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FHRYE EFFRLK PP
Objective of the school’s Counselling and Discipline policies and guidelines

YRS ES RS Rl HERORT KT SR RO ML R R LR R
AT AL R EE BRI BT E L A F oSt ME L R A R
Ao P H I 2D A 2 R

To cultivate students' upright behaviour and character, the Discipline Committee and the Counselling and
Guidance Committee work closely with school social workers, educational psychologists, class teachers,
subject teachers, school functional teams, and advising organisations outside of the school to conduct various
activities and programs for developmental and preventive purposes. These initiatives help students to
understand and accept themselves, unleash their potential, and establish a positive outlook on life.

. AR 2RES BT o flES 2R
Uniting whole school in fostering a positive and proactive attitude to life

o PELFAE KA B2 AEIEL o P R A2 B S e
The Discipline Committee and the Counselling and Guidance Committee are responsible for
coordinating, planning, promoting, and implementing disciplinary and counselling and guidance
efforts, which are carried out by all teachers as a team.

o BWETHDMI ) EER R EFHVFRL DR HBpEF L IFLE, T B FF 2
PIE-ULS - R g g Rl R I
Regular support group meetings strengthen teachers' understanding of the Counselling policies
regarding the execution of disciplinary and counselling and guidance work. This not only deepens
participation at the whole school level, but also encourages teachers to share their experiences and
insights in child upbringing.

o EFHGIHITEM > 2 RBEIREIIHFEA TR BF DGR JIL e
Counselling teachers are kept informed about counselling matters through a rigorous referral system
and handle issues according to established procedures and regulations, ensuring that they are tackled
with fairness and impartiality.

o BYBAIM IFIRZEA TR o e TR 2P 0T
Leadership development includes appointing student gatekeepers, class monitors and monitresses to
assist in implementing school disciplinary and counselling and efforts.

2. VW E- TRBARST WA > FHME 2

Integrating disciplinary and counselling and guidance work to "Practise the Gospel and promote a caring

culture".

o EEKHEANEREAENTERET - BEL S EBEEES FA2 LA EHE PR 2o
W2 ¥ oA MG
Teachers understand each student from the perspective of their developmental needs, communicate
sincerely with students regarding their feelings and expectations, fostering a harmonious teacher-student

relationship.



iﬁ_ﬁ*ﬁﬂ; o BY s E 2 ﬁ—}:}"‘iﬁj/\ E‘fé":p'fr’”bm’]u °
We promote inclusive activities to teach acceptance and appreciation of others, building a racially
harmonious campus.

e E T p T daim TR Al T, A

We establish a peer support network by implementing the "Stand by You" program and the "Student
Gatekeepers" scheme.

o MAAFHRTHI Ao ES 2 BYFL LFDOER
Nurturing students' good character based on the five core values of Catholic education

BRAGHERT  RE2EERR e G2 Al E2 4 BHREDL b2
i, & -

We actively promote value education to help students accept themselves, appreciate and respect life,
live a fulfilling life, and explore the meaning of life.

BB A B A > BB R B AN BAE S AlE 4 R P DSBS AL
BAKRAERF LG R RDA D 4T AH -

Through various developmental activities, we help students develop their personal potential, interests,
and creativity, ensuring healthy growth and laying a foundation for a promising and meaningful
future.

Jfé«ﬂ‘ﬁﬁ]ﬁ’)Lﬁ MRS SRR o e DR AR~ T FAEEL Mo pspr ) %522
B4 RE 4 BERERE g R

School-based reward schemes, activities, and class competitions like the "Love Cheque award
scheme," "Cleanliness Competition," and "Punctuality Award" foster a sense of belonging and
cultivate a drive for improvement and excellence.

ERERG R HE B OFL 0 SRS R R A0 3P R
Discipline is implemented with a balance of leniency and strictness. For well-behaved students,
teachers use methods of encouragement and praise to enhance awareness of self-discipline.

R EE AR DIREE B TFAHH > T2 5 L B

We actively promote student leadership training activities, nurturing student leaders to serve as role
models for others.

