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Homework delinquency

Homework is an integral part of learning. It allows students to revise materials learned, and allows
teachers to understand students’ further strengths. Students who continue to neglect homework will be
advised and reprimanded. Parents please follow up as needed:

1) Students should fill in the homework items in their handbooks, with the scope and submission date
details.

2) If students fail to meet the submission deadline, they will fill in the incomplete homework record in
the handbook for their parents’ inspection.

3) If a student has accumulated five missed homework items, a school letter will be sent to parents.
The class teacher will also notify parents by phone. The student will receive a warning from the class
teacher and two detention sessions.

4) If a student has accumulated ten missed homework items, a school letter will be sent to parents.
The class teacher will meet with the parents to discuss student progress. The student will receive a
demerit and five detention sessions.

5) If a student has accumulated fifteen missed homework items, a school letter will be sent to parents.
The assistant-principal will meet with the parents to discuss student progress. The student will
receive another demerit and ten detention sessions.

6) If a student has accumulated twenty missed homework items, a school letter will be sent to parents.
The vice-principal will meet with the parents to discuss student progress. The student will receive
another demerit and there will be a special arrangement for detention sessions.

7) Students who frequently fail to submit homework on time may need to go to school for doing
homework during school holidays.

8) Plagiarism is a dishonest behavior. If a student is found plagiarizing, it will be treated as late
homework submission, other punishment may also be applied.

FIH
P



Remark: S1 parents can check the homework items via the school intranet system or parent’s app. This
measure will only be available in the first term. Should you need any assistance, please contact IT unit
during office hours.
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Supplementary lessons

There are supplementary lessons after school or during holidays from time to time to ensure that
students properly apply their knowledge. All supplementary lessons will begin with a parent’s letter.
Please duly acknowledge the letter and advise your children to attend the lessons accordingly.
Students failing to attend the lessons may receive disciplinary actions.
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Student promotion

Student promotion board meeting will be held before the end of each school year. The Principal, class
teachers and subject teachers will decide the list of repeaters with reference to the overall performance
of students including students’ annual academic results, learning attitude, record of homework

delinquency and conduct.

Students may not promote to the next Form if they:
® had an overall average mark below 50 (Form 1-3); 40(Form 4-5)or failed in more than 2
subjects (overall marks, Form 4-5); OR
® received a conduct grade below B-;

OR
® did not meet 80% of school attendance;
OR
® had 15 or more times of homework delinquency (Form 1-3)
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Report card

One exam is arranged in each term in the school year. Among most subjects in S1-85, the exam marks
and term marks are calculated in the ratio of 6:4. The term marks comprise uniform tests, quizzes,
homework, lesson performance, etc. The annual score is calculated according to the scores of the st
term and 2nd term in the ratio of 4:6. For S.6, the annual score is calculated according to the First
Exam, Mock Exam and the Term Marks in the ratio of 3:5:2.

If there are changes in the arrangements of lessons and assessments due to special circumstances (such
as lesson suspension), the school will adjust the above ratios according to the needs.

1.5 &5 %R %3k
ARMDEH—F—HREHLR > FHARTERHNLCRD B G RE  UARGEE
S£VHM FHBMLLETFEHMEE  c ARMELAAHE LA PHERETHEETAKTE  UE
FIHRACALT LM SHFAERE - B SuER FFE4HMET > UBRE
Rk i

AMGRZERFRLT !

1) 4 LAHRAE SR -

2) 24 REER  BRHEKERER  ANBBARTHA > FRARDRE B OFEERIHF
A2 BABALT(TRESTDRERSE  #ASHS EHEARSEL -

3) wBFAFH  wHFAK HHAARKTRE  ABRERLAFR BT & AT LHHH
AT R -

(hEBRE T2 FaReFR & )

D PWETNKGAMBNRE PRI - AAMELG L -

Uniform tests

Uniform tests are held regularly on Monday first lesson and some other time slots to enrich students’
self-learning and allow formative assessment. Please advise your child to revise and solicit assistance as
needed:

1) Attendance to uniform tests is mandatory.

