Six categories and three rewriting methods: meeting notes
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──────────────────────────────────────────────
The five header facts
Stage: P1-S6
Subject: School planning
Learning strands: The basic operation of AI, human-machine communication and collaboration, and reflection on the application of AI
Official documents: Blueprint for Digital Education Development in Primary and Secondary Schools; AI Literacy Learning Framework for Primary and Secondary Schools; Guide to Using AI in Teaching in Primary and Secondary Schools; EDBCM No. 156/2026; EDBCM No. 107/2026
Preparation time: 45–60 minutes, inside one staff meeting
Read this first (three points)
The names "six categories of data", "three rewriting methods" and "the one-page checklist" are this resource's suggestion; the Education Bureau has not named them. They rest on protection of personal data and professional judgement.
This resource is not legal advice and does not replace the school's personal information collection statement or its information security guidelines; no section number of any ordinance appears.
The Primary Information and Innovation Technology Curriculum Framework is a primary trial version. This resource covers P1-S6; the secondary stage uses the same terms but has no equivalent official framework.
The six categories: one line each, to read aloud
Read each once, asking only "is there anything of this kind in the sentence?" Then read two sentences straight away: "Two categories means the stricter one." "Not sure means it does not go in."
1 · Pupil identity: anything by which a particular pupil could be recognised - name, student number, class and seat, photograph or face, voice.
2 · Pupil performance and support: marks, test and assessment records, special educational needs, medical and counselling records.
3 · Parents' and colleagues' personal data: telephone, email, address, identity documents, salary and staff appraisal.
4 · Unpublished school documents: unused papers and answer keys, meeting minutes, complaints and investigation notes, unannounced arrangements.
5 · Credentials and access: accounts, passwords, one-time passwords, internal system links and codes.
6 · Third-party data under restriction: case material from another organisation, content under a confidentiality agreement, other people's unpublished work.
One invented example, taken through the three steps
The example is entirely invented and relates to no school, pupil or event.
	Step
	The sentence after rewriting
	Which layer this removed

	Start (may not go in)
	(the original is assumed to carry the pupil's name, class and dates) A Secondary 3 pupil missed homework for three days running after an April test; the class teacher wants the tool to help write a note to the parent.
	- (class level, dates and event detail all present)

	Method 1 - de-identify
	A Secondary 3 pupil missed homework for three days running after a test; the class teacher wants the tool to help write a note to the parent.
	The name and identifying form of address, and the specific dates

	Method 2 - abstract
	A pupil missed homework for a period after a test; the teacher wants to write a note to the parent.
	The year group, the number of days, matchable detail about the event

	Method 3 - fictionalise
	(invented example) A pupil at a school missed homework for a short period after a test, and the teacher wanted to write a note to the parent.
	The last layer of specificity, keeping no more than two details at once


The rewrite is finished only when all three are done. De-identify only, and the details still match; fictionalise only, and the original details are still in the background.
The three exceptions and the four fields of an approval record
	Exception
	The situation
	The approval record must carry

	1
	A tool the school has designated, with its purpose already defined
	The approver's post, date, purpose, scope

	2
	A service with a signed processing agreement
	The approver's post, date, purpose, scope

	3
	A deployment used only inside the school's own systems, with nothing transmitted outside
	The approver's post, date, purpose, scope


Three things to state: parental consent is not an exception (consent to take part or to display work is not consent to send data to a third-party tool); verbal agreement and an "ok" in a message do not count; approval is per occasion and per scope, so a change of purpose or scope means approving again.
The 45–60 minute run sheet
	Time
	What happens
	What the chair does

	5 min
	Opening: this session is about the step before input, not about how to use a tool.
	State that the page replaces no school document.

	10 min
	The six categories: read each once, asking only "is there anything of this kind?"
	Read out "the stricter one" and "not sure means it does not go in".

	15 min
	The three methods: take an invented example through the three steps.
	Pause after each step and ask which layer it removed.

	10 min
	The three exceptions and written approval: read them, and fill an approval record once.
	Say that parental consent is not an exception and verbal agreement does not count.

	10 min
	The five-column checklist: fill one in, then hand the cards out.
	Demonstrate one case where column three reads "may not go in".

	5–10 min
	Close: read the three closing sentences; announce the collection arrangement.
	Collect the cards; note any post needing follow-up, with no names.


The 45-minute version drops the second demonstration round of the three methods and changes nothing else. Six categories means six, three methods means three, three exceptions means three, and the checklist has five columns - nothing is added or removed and no sub-items are created; the order of the three methods does not change.
The teacher's and the office's four checks
The chair chooses the example: every example is invented, and no real case from the school is "lightly changed" - an obviously fake example is better than a disguised real one.
No tool is demonstrated: no screen is opened, nobody logs in, no button is pressed; only the content of a prompt is read.
"May not go in" is a line, not a reproach: a colleague who answers yes is the moment the page is working.
Exceptions go to the responsible colleague: a colleague who believes an exception applies takes it to the colleague responsible for personal data, under the school's documents; it is not approved in the meeting.
Three closing sentences (read together)
"Who is in this sentence?"
"Which category is it?"
"Has it been rewritten - and who approved it in writing?"
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