4, FILE T FEEF 24 Fa

Developing students' potential through rigorous home-school cooperation

PR A R BRSO R L BRP AR
We maintain close communication with parents to help them understand their children's performance
in school.

fed REKE ¢ > TR REERE > BREAURREE K L kT o

We coordinate with the Parent-Teacher Association to arrange parent seminars to enhance parents'
understanding of child-rearing.
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1. Student Guidelines

11 B2 v REP2 oo

Arrangements and Guidelines for Students Returning to School
o BB HLIE T30 = 7303 8:00HF > ¢ wRELFA)GIEEF T 800> FE
¥ kE o

The school opens at 7:30 AM. Between 7:30 AM and 8:00 AM, students who have returned to school must
wait in the snack bar and may return to their classrooms only after 8:00 AM.

o FARFRYLM(FAHI)EINRF FHEL PR HEZ F Qw4

Students must enter and exit the campus through the main gate (next to the statue of the Virgin Mary). The
rules regarding students returning to school, leaving, and leaving early are as follows:

¥ & Returning to School

o HAE AP SRR AR FIGE LTt Bh T kA
When students arrive at school each morning, they must personally use their student ID to tap in at the
school's card reader to record their attendance.

o wFALEAFIs AriEagLEe bl
PERY o wRBRE (S 0 A2 %A EARL o oA
AL 3 B AL -

If a student forgets to bring their student ID, they must register with the duty senior student and write
their name, student number, and arrival time on the "Student Attendance Record." After returning to the
classroom, they must immediately report to the class teacher. If a student has recorded a failure to bring
their student ID three times or more, the school will treat this as a violation and will follow up
accordingly.

o WrFAET “,f mEpF RN L RERT
oo
If a student arrives late, in addition to tapping in for attendance, they must write their name, student
number, and arrival time on the "Late Registration Form."

(&

b

3

ed g R B4 %ML DR

2B Z +# Leaving School

o FIRFHMFRFETHER -

Students must tap out when leaving school after classes.
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+E R TEAE PG A P EB AR AR o FEREE Adpt o Pl HshiT
ST o DB s

The person tapping in or out must be the holder of the student ID and cannot request others to tap on
their behalf. If it is discovered that someone is tapping in for another person, it will be treated as an act
of deception, and both parties will face disciplinary action.

'&F’j 4 % 4 ’/& » /F IQ_ —‘__l_ %\ i3 A ’]‘&7)2‘ %_ﬁ‘d,’é;ﬁ': °
If a student loses their student ID, they must promptly submit a parent's letter to the school office to
apply for a replacement.

CR9nF A o AT ASHLE 95 o FHE S RE TS RS PG 4§ T
RAMBERAE, FAAETHEAILE ST RRER

Any student wanting to leave early must first complete the early departure procedures at the school

office. The school will contact the parents upon the school's approval, the student will receive a "Permit

to Leave School" note, which must be presented at the gate before leaving.

4G RO HTRETRLE R N2 S BEGRY G A BT
EERET TR B e, .

Students who need to apply for leave of absence or leave early for follow-up consolations must submit a
leave application letter to their class teacher three days in advance. Parents can download the leave
application letter from the school website.

hEH 4= The procedures for tapping the card are as follows :

S EL TR
Align your student ID card with the card reader.
HHEEe D Tk, BB FEAEF D §MFE 2 i v 3Tu - fyE R

The card reader will emit a “beep” sound and the screen will display the student’s name,
class and time.

‘l‘lf’%?ﬁ’%u‘l—'}g ff@%ﬁﬁ' ’ 3}5% B §-& " 'f&j&/%@—g 1‘1"7‘791’ °

If nothing appears on the screen, please seek assistance from the on-duty prefect or go to the
school general office.
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1.2 Guidelines for Returning to School on Non-Class Days

o H4ABHPN T RA RS LT R EFPE > LT FABKIRE HFE 4 E
When students return to school during holidays for make-up classes or to participate in extracurricular
activities, they must wear proper school uniforms and bring their student ID cards.

o RITIE T ARP (HEH L KA ALK
If it involves ball games, they may change into sports attire within the school premises, which should be
simple in style.

o HFAR¥IRFEZHACHEY - LFIER FHIESEE -

Students should clean the courts or any other facilities immediately after usage.

o AEPEEHEA4IEFREAKESEKF -

Students are not allowed to bring non-school individuals into the campus without prior approval.