2) For sick leave, student must take the make-up test afterwards. Student’s score in make-up test will
only be counted towards report card if a medical certificate for the day of absence (either from
Chinese or Western physician) AND a parent’s letter can be submitted on the first day the student
returns to school.

3) Ifthe school is closed because of weather or other incidents, rescheduling of the uniform test will be
made.

(Please keep ‘UT Timetable’ properly)

Remark: The uniform tests for S4 to S6 students will be arranged by subject teachers during class time.
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Examination regulations
Students should follow the announcements before each assessment or examination. Otherwise, they will
be treated as “not following the exam codes” or even “cheating”. Students are specially reminded to
switch off electronic watches and other sound emitted devices. They should be put in the school bag
before the examination. There are special regulations for speaking assessments of Chinese and English.
Students should pay attention to teachers' explanation in the lessons and should not break the rules.
Students who are absent from the exam because of personal leave or sick leave. They must take the
make-up exam afterwards in order to complete the learning process. However, the school will only count
the scores in make-up exam towards report cards under the following two situations:

1. The personal leave was approved by the school in advance;

2. Student can present a medical certificate for the day of absence (either from Chinese or Western

physician) AND a parent’s letter for the sick leave.

Students who are absent from exam / make-up exam with ungrounded reason will be treated as truancy.

Under special circumstances, if a student is absent for tests / examinations and also their make-up
assessments because of serious illness or some other special reasons such that one of the term marks /
exam marks are missing, the school will consider to do score projection. The projected scores will be based
on students’ existing scores which will be adjusted before projection and the adjustment will be discussed
in the meeting. The projected scores will also be asterisked in the report card showing the students’
absence in tests / examinations.
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Documents for further studies

If your child needs to apply for testimonial, recommendation letter, copy of report card and SLP record,
please get the application form from the school office. Documentation will take 15 school days to
complete provided that all details are accurate. Please note that to certify a document as a true copy, to
re-issue report cards or any other official documents cost $25 per item per copy.
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Reading scheme for both Chinese and English language

To nurture students’ communication skills, broaden their horizons and cultivate their reading habit,
both the Chinese and English Departments promote extensive reading so as to facilitate their learning.
After finishing reading one book or reading material, students need to complete an assignment. For
senior form students who sit for the Hong Kong Diploma of Secondary Education (HKDSE), such
schemes may also be incorporated into the School-based Assessment (SBA).

Details are as follows:

1) Chinese Language: The Chinese Culture Reading Scheme and Extensive Reading Scheme (including
novels, proses, science-related reading materials, literature in school, poetry and literature
admiration)

2) English Language: Extensive Reading Scheme (including English newspapers, magazines, fiction
and non-fiction)

In order to benefit students more in the above-mentioned schemes, parents’ support is crucial. Please

encourage your child to read more.
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Friday Assembly
School assembly is held every Friday afternoon, class may end later than usual.

2. B4 FAIEFE Student discipline and moral education
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Punctuality, appearance and behavior

Being punctual is the fundamental responsibility of students. If a student has accumulated three
tardiness records, the student will receive a detention session. If a student has accumulated four
tardiness records, a school letter will be sent to parents. If a student has accumulated six tardiness
records, the student will receive a demerit. A demerit will be given for every three records marked
thereafter.

Students should maintain a decent and tidy appearance. If a student has accumulated four records of
wearing improper uniform, a school letter will be sent to parents. If a student has accumulated six
records of wearing improper uniform, the student will receive a demerit. A demerit will be given for
every three records marked thereafter.

Students should behave well inside and outside the school. Should there be any inappropriate

behavior, prefects will issue a warning note. If a student has accumulated six records, the student will
receive a notification letter. If a student has accumulated eight records, the student will meet a
discipline teacher. If a student has accumulated ten records, the student will receive a demerit. A
demerit will be given for every five records marked thereafter.

School is the ground for happy learning. Students should discipline themselves with mutual respect and
obedience.
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Usage of elevator in the school campus

Any student who needs to use the lift due to health conditions should apply to the school with a parents'
letter and a doctor's certificate. The school will issue an "Elevator Usage Permit" specifying the validity
period that is set on a case by case basis. For an extension of the permit, the student should file an
application again at least two school days in advance.

