency/partner in a timely manner to




* Posting/publishing the school logo, photo or
written material via channel(s) not authorised by
the school;

* Posting/publishing the terms of cooperation
reached by both parties (e.g., any preferential
admissions policy or commission policy) without
authorization of the school.

illustrate the problem(s) identified. Suspend
the cooperation until the corrective plan
proposed by the third-party agency/partner
is satisfactory and approval of the Senior
Leadership Team (SLT).

Reporting Line:

The school's Head of Marketing and
Admissions (if applicable) and Admissions
Manager should keep the school's Senior
Leadership Team (SLT) updated of any third-
party agency/partner included into Level
Yellow of the Negative List.

RED

Description:
The third-party agency/partner materially deviates

from the agreement signed by both parties* and
maliciously posts/publishes false information,
causing a major impact on the school.

Examples:

* Fabrication of any preferential admissions policy
offered by the school;

* Any claim to be the school’s exclusive student
enrolment agent/agency;

* Any guarantee of success in admissions
assessment and acceptance to the school.

Guideline:

Identify the problem(s), permanently
terminate the cooperation and reserve the
right to take legal action.

Details:

The Admissions Department should send an
official letter to the third-party
agency/partner in a timely manner to
illustrate the problem(s) identified, and
request immediate correction of the
mistake(s) to minimise the adverse impact
on the school. Terminate the cooperation
permanently and reserve the right to take
legal action to preserve the reputation of the
school.

Reporting Line:

The school's Head of Marketing and
Admissions (if applicable) and Admissions
Manager should keep the school's Senior
Leadership Team (SLT) updated of any third-
party agency/partner included into Level Red
of the Negative List.

* If there has never been any form of discussion or cooperation between the school and the third-party
agency/partner, refer to the management measures for Level Red of the Negative List and place this third-
party agency/partner into Level Red of the Negative List.
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IV. DOING THE RIGHT THINGS FOR SCHOOL APPLICANTS, STUDENTS AND THEIR FAMILIES

1. Complying with National/Local Laws and Regulations

Admissions staff should abide by all relevant laws and regulations applicable to the country/region where
they work.

2. Providing Open and Accurate Information

Admissions staff should always work to ensure that the information and admissions guidelines provided to
applicants, students and their families are open, accurate, consistent, and of the best quality, and that such
information is provided swiftly and in accordance with applicable regulations of the Group or the school.

3. Confidentiality of Personal Information

Admissions staff should make every effort to keep confidential any personal applicant information. We
collect, store, use, transmit and dispose of personal and other confidential information in a manner that is
transparent, honest and in compliance with the national/local laws and regulations where the school is
located. Terminated and resigned admissions staff are obliged to keep confidentiality and follow relevant
regulations after leaving the school. We take the responsibility of keeping confidential any personal
information of the applicants, the students and their families submitted to admissions staff in various forms
and formats throughout the admissions process seriously.

Admissions staff should comply with the following regulations regarding confidentiality of information:
a. Only use the school's internal admissions system and applications.
b. Do not disclose any confidential information, even when using social media.
c. Be cautious when using confidential information in public places.

d. For confidential information, the soft copy should be stored on the school's computer with password
protection, and the original hard copy should be stored in a locked school cabinet. When confidential
information is not in use by any admissions staff, the computer storing such information should be
automatically locked, and the cabinets for the original hard copy should be locked up.

e. If there is a leakage of confidential information, immediately notify a line manager and promptly
report to the school's Senior Leadership Team (SLT) and the Group Admissions Department.

4. Assessment and Acceptance

Admissions staff are expected to respect the sensitive nature of the admissions process at all stages:
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Admissions staff are prohibited from disclosing to any applicant, their family or third-party agency/partner
any information that might favour the applicants or confidential information related to the school's
admissions, such as the name of the assessment software, assessment questions, preferences and
propensities of the interviewers, grading criteria, or admissions criteria.

Applicants and their families are expected to independently complete the assessment and the interview with
the interviewer. Throughout the entire process, admissions staff are prohibited from giving any instruction
or guidance (either explicit or implicit) that might affect the outcome of the assessment. They may, however,
offer necessary assistance to students who experience technical difficulties without violating the regulations
above to ensure that such applicants may complete the assessment effectively and independently.

After arranging an assessment and interview for applicants and their families, admissions staff are expected
to follow the guideline not to give any applicant, their family or third-party agency/partner any explicit or
implicit information about the grade/score of the assessment and the interview, acceptance information, or
place/position on the waiting list. Admissions staff are prohibited from providing any form of guarantee of
success in assessment and interview, or acceptance to the school, to any applicant, their family or third-party
agency/partner.