1383 8 39:nkaafe p

1.3 Procedures for Handling Early Departure

ES SRS

o FAFEET LFARBAAETHAR  FHRAEFTIETEFRI > RS
FERRE O CTVHEBEER -

If a student needs to leave early, they must fill out the relevant form at the school administrative office and
obtain signatures of approval from the school authorities and their class teacher, and then inform their

parents; only after obtaining parental consent can they leave the school.

o /R FIFITFEARR/AFLHBEN S FLLE o
The next day/upon returning, the student should submit the parent's letter and/or a doctor's medical certificate

to the class teacher.
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1.4 Measures and Procedures for Handling Student lateness

1.

T EARE 830Nz ik EF o TR AT o (AP A FRS FEST BT R
%)

All students must arrive at school by 8:30 a.m. or earlier; otherwise, they will be considered late.
(Appointments or officially approved leave by the school will be treated as half-day leave).

Faswigd APMAIE (F) FERED) ~REAIAEE 2% fRBABI LS
Students will not be exempted from lateness records due to feeling unwell on their way to school (unless
with a parental note), traffic jam, or heavy rain.

FEBEWCIONREFR U TERELBINRT] > RFRP S FL AT X > B ET EREY
g T e g o

Parents should call the school before 8:30 a.m. to inform the school of the reason for the students’ lateness
to ensure their safety; however, this will not be exempted from their lateness record.

PIEERFE TR TR A RE E A AP e e R F A ATER
Disciplinary teachers may consider cancelling the students’ tardiness record or delaying the time
calculation for being late under the following conditions:
B DAL Bk R R D

Severe traffic congestion on major routes across Hong Kong (such as the Cross-Harbour Tunnel)
B 3B iR (Aeks)d Ml

Major transportation disruptions (such as MTR failures)
B O PRAIBRA (SN FE Laprm) DR ELERE

Severe blockage on main routes to school (limited to roads leading to Braemar Hill)
BEEEF S > wRiEERm L EEEF
Students who are seriously late must meet with a disciplinary teacher upon arrival at school.

B4 5=RBI] > B¢ rplELE o
A second lateness will result in a warning letter.

B2 57 B0 BEgRcd B L o2 (8 BT TBIR-E B o dogt S o
A third lateness will result in one demerit. Subsequently, for every three lateness, one bad mark will be
recorded.

e T A S
Punishment records are calculated every term.

10



1.5 &2 § 4 FiRaHe R
1.5 Procedures for Handling Student L.eave Requests

o FAFE FEAEBEBIGFRE 0 FHERE LA ETHE (D)
When a student needs to take leave, parents must fill out and submit a leave request letter. Samples of the
leave request letters in both Chinese and English can be found in Appendix (V).

o T {FrEFAGETE > F HREWAeT
To better follow up on student leave matters, the detailed follow-up procedures are as follows:

Planned Leave/Sick Leave:

° ¥ W T o ¥ B B
FERHRZ B E 0 prd B R RS THRY 3 A RURASRR 8 4 R
FASIORTHENTIAES (FRT) REARGEES o TER FhoT
Parents should submit the school's designated "Leave Application" form to the class teacher at least three
working days in advance. On the day the student takes leave, the school office staff will send an electronic
note (or call) to the parents before 9:00 AM to confirm the leave record. The content of the note is as
follows:"

[REDPRE S TRTIFTREF FF 4GB RICEAEL o 4§ AR GFRT R 25785984
BFEIE TP BRI -

“Dear Parents, the school received your letter for applying sick leave for your child. This text is to confirm
this application. Please call at 25785984 the General Office for inquiries.”