In case of emergency, a student should apply for a "Temporary Elevator Usage Permit".
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Leave application

Please check the school calendar for school days and holidays. Students must attend all school
functions, including post-exam activities, closing ceremony and online lessons. Absentee with
ungrounded reason will be reprimanded according to the school rules. For sick leave, parents must
inform the school by phoning the school office in the morning and submit a doctor’s note on the
following day. For casual leave, parent’s letter with detailed explanation must be submitted to school
three school days in advance. Except in extraordinary circumstances, formal permission will not be
granted. For details about leave applications and approval criteria, please refer to the student handbook.

1) Personal leave
1. Personal leave (during normal lessons, whole school functions and afternoon online lessons
during pandemic) must be applied three school days in advance through the class teacher to the
discipline section. The letter should include time, date, and reason for the absence of school day
and activities. Aside from serious family matters, the school will not normally accept any other
form of leave or post-application. Truancy will be marked if students are absent without
permission.
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2. The school may reject personal leave, if the reasons are not substantiated.
3. If the reason for a post-application is not valid, truancy will be marked.

2) Sick leave
...(extracted from School Regulations)

3. Students should attend all school functions, including swimming gala, sports days, picnic day,
Christmas celebration, post-exam activities, etc. If students miss the day, they should return
with a parent’s letter and a doctor’s note on the following day for the class teacher’s and the
school office’s records. Truancy will be marked if documents are missing.

4. If students miss the school day prior to a long holiday, they should return with a parent’s letter
and a doctor’s note on the following day for the class teacher’s and the school office’s records.
Truancy will be marked if documents are missing.
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Demerit records

Demerit records will not be shown on report cards but as an attachment. However, if persistent
misdemeanours are found, the discipline section will conduct meetings to decide if such records should
be shown in the student's report card.

Students who do not have any demerits will receive a NIL record slip.
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Clean my own classroom project

The aim of the project is to empower students to be responsible citizens within the school which always
emphasizes an ethos of individual development and civism. Students will be formed in different groups
by their class teacher for the purpose of being responsible to clean their classroom once a week from 3:50
pm to 4:10pm. If senior form students need to attend supplementary lessons after school, the cleaning
time will be postponed from 5p.m. to 5:15p.m. S1 to S5 students will clean the classrooms every
Wednesday.
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Student behavior and law
Parents are advised to take account on their child’s behavior in order to avoid breaking Hong Kong law.
Any activities leading to breaking the law will not be allowed in school.
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Tea culture

Fostering Chinese culture is our school’s mission. Students learn Chinese culture through different
activities. Chinese tea culture heritage is promoted and preserved in the school. The activity—Tea time
will be held from October 2023 to May 2024. Parents are free to decide whether drinking tea is suitable
for your children.

3. 24 BA| R MBEB Student welfare and financial assistance
BIAHMPHELENERAETREIRREFET (RBLERTHEL)

AR 2023/2024 59 HE A Foh > TaTiE T LERETFE - KePFH (FFHF L
ERFERKERFE), WA
(https://ess.wisfaa.gov.hk/essprd/jsp/pdf/apps0111.jsp?language=zh TW) £ H EF P H LK R 4
MABMPFXMT PHEATTORAFFR IRHFREFRARAINH IR EREERLLRTHF
% % &4 49 B (https://www.wfsfaa.gov.hk/tc/sfo/primarysecondary/tt/forms.php) F #. & M & #3014 -
PHAENI0 A3 B RRATEXHFOLLETMER HHHIE

www.wisfaa.gov.hk/sfo/tc =

Financial assistance: School textbook assistance/ Student travel subsidy schemes (For first
application only)

Families who wish to apply for the above schemes may access to “SFO E-link — My Applications
Financial  Assistance Schemes at Pre-prima Prim and Seconda Schemes)”
website (https://ess.wfsfaa.gov.hk/essprd/isp/pdf/apps0111.ijsp?language=en) to use the electronic
application form and refer to the relevant application documents. Applicants may also obtain the
paper-based application documents from District Offices or School Office or may download them
from the Working Family and Student Financial Assistance Agency’s webpage
(https://www.wfsfaa.gov.hk/tc/sfo/primarysecondary/tt/forms.php). Applicants are required to submit
the completed application documents to the Student Finance Office (SFO) by 31 October 2023.

