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──────────────────────────────────────────────
Five facts at the top
Stage: P1-S6
Subject: School planning
Learning strand: Fundamental operating principles of AI / human-AI communication and collaboration / reflection on the application of AI
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; EDB Circular No. 156/2026
Time for one session: One 60-minute admin meeting; everyday use of the form costs no lesson time
Three points to read first
The six columns, three levels, one route and three points in time are a suggestion from this resource, not a requirement set by the Education Bureau; a school may adapt them and, if it adopts them, should say so as a school arrangement.
This document quotes no article number from any law and offers no legal analysis. Where personal data, images or anything published outside the school is involved, the wording is always followed up under the school's own data protection arrangements - no authority is named and no deadline is given.
The log is unnamed, unscored and is not a reward, punishment or personnel record: posts and times only, and every example is fictional.
1 The six-column log (six columns, no more, no fewer)
Six columns, fixed. The more columns there are, the less likely the page is filled that day; anything that does not fit goes into one line of notes at the foot of the page.
	Column
	What goes in it

	1 Date and time
	When it was found, to the hour and minute

	2 What was involved
	One sentence: which kind of tool use, which people or which kind of data

	3 Immediate action
	What was actually done that day: stopped using it, closed the sharing, suspended the account, preserved the records

	4 Who was told
	A post and a time, e.g. duty teacher 10:20

	5 Follow-up and owner
	The next action, the post that owns it, the day it is due

	6 Closure and review date
	The closing date, and when this page will be read again


	Columns four and six are the two most often skipped and the two that earn their place: column four shows someone picked it up that day, column six shows the page will not sit in a drawer for ever.




The log page (one page, photocopiable on its own)
One page per incident. Posts and times only - no name, class or seat number, and no reward, punishment or personnel record.
Date filled: ________________
Post filling it in: ________________
Level (one / two / three): ______
	Column
	Filled in

	1 Date and time | When it was found, to the hour and minute
	

	2 What was involved | One sentence: which kind of tool use, which people or which kind of data
	

	3 Immediate action | What was actually done that day: stopped using it, closed the sharing, suspended the account, preserved the records
	

	4 Who was told | A post and a time, e.g. duty teacher 10:20
	

	5 Follow-up and owner | The next action, the post that owns it, the day it is due
	

	6 Closure and review date | The closing date, and when this page will be read again
	


Note at the foot (anything outside the six columns goes here, not into a seventh column): ______________________________
Once collected, this page is kept under the school's own retention arrangements; not on a wall, and not left by the copier overnight.


2 The three levels (three, no more, no fewer)
The level answers one question: can this be dealt with inside this lesson, or does it already involve other people?
	Level
	What it is
	What happens that day

	Level one - dealt with in the classroom
	One lesson, one group, one operation already stopped; nothing left behind, nothing left the room
	The teacher deals with it and fills one page that day; nothing goes up the line, the page goes to the panel head for filing

	Level two - a class, or several people
	It has spread to a class, several classes or several colleagues; or it involves material already issued or displayed
	The duty teacher tells the panel head or the pastoral team at once and that team decides the next step; one page that day

	Level three - personal data, images, or anything published
	Pupils' personal data, a photograph or a face, or content that has left the school or might
	Tell the vice-principal or principal at once and use the wording followed up under the school's own data protection arrangements; fill one page and preserve the records


The levels are not a score and are not added up: an incident that fits two is handled at the higher. The level decides who is contacted next.
3 One reporting route (four stations, and only one route)
First responder -> duty teacher -> panel head or pastoral team -> vice-principal or principal
	Station
	What it does

	First responder
	Any colleague, including a teaching assistant, a library colleague or a caretaker. Three things only: stop, preserve, tell; never judge how serious it is.

	Duty teacher
	Confirms it has stopped, fills columns one to three, and sets the level.

	Panel head or pastoral team
	Handles level two: whether a lesson needs adjusting, re-teaching or a parent contacted.

	Vice-principal or principal
	Handles level three: decides how far the rest of the staff are told.


Beside this route there is no group chat, no second form and no 'let me ask a friend first' channel. One page is held by one post.
4 Three points in time (three, no more, no fewer)
	Point in time
	What must be finished

	The same day
	It has stopped; columns one to four are filled; the level is set and the right station told

	Within three working days
	The action in column five is done or scheduled; column six carries a closing or review date; a parent who needs to know has been contacted

	Each meeting
	Every open page is looked at once: the date, the owning post, the next action; closed pages are marked closed


These are floors, not ceilings. 'The same day' counts from the moment it was found, not from the moment a meeting starts.
5 Review and close-out
Once a month: a named post writes three lines - how many pages, how many at each level, the average days to closure - and reads them at the admin meeting. Three lines of numbers only.
Once a year: the twelve sets are read together to find the commonest level, the commonest kind and the point in time that slipped most often.
Those three answers are next year's list: where the levels divide, one station on the route, or how one kind of tool is used.
The review exists to change the process, not to grade a colleague: no names, no classes, no comparison between teams.
Three pages, three jobs
The risk register handles risk before the event (ten risks, eight columns, three steps); this page handles the record after it - the sheet an incident leaves behind.
The harassment procedure handles one particular kind of event (a four-step procedure and a first-24-hours timeline); this page is the sheet every kind of event has to leave. For harassment, use that procedure and log it here.
The responsibility table handles who accounts for it; this page records only what happened and what was done, never who should explain it to whom.
In one line: the register says what might happen, this page says what did, and the other two say how that kind of thing is handled and who accounts for it.


Script for the 60-minute set-up meeting
	Time
	What happens

	5 minutes
	Opening: one sheet, no new system; state that the counts are fixed - six columns, three levels, one route, three points in time

	15 minutes
	The six columns: read each one and fill a page together from one fictional example

	15 minutes
	The three levels: level three fictional examples and confirm that an incident fitting two is handled at the higher

	10 minutes
	The route: write the four stations into the document and confirm a post at each

	10 minutes
	The three points in time: check the calendar and write down which meeting 'each meeting' means

	5 minutes
	Close-out: how many copies, where they live, which post reads the three lines each month


All inside 60 minutes, with no workshop. Every example is fictional and has nothing to do with any real school, pupil or event.
Checklist before the meeting ends
The six columns, three levels, four stations and three points in time are unchanged, with no sub-items added.
Every station carries a post rather than a name, and 'each meeting' names a real meeting.
No pupil's name, class or seat number anywhere; no score, grade or comment anywhere.
Anything involving personal data, images or publication outside the school is worded followed up under the school's own data protection arrangements.
Nothing names an authority or a deadline for reporting outside the school, and no tool make, model or supplier appears.
The document states that this is not a requirement set by the Education Bureau and that the four counts are a school-level suggestion.
Version record: 2026-11-13 · version 1.0 first published, setting the six-column log, the three levels, one reporting route and three points in time.