2. TP R

Same-Day Requests for Planned Leave/Sick Leave:

A FEBNTEP S 800 FRTER A TERTMELFERE T > RIS wEB 05 9
BogE I eI Es (ARE) 7E P THEPN T4

a. Parents should call the school before 8:00 a.m. on the day of the leave to inform the school about the
student's leave. Once the school office staff is notified, they will send an electronic note (or call) to the parents
before 9:00 a.m.o confirm the leave record. The content of the note is as follows:

I3 & Rk - ”##&Jé%"'fi RFFFHGgE R EAFRS  G FLfpid = A )2 RGK
/R FL R mVﬁ/W’%ﬁﬁﬁiﬁfﬁ%Mﬂwgﬁﬁﬁ FLHEY TRy -
“Dear Parents, the school received your call this morning to apply for sick leave for your child. This text is
to confirm this application. Students are asked to submit a letter of Application for leave of Absence and / or
medical certificate within three days after resuming lessons. Please call at 25785984 the General Office for
inquiries.”

b RAFASS R #FRE LA NA Ejﬂﬁﬁﬂifﬂﬁﬁﬁ%$§4¢ﬁ’%ﬁ€ EF RN
FREPRFEAALTARN > BT FI R R A IR k& Bar e FET GEL AR K
ﬂ&%ﬁg&ﬁiIO%ﬁﬂﬁiﬁﬁ(ﬁﬁ?)i%ﬁ2?*?6\lfﬁﬁ*ﬂaiﬁﬁ L&



Huwixd

A RTERLAT LB R FAT

If the school office staff notices that a student is absent and has not received a call from the parents to request
leave, the staff will arrange for a janitor to verify the student's attendance in the classroom and check if the
absence is due to a malfunctioning ID card causing an inaccurate attendance record. Once it is confirmed that
the student is absent, the school office staff will send an electronic note (or call) to inform the student's parents
before 10:00 a.m. to ensure that the student is not skipping school and that the parents simply forgot to call.
The content of the note is as follows:

(REPFE P ERFREF TR JFAGE 7 LG SALAF J 480 & pei+
Ef o JCFEBR g TR R 25785984 BFFIE 5 1 [FEE B A i b TP
ffiiffét@ i/ °
“Dear Parents, the school hasn’t received your call for applying leave for your child. Our computer system

has not shown your child’s attendance record. Please call at 25785984 the General Office for inquiries after
receiving this text for the confirmation of your child’s attendance record.”

FRUFLER 0 RERF MEFRL I AFE TG v REROER RIS 308 2
FERFEERE > MW T T BRI EZ R IFLRE

If an individual student is absent and the parents neither contact the school to request leave nor respond to
the school’s text message, the school office staff will call the parents in the morning to inform the class
teacher and follow up as needed.

7%

Others

%%i@ﬁﬁ%%@ﬁ’ﬁﬁ&%ﬁg#ﬁ%ﬁﬁﬁ,?ﬁﬁﬁﬁiﬁiﬁwa%ﬁﬁ?
o ded R (Bl kR s B~ S s AR S R ORI 0 0 R
LamEpL BRI EST L) -

If a student takes sick leave for two consecutive days, the school office staff will notify the class teacher,
who will then call the parents to inquire about the student’s condition. Special cases, such as chickenpox,
measles, hand, foot, and mouth disease, influenza, or specific family difficulties, should be reported to the
vice principal, assistant principal, guidance teachers, or school social worker as needed.

FLARRAD = 2 P FUEFRGRILE - CHRRD S SIS WA S FH L
PR SR ERGRE A FAEN LS e

Within three days of returning to school after an illness, students must submit a leave letter to the class
teacher. For sick leaves of three days or more, or during standardised tests or semester exams, a leave
letter and a doctor’s certificate are required.

SEHBUTL A FEA G nF L PR B R R M F - R L A
Bl R F AR RS

For students with behavioral issues or insufficient family support, the disciplinary officer will require them
to submit a leave letter and a doctor’s certificate for every day of absence.

12



B uliEds (bldow (s @0 E%%) R0 2B G MF RO KL EFRAP

THIREF A GEEY -
For special school events (e.g., trips, sports day), the disciplinary team will announce leave guidelines, and
class teachers should follow up with students based on these announcements.