For details, please visit this website www.wfsfaa.gov.hk/sfo/en.
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Student activities support grant

The grant aims to support students in need to participate in learning programs in Hong Kong
organized or recognised by the school (e.g. transport fares and accommodation fees, etc.). Families
eligible for full grant of the Student Financial Assistance Agency (SFAA), the Comprehensive Social
Security Assistance (CSSA) or other disadvantaged students may apply for the subsidy. Please take
the form at the General Office before the activity starts. Please see Ms Lo KH (Room109) for more
information.
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School-based after-school learning and support programmes

The Programme aims to help disadvantaged students to participate in after-school activities so as to
improve their learning effectiveness and broaden their learning experiences outside the classroom.
Application requirements are as follows:

1) Families eligible for full grant of the Student Finance Office (SFO); or

2) Families eligible for the Comprehensive Social Security Assistance (CSSA); or

3) Other disadvantaged students, due to family adversity, may apply for the subsidy.

If you are interested, please get the application form at the School General Office or see Ms Lo KH
(Room109) for more information.

4. BREAREBE School-home cooperation

4.1

4.2
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PTA membership fee (S1)
To have sufficient funding for the operation of PTA administrative work and events, new students
are required to pay $100 as the membership fee which will be valid until the student’s departure.
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Procedure for the signing of reply slips

School notice plays an indispensable role as the communication channel between teachers and
parents. Parents should promptly sign the reply slip through E-class app. For other paper notice and
parents' letter, please make sure there is a valid signature on the document your child hands in.
Parents should not allow others to sign on your behalf. Please cooperate as needed.

4.3 RREIKR kit
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School uniform recycling scheme

To uphold the recycling concept of environmental protection, the PTA organizes a ‘School Uniform
Recycling Scheme’. While preparing for the winter/summer uniform, students could donate their
unfitted and used clothing (in clean and good condition), like school blazer, dress, track suit or
sweater to the Parent-Teacher Association. After tidying up the donated uniforms, the PTA will sell
them at bargain prices to students in need and receipts will be issued as certification. For the
well-being of the underprivileged, all collected fund will be donated to charity organisation. Should
there be any unfitted uniform for donation, please forward them to Ms Chiu MY (Room 109).
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Packed lunch

For the sake of security, if parents deliver lunch for your child during full day campus lessons, you
may put the lunch box, labelled with class and student’s name, in the lockers at the security booth.
Students will collect it by themselves after lessons. Direct handling is not allowed. Ordering food
delivery is forbidden for students.

5. 4 ¥ Student affairs
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School bags

The Education Bureau is very concerned about over-weight school bags, in particular the additional stress
and fatigue that they may bring to junior secondary students. In this regard, the Department of Health
recommends that, as a precautionary measure, students should avoid carrying school bags which exceed
10% of their body weight for long periods of time.

Advice to students

Students should be aware of the additional stress and fatigue that over-weight school bags may bring about.

To help reduce the weight of school bags, students should -

1) cultivate the habit of packing school bags every day, so that students only bring those textbooks,
exercise books and stationery items which are necessary;

2) use school bags, pencil cases and other stationery items which are made of durable but light-weight
materials;

3) maintain the correct manner and posture in carrying school bags; and

4) not bring magazines, toys or any other unnecessary items to school.

For details, please refer to the EDB website: http://www.edb.gov.hk/perc
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Student lockers

1) Lockers are for student storage convenience and for learning-related items.

2) Items not related to everyday learning should not be stored in the lockers. Students should pack
all textbooks and exercise books needed for home study.

3) Lockers are on free loan, but students must prepare their own locks (password lock is prohibited).
Keys to lockers should be kept safely by students. 1f a student asks the school to cut open
his/her lock, a parent letter is needed for authorization, and a HK$20 fee will be charged.
Amount collected will be used for charity purposes.