Only the school Head can make the final assessment decision. The assessment result may only be notified to
the applicants and their families in writing upon written authorisation from the Manager of the Admissions
Department. In the absence of approval of the school Head and authorisation from the Manager of the
Admissions Department, no admissions staff may have any form of communication with any applicant, their
family or third-party agency/partner about the assessment result (i.e., acceptance, waiting list, re-evaluation
or rejection).

5. Applicants Files: Students and Their Families

For filing purposes as required by relevant laws and regulations, and for the operational functioning of the
school, admissions staff should keep a complete file of documents (including the original hard copy and the
scanned soft copy) of each applicant, student and his/her family. No document may be destroyed or deleted
without the approval of the school Head, the Legal Manager and the Finance Manager.

If a member of non-Admissions staff within the school wishes to access the personal file of any applicant,
student and their family, he/she should fill in and sign the Request for Application File Access Form and have
it signed and approved by his/her Line Manager and the Manager of the Admissions Department.

6. Acceptance of Gifts or Hospitality

Any acceptance by a member of the Admissions Department of bribes or any form of direct or indirect
transfer of benefits from any applicant, student and their family or third-party agency/partner is strictly
prohibited. Any employee exercising the functions of the school's Admissions should not grant, offer, accept
or facilitate any monetary payment, gifting or other improper transfer of benefits that may affect or may be
seen as affecting the fairness and openness of the admissions process.
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If a member of the admissions staff receives from any applicant, student and/or his/her family or third-party
agency/partner any gift that cannot be declined, or any gift from an unknown sender that cannot possibly be
returned, the staff member must hand over the gift to his/her Line Manager regardless of the form of the
gift. This admissions staff must also submit a gift report to document the details of the hand-over. This report,
either in paper or by email, must be signed or replied to confirm by his/her Line Manager and properly
archived.

Admissions staff are prohibited from attending any hospitality event arranged by any applicant, student and
their family or third-party agency/partner. They are allowed, upon approval of the Line Manager, to have
refreshments/light meals with the applicant, student and their family or third-party agency/partner with the
purposes to introduce and promote the school, boost student enrolment and enhance the potential home-
school relationship, provided that such behaviours are in compliance with relevant laws, regulations and
general practices.

7. Avoidance of Conflicts of Interest

Admissions staff are deemed to be related to/have a relationship with an applicant if he/she has any direct
or indirect kinship or in-law relationship, or personal friendship, with an applicant and his/her family. Any
such relationship should immediately be reported to his/her Line Manager. The member of staff should
recuse him/herself from the admissions process of this applicant and his/her family, which includes, but is
not limited to, registration, assessment and notification of assessment result.

M. AERKREE. ERERRFEMERNFERE
1o ST [ 50/ s XA R
FHAE DA TN I8 Sy AT AR PR I T A B 5%/ 41X i ) PO AR S R MR R
2+ FALAITIEFHIE R

2L G NG 55 T s FRE . FERAE R S SR I AR S5 B AT R R R AT e &
gy PRk B RN, JF HAR ARG A5 ] B X AR L

3. MARRRERER R

il

C

AR TR e R BT E . FERAELREFEN D NERERFEFE LS. BARBGEY . WE a5
RPAEHE AT R . A7k (. A B N EREEE .. HAER TNEREPURT A
RETUE, IR ARS8 B R ZOR . 0 T DS MR SR AT e T A R TR . R
FEEMAN NEREREE S, WATEA TR

Iy

[

EEXHE B R, A R IR A E -

a. AT AR DU A1 A B A2 R GRS R Y
b, TAIABE MRS, AR AL AT .
c. FAMEAIIPY KA IREE RN, FHEHESE.

12



d. DRSS T RROBLAF R AE N3 ) 2> =) I B, DR A5 IS SRR A7 A T S Rty B A ST R, IR EAR
A TAME R R A B, AP DR (5 B A 2 =) RN B0 IS A P A5 2 LR R SR AR

e. WARBRUEM RSB AR IMIEEE, NS — I 9F bRk BRI IR ORIk £ AR 0T SRR
AR

4y NS S s L

AN EEDR AR RS P 2 00 B AR LU BT, 0 R ZHE I £

a. AT

FHAE G ™A ) R 2 S L R RE P B =TT LA /AR e N S ) B AR R 2 AR DI E

2 MR E AP AL SIBE . PP ARAE L SRR AE S X T FE B 20l A A R R s B SRR AR L Y
=3

HJCho
b. A

PR B B FL B R 5% A ST 58 B B 55 T B PR TR AT R o AR B3 ™ M AR AR B R T SR BT R
MU EE R AT T A S CRAEWIR S ) 5 (HRTBAAEANE S B UE SO0 T, XoF 368 200l PR X 1Y) 22 A 32
PR BB, AR OR FHE 2 REVS A R0t AL g s i 7