13
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1.6 Procedure for Handling Student Absences

HR-ZFH X

Absence for one to two days:

o UrE AR 0 TS PR B R RE RTE RBASNE ARTRE T BR T F R
£ PR P FgrEY il iE o
If a student is absent but the school has not received a call from the parents before the start of classes, the
staff in the school office must call the parents to understand the reason and remind them that a leave
application letter must be submitted to the class teacher the next day."

BRI At

Absence for Three Days or More:

o B AMFEHMZ R o PRI FHE Ll RE K
ﬂ D ERPLRE SR P RY o F 2
0 U S Ll SRR f%"ﬁ'» °
If a student is absent for three days and the school has not received a call from the parents before the start
of classes, the staff in the school office must call the parents to understand the reason and remind them to
submit a leave application letter and a doctor's note to the class teacher the next day. Regardless of
whether the parents can be contacted, the staff must inform the class teacher and the discipline master of
the situation.

i{: %—E\’ %&Zz‘n@/ﬁ ﬁ;?‘}f’/(
FSiERILA E o A

o VHIFTRRITIE-FRE > TEZARF] 43 FROVEIETVREIEAHE /AR
The discipline master, together with the class teacher, will follow up to understand the reason for the
absence. If necessary, the discipline master can refer the student to a counselor or social worker for follow-

up.

o WHRFATFIFE  FA FHAECREZHIF ' ELIEHP 3 BT PR /B
(B4 1 7)ESF -
If it is found that the student is unwilling to attend school due to academic, family, emotional, or other
issues, the discipline master must report the situation to the Vice Principal (Student Support).

BPEHR - RSt

Absence for Seven Days or Onwards:

o YHABFHA X RREDIAN D FA RN FERLGE RO RARTE LT BERE
RALRE GG R P P FRfrF2@EP 38 3EIFTLE - 2 FHERE > Fabp
A ArFLd EedtEa T B TR o

If a student is continuously absent for seven days and the school has not received a call from the parents
before the start of classes, the staff in the school office must call the parents to understand the reason and
remind them to submit a leave application letter and a doctor's note to the class teacher the next day.
Regardless of whether the parents can be contacted, the staff must inform the class teacher and the
discipline master of the situation.

14
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PELE ARTFE GEIIERG o R E R R 5 » B
Wodked RR TR R

Bl
TR R ERTFIZEEI e o oHE S MY R ﬁf*i“fi
AT R o
The discipline master must call the parents to come to the school for a meeting as soon as possible. The
discipline master, along with the class teacher, should meet the parents to clearly understand the reasons for
the student's absence and their whereabouts, whether the student will continue to attend school, transfer to
another school, or other decisions. If necessary, refer the case to the counseling team or social worker for
further follow-up.

FE
A

\*—“ﬂ m‘

VLD R REEFEART)ET MR REER > THERT A o
the discipline master and the Vice Principal (Student Support) will report the situation to the Principal and
notify the Education Bureau."

15
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1.7 School Policy on the Use of Mobile Phone

1. ¥z % B &1 Policy Purpose

BHRR R AFI P ER T ERRY IRTE ORI RTAEHFEEY 2 KPR
g S F ARG B JIHE Y R -

The aim of the policy is to cultivate students’ self-discipline and responsible use of mobile uses
and to minimize disruptions to classroom learning and school life caused by mobile phone usage,
creating a favourable learning atmosphere.

2. i * 4§ [f] Scope

AFCRFH* AT ARRBANEL > T AP EFR R L TR RN ERDPEE RFIP T o

This policy pertains to all students enrolled in the school and is enforced during school hours, including lessons,
recess, lunchtime and extracurricular activities, upon school premises.

3. £ & T 3 * %L %_Mobile Phone Usage Rules

3.1 +EPER % -] 4 During Lessons and Recess

g2 r BT CRMEERTE

Students should turn off their phones before entering the school campus.