4) Lockers should be locked properly all the time. If the lockers are unlocked twice, they will be
resumed, and the students are not allowed to use the lockers in the school year.

5) The user of lockers should be responsible for all the cost of property loss in the lockers.

6) The use of lockers should not affect regular class learning; students should not open their lockers
during the following slots:

1. during and between lessons;
2. five minutes before morning assembly and afternoon assembly:;
3. after closure of classrooms.

7) Lockers are school properties. Students should take great care of them without graffiti and
decoration. If the locker is damaged because of misuse, student will reimburse as needed. Student
should inform teacher in charge as soon as possible and compensate the cost.

8) No valuables should be kept in the lockers; students will be responsible for stored articles.

9) All lockers must be cleared out before the final examinations. Supporting staff will discard
stored articles during the period. Nothing will be kept.

10) School authority will request students to open lockers for inspection.  If a student refuses to
cooperate, the lock will be cut open at the student’s expense.

If students fail to be abided by the above regulations, they will lose their right to use the
locker.

S3IEAETFHEURFR
AMERSHEAF FHELENMREHHENLE T - TTFHEREMERMHEFRE  H
Fl4eEEmAHs -  AREATHERBE  AROCHT T EFHERTHRBEEAT
B 0 FL A BEBET  FRAEP—mA4MH AR T LA LHRAETTFHER/ R FERH
FAEMHRM  BBEEME 28 B E BRRBESES RIBRBER -

The use of e-learning facilities

Much investment and resources have been put for e-learning on campus. Regulations for using
Computer Aided Learning rooms and computing devices have been set, students must observe those
listed. Students will reimburse as needed if e-learning facilities are damaged. Intentional vandalism
will result in reimbursement and reprimands.
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5.4 AFHM
RERBRBEGHRZITHBEANRGRENMRERPIIMEEMN - R TL2EALAETRRZ KK
MABTHE - LFERRER 4T !

Winter uniform
Information for winter uniforms will be posted outside the school office; students should prepare on

their own:

¥ 4 Boys 44 Girls
i == REEGEBAENERAEAE)
Dress Grey dress (with standardized colour)

# ReAWMEAR AL ALRAELE) -

Pants Grey trousers (with standardized colour)

' %% ae ki o R R 8 & kb
Shirt White long sleeves with school badge White long sleeves

AR LEAT(P—E2F=ZR)
Tie EeAT(TmEFAR)
Red tie (S1 to S3)
Blue tie (S4 to S6)

S 3 REE TR AR BRI
Blazer  |Dark blue blazer with school badge

# 98 FALRAR K A8 F) X & &#

Socks Same as summer Long grey soft nap

ER AR ERHBRAAN 4E) WKL BARE

Sweater |Grey V-neck pullover with school metal badge

$# BB ERRMAEALRE BB FARRMEARE

Shoes Same as summer Same as summer

HIABER T AR AEZEREBEAAAL_AL  ARBRKESBEA_ALE  HATIK
HREE

Remarks: A tie costs $23, a school badge costs $9.20, a school metal pin costs $7.20; all are available
at the school office.

6. X2 K& S Safety and emergency measures
6.1 ERABARFRRAFHRAR G EH

REHF BHIET > wBF LREE AXEHE - RAZRATFTARIFE - LEREE
FREEER RIMFAHAELEHINEH  SRBEEK LR AEZEFHEHH ERARZS
WATHFTREZLDR  FREFALLREBE - GEHAMMA— )

sboh  RIEHFAHAHNESL AR FLEANSGES B EO L ERIZEETRELIER  #
WRURAEREE Res > RV PLUFERLFEE LR TREMN - 24ARXF B EH:
B RREALERATRBETFS - XA EEGHREE FFHFT  BRABEREHEAN
ARBEABEXERECEARET L -