c. Mk)E

FE L HE R b M X BE BB S8 N AT, 84 A DR R UG B VR SR M, 745 A FR i 2 S
K BE B =TT /AR SR AR 5 T I iR/ 0 . SRERGE IR . S5 15 44 PR 455 B I TR BB 7
TR AR L T FRE 2 R SRR B = T LR /K PR B3t BT T 78 P ORI I X v 1 e e s DRI S B K s o

SR R AR R K e f5, a4 AR ] 0 5s NS IO i A A 3 5 H 3 R ETT
JEASTHVAIE . ARG IR WAL AEAE AL B T T ST NIRRT, AR A R AR A R (R SR, 4%
fER R BRI PRI 5 s LS B =LA /AT AR T v

5. HUEHE . R LR BEIIR S

DRSO B A e S ol 35 P AR IO SRS E 3, 2R D T 00K FRis 2 AR A LR E (R A B LA
IWEVARS CRUARARFRR B M 7 R , BOARCC, RSB0 TR 35801 19 D ARttt 25898 ik
PE =P

SER eI T M B s . ERAE LK ER N AL RS, F53E S SO 1) H 05 2R 5 SORY R B P A
AT R AT 1 4 5 NP v .

6. WAL AN S e i

PRI G AR W & FEARRAE SR IRE B =TT LAY /K A PO U s AL A T e ) L 3 T 2 2
& AR AR AE A SCTAER R TEAFL T $2fh, B st ol s ma sl il B iy S ma 40 2R I A2 A
MATHER GBS AR B E AN IE SR 2 ik .

FALE G A RIS i & AR SRR B =TT WU AR AL HE A, B3 ToR SR 1A AL
RIRFEAL I EE R EI AR AL T, Tl R RER T AL i, AU — I (B A B BRI g, RIS AR

13



Jo B 7 A AL i B AZVERS I B BRI AR R AR AR R i Bl RN, 4R B R B
(=P

LR TARSINEEE . RS KRS =T WU A 2R B3 o £ S A QIR AN i
BB OLT, SEBICIR g, B R T DS i . AR R R R = T WU /K kit i/
fiide, moSLEE /(A A AN 2 A2 AHEA S s AR A A S RN A R R A 0 H T

(SRE:I

R K SR B TR H AR BAR SRR S R B AR, A A LRI S AR m ARG N B
AR A 53 T 24 5 — I (DR LR LT 4 2 BRI R IR % B & L S E R e R TR, SR EA R
T A WK, EREERE.

V. DOING THE RIGHT THINGS FOR SCHOOL COLLEAGUES
1. For Colleagues in Other Departments of the School

While we encourage cross-functional communication and collaboration among school staff, we do not expect
admissions staff to disclose to colleagues of other functions any sensitive personal information about the
applicants, students and their families or any information about the assessment, interview, acceptance,
progress of the waiting list, or the outcome. Disclosure of any information about admissions updates or
policies is prohibited, and any comments or discussions that might jeopardize the fairness and justice of the
assessment result is discouraged.

2. For Colleagues Engaged in Assessment and Interview

Admissions staff have the responsibility to prepare necessary training and guidance for colleagues engaged
in the assessment and interview of applicants, briefing them on the process and the sensitive points therein.

For colleagues of other functions (including academic staff involved with interviewing and staff who facilitate
assessments and interviews), admissions staff should to remind them of, but not limited to: maintaining a
fair and open admissions process, ensuring that applicants complete the assessment independently, and not
to disclose the types of questions or specific questions of the assessment to any applicant and their family or
any third-party agency/partner.

Colleagues from other functions should also refrain from giving any suggestive or misleading information,
such as the score of the applicant or any comment that the applicant "should be able to pass the assessment

or the interview", "will probably pass the assessment", or "has done better than the other candidates during
the assessment and the interview".
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Annex 1: AISL ADMISSIONS POLICY (HSTD51)
Annex 2: ADMINISTRATION STAFF HANDBOOK
BYPE 1: PR A PR RIR AR EUCR (A5 HSTD5 1)

M1 2: ADMINISTRATION STAFF HANDBOOK
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