B HTEE AR MR AL RT BN
Phones must be placed inside the designated “phone storage box” in the classrooms.

FA22 055 (edEmi2 E33) 2 LY 2RI i PLEREFP et e (dodkd SR
Fe) -

Students should not use mobile phones during class (including formal lessons and tutorials) and recess unless
explicitly permitted by the teacher (e.g. for educational activities).

3.2 = % pF & Lunchtime

Do AP BBV A SRR SR RAERERFP AL (IrF R ERRR) -

Forms 1 to 3 students are not allowed to use mobile phones during lunchtime unless explicitly permitted by the
teacher (e.g. for lunchtime activities).

P iY A F A et N YRR FRT G AR TR IR RT RS
fep e

Forms 4 to 6 students who go off-campus for lunch and require mobile phone usage must retrieve their phones
under teacher supervision and return them to the storage compartment after lunch.

3.3 ¥ % pl5 ¥ B Examination or Test Periods
TRHPE AT S RTECFRA T RRI T
All mobile phones must be turned off according to the teacher’s instructions.

16



FERFL LY RPTRY T FREHFLIRL D7 SRR RTEE & Ehs -
Using a phone during exams will be treated as cheating, with possible confiscation and disciplinary action.

343 R R FARITR Extra-curricular Activities & Special Cases

Ik FEE R R R (Ao Y B iR ) o PR TR E .

If phone usage is required (e.g., ﬁeld trips, documentation), prior approval from the supervising teacher is
necessary.

FERMERT (WmBRs)  FAT o gfFe R » T3

In emergencies (e.g. contacting parents), students may request permission to use their phones.

?i ’l‘i’_’f’s—iﬁp F’E&'&\T’—ﬁ bt 'i %E&ﬁ%w ) oA H_Jf&z}@ré * ?&gﬂ; °
If students need to contact their parents for urgent matters during school hours, they may use the school phone at
the general office.

BRERDEL PRI RTFZFI TN TREIREN CRVBERDF L JLXFERFTAHAREIRT

’J—
e °

Students arriving late must store their mobile phones in the designated storage compartment. Students leaving
early must retrieve their mobile phones under teacher supervision.

4. 5% > ;% Storage Guidelines

4.1 <+ # % & Device Preparation

R E LY R R

All mobile phones must be switched to silent mode or powered off before storage.

LR GFIONE & E\‘#ﬁ T P24 5g | 7 o
Devices should be placed inside school bags or designated ‘“Mobile Phone Storage Boxes™.
42 rgRE (%32 g ) Secure Locking (For Storage Box Users)

EW RN F Y RS Rl R CRRE R & S

Students must provide their own padlocks and ensure their device is securely locked in the assigned compartment.

F2FLLEEH G FALAYA G R T TR R L

Students are fully responsible for their lock and key. Any loss or misuse may result in restricted device privileges.

43 4% ¢ 7 Key Management Protocol

FLAEHIE LF R Y RT BROt B TR R E P R R AR

Class teachers will collect a duplicate key from each student for safekeeping in a secured “Master Key Logbook”
for emergency access.

4.4 £ & #p Important Notice

i BRI EDTFIE RO LT R xﬁaﬁgg FH2 P -

The school accepts no liability for lost, stolen or damaged devices, even when using school-provided storage
solutions.

4.5 4% 3 4 rJ2 425 Lost Key Procedures

FEL R
If a student loses their key:

17



F Rl T EY FHGKY (ZE5ELET) o
Option 1: Borrow the spare key from the class teacher (with identity verification)

SE2IY GRS ARTH ((HHFEF I FLRE)

Option 2: Request school staff to cut the lock (replacement lock at student’s expense)

& w2 Consequences for Violations

5.1 AAEERDRFUCEEEL S DRI BATRE A REE (T2 500w ) PRI RA
v £ ¥ > F % #-Zcdk A Smart Portal p o

First Offense: Verbal warning, temporary confiscation. Students may retrieve their phones at the general office
the same day after school (before 5:00 p.m.). The incident will be recorded in the Smart Portal.

52 EAHER VI AEREEEEAL- B