Arrangements for tropical cyclones and heavy persistent rain

According to EDB’s guidelines, when Tropical Cyclone Warning Signal No.1, No.3 or
Amber/Red/Black Rainstorm Warning Signal is issued during school hours, school will operate as
usual unless the EDB has made special announcement on closure of schools. Students will be allowed
to return home when safe conditions are ensured. Parents are not recommended to rush to school for
picking up the children. (Please refer to Appendix 1)

When Red or Black Rainstorm Warning Signal is issued after 8:00am, school will continue lessons as
normal unless the EDB has made special announcement. Any absence with unsound reasons will not
be allowed. Parents do not need to rush to school for picking up the children. In case of special
condition, only parents or guardians are eligible for picking up the children.
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6.2
1)

2) &
WwERBHERANEARRE R EFREITLHIAFALAEARBREITHA  EFRERRC -

REHEELERHERERAR XM ER
BIRES AR RGBS SR RARNIEA A 0 FREEP A B LR E A R AR B R
4o UF&E HHEE  EMEHT

Jo A FEEEA BIARLES - (WwERAOEFEAS  BELASMNEK 37.5 B(EK 99.5
E)VARBREY® - wREAFEEIEASNHER IS Z(EK 1004 E)RBER - )

B ABELCREE LR RAFBERYR > RREFLIPEIER -

(R E= 2702 9602)

hof A HEHE LK BRBEEFLFRERLAMUE BREDE  RF KB PYLAXR
PRE c HHKALRBRESL BEREEDHR A TEKRAEAR-

MERASE BEREAMRSERIEA > HEPEFKY -

FEMMoLE  BEORobAMh &4 ZFENMIREAN -

HBFAREFHIADT LABOERBEHFRFR REFLFAEABMALRBENREKD -

ARARBRHR EREGETHVSLARBET IR BROMNFACELRPEORERER

3) RIVEABEASELRRE  LARHFEE  WHREABERBEREFE FROXFTREZH K

BB REFLAMERBALSE BRIFREFEELE  BEMT B R LR MNIEE -
(K : H5A 3 Po@u wwwehp.gov.hk )

Stay vigilant to guard against seasonal influenza or other communicable diseases

1) We request parents to cooperate with our school and remind their children to be on the alert of personal
hygiene at all times:

Students should stay home if they suffer from high temperature (not exceeding 37.5°C for oral, and
38°C for aural).

School must be notified (TEL: 2702 9602) if students are identified with communicable diseases or
admitted to the hospital; preventive measures can then be taken for students.

If students suffer from temperature, coughing, sore throat or other types of respiratory concerns, they
should put on masks, and seek medical opinion. They may return to school two days after the
symptoms are gone.

If the child falls ill at school, parents should pick up their child at school and seek medical opinion at
once.

Students should not spit, but wrap all mucus in tissue and dispose it in a rubbish bin.

Parents should prepare handkerchiefs, tissues, masks, and cleansing agent for children, and remind
them not to share towels or tissues with others.

2) The school will prepare lessons necessarily for home study or make-up sessions for students who are
absent; make-up tests and exams may also be arranged. Parents need not worry about learning progress.
3) All parties must cooperate to ensure that personal hygiene and environment are in their best condition.
Parents’ support in educating their children, and running a clean household will definitely prevent any
illness from spreading.
(Centre for Health Protection website: www.chp.gov.hk)

7. M E4EE A F 7] Library rules
Ak (BEEMAR) CHIPMHE= HEREL FFH—LME -

Library regulations
The library regulations are detailed in Appendix 2. Please read with your child.
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Tropical cyclones

Appendix 1

Parents should listen to radio or television announcements when tropical cyclones affect Hong Kong. The
following general arrangements will apply and appropriate public announcements will be made.

Weather condition

Action to be taken

When Tropical Cyclone Warning Signal No. 1 is issued

-All schools, including kindergartens, are to
operate as usual.

When Tropical Cyclone Warning Signal No. 3 is issued

-All kindergartens, schools for physically
handicapped children and schools for
mentally handicapped children are to close.

-Other schools are to operate as usual unless
advised otherwise.

When Tropical Cyclone Warning Signal Pre-No. 8 / No. 8 or
above is issued

-All schools are to close.

When Tropical Cyclone Warning Signal No. 8 or above is
replaced by Signal No. 3

-All kindergartens, schools for physically
handicapped children and schools for
mentally handicapped children are to remain
closed.

-Other schools are to resume with the next
session unless road or other conditions
remain adverse.

When Tropical Cyclone Warning Signal No. 3 is replaced by
Signal No.1 or when all signals are cancelled

-All schools are to resume with the next
session.

Heavy persistent rain

Parents should listen to radio or television announcements regularly during rainstorms. For more detailed
information regarding rainfall distribution, parents may visit the webpage of the Hong Kong Observatory at

the following URL:

http://www.hko.gov.hk/wxinfo/rainfall/isohyete.shtml

Rainstorm Warning Signal

Corresponding measures

AMBER -All schools, including kindergartens, are to
operate as usual unless advised otherwise.
RED or BLACK
(1) Issued from 5:30 am onwards and before 6:00 am -Classes of AM and whole-day schools are to
be suspended all day.
-Students who have not left for school should
stay home.

-Schools should implement contingency
measures and arrange staff to look after the
students who might arrive and ensure that
conditions are safe before allowing students
to return home.

(i1) Issued from 6:00 am onwards and before 8:00 am -Students of AM and whole-day schools do
not have to attend school that day.

-Students who have not left for school should
stay home.

-Schools are required to keep their premises
open and implement contingency measures
to look after students who have arrived at
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school.

-If students learn about the class suspension
announcement on their way to school, they
should decide whether to proceed with their
journey to school taking into consideration
the rain, road, slope or traffic conditions.

-Students who have already arrived at school
should remain in school until it is safe for
them to return home.

-Parents do not need to pick up their children
from school immediately.

(111) Issued from &:00 am onwards

AM and whole-day schools should continue the
lessons until the end of normal school hours
and ought to ensure that conditions are safe
before allowing students to return home.
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Appendix 2
King Ling College

Library Regulations

1. Opening hours
1.1 Opening hours are displayed at library entrances and on the eClass (What’s New).

2. Loan rules
2.1 Borrowing

2.1.1 A valid Student ID Card or a registered student status Personalized Octopus Card must be
produced when checking out library materials. The Student ID Card and the Personalized
Octopus Card is not transferable; students are responsible for the use of the Cards.  For students
who lose the Student ID Card and the Personalized Octopus Card, it is their responsibilities to
report to the school.

2.1.2 Borrowers should go to the appropriate Library counter to check out and return materials housed.

2.2 Loan Quotas and Loan Periods

Loan Period
Users Catego Lpan Request Renewal
ARSIy Quota Quota Media
Books Resources
Collection
Students 5items | 2 items once 14 days 14 days
Students
( 14 days before the end of 0 0 0 | e | -
2nd term examination )
Graduating Students
( 14 days before the end of 0 0 0 | s ] s
mock examination )

2.3 Returning

2.3.1 Borrowers must return their loans to the Library on or before the due dates.
2.3.2 All loans must be returned on recall.
2.4 Renewal

2.4.1 All loans with loan period of 14 days or more may be renewed once unless a hold or a recall has
been placed.

2.4.2 Borrowers can renew their loans in person, with the loans, at the Library counter anytime before
the due date.

2.4.3 The new due date is calculated from the date of renewal. The renewal period is the same as the
loan period.

2.4.4 Overdue items are not renewable.

2.5 Recalls and Holds

2.5.1 All loaned items with a loan period of 7 days or more are subject to hold requests placed on them
by another user and are also subject to recall if requested by another user.

2.5.2 Borrowers are advised that there will not be notices to alert them if a hold has been placed on their
loaned items. Items with holds pending cannot be renewed, and borrowers are required to return
these items by the original due dates.

2.5.3 Recalled items must be returned on or before the revised due date.

2.5.4 Late return of recalled or held items will be treated as overdue and liable to a fine. All borrowing
privileges of the borrowers, including loans, renewals and recalls, will also be suspended until the
recalled items are returned.
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2.6 Overdue

2.6.1 Overdue notices will be sent to borrowers one week after the due date.
2.6.2 Non-receipt of such notices will not be accepted as an excuse for waiving or reducing fines.
2.6.3 Unresolved disputes are referred to the Disciplinary Committee.

2.7 Overdue Fines

2.7.1 Fines are charged for overdue loans.
2.7.2 All overdue fines will be calculated according to the official library opening days.
2.7.3 Loaned items and Fine Rate

Users Category Loaned items Fine Rate

Students Books, Media Resources Collection $ 0.5 per day

2.8 Payment of Fines

2.8.1 All fines should be paid at Library counters.

2.8.2 Students with outstanding library loans and fines, all their borrowing privileges, including loans,
renewals and recalls, will be suspended, they will not be permitted to collect transcripts until
payment is made and all overdue items are returned.

2.9 Loss and Damage of Library Materials

2.9.1 A borrower will have to pay a fine for any item damaged or lost when on loan to him/her, amount
of which is equivalent to the full replacement cost of the item plus a processing fee of $10 (for
each item) and any outstanding overdue fines.

2.9.2 Request for refund will not be considered once payment is made.

2.9.3 All lost and damaged items remain the property of the Library.

2.10 Departure from the College

2.10.1 Students must return all library loans and settle all outstanding payments due to the Library
before withdrawal or graduation from the College.

3. Conduct of library users

3.1 All library users should follow the instructions on the proper use of the Library as displayed in the
Library or given verbally by the Library staff.

3.2 Before leaving the library, all library users must show their carrying items and the contents of their bags,

cases, and other kinds of receptacles at the library exit.

3.3 Eating and drinking are not permitted in the Library. Food and drink must not be brought into the

Library without the permission of the Library team.

3.4 No games of any form are allowed in the Library.

3.5 No bags, cases, and other kinds of receptacles, umbrellas or raincoats may be brought into the Library.

3.6 No cameras, personal photographic, audio or video equipment may be used in the Library without the

permission of the Library team.

3.7 Entering the Library counters and the office of the Teacher Librarian are not permitted without the

permission of the Library team.

3.8 Silence must be observed in the Library. Behaviour which is disruptive to library users and staff is not

allowed.

3.9 Tables, chairs and all library settings and equipments may not be moved to other locations.

3.10 No seats may be reserved by placing materials on the desks or chairs. Any books or personal
belongings left unattended on unoccupied tables or carrels may be removed by library team without
prior notice to the owner.

3.11 Personal belongings should not be left unattended anywhere in the Library. The Library does not
accept responsibility for any loss of personal belongings unattended in the premises.

3.12 Mutilation or theft of library materials is a serious offence. Penalties include fine equivalent to full
replacement cost, suspension of library privileges, etc. The cases may also be referred to the
Disciplinary Committee for further action.

3.13 Borrowers will be held responsible for mutilations found on return of any materials loaned to them.
They are advised to check and report any mutilations found in the materials before borrowing.
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3.14 Photocopying of library materials should be made in compliance with the Copyright Ordinance.
Library users are fully responsible for any legal consequences arising from infringement of applicable
copyright laws.

3.15 Reproduction or duplication of audio-visual materials or computer software without permission from
the copyright owner is strictly prohibited.

3.16 In case of a fire alarm, all library users should leave the Library via the designated emergency exits
immediately. All library materials should be left inside the Library.

4. Special rules

4.1 Breach of any Library Regulations may result in the suspension or cancellation of library privileges.
Any student infringes any Library Regulations may be referred to the Disciplinary Committee.

4.2 Library users who refuse to pay for the library materials lost while on loan to them or to pay fines
accrued on overdue items or who consistently refuse to observe Library Regulations will be excluded
from the Library for a period of time set by the Library team.

4.3 The Library team or the professional staff member on duty may exclude from the Library for the rest of
the day any user who violates any of the Library Regulations or acts in any way which may interfere
with the convenience of other library users or the work of the Library staff.

4.4 The Library team may from time to time make special regulations regarding admission to and use of
particular areas of the Library, the team may also make any special rules or amend any of the Library
Regulations as deemed appropriate for the proper management of the Library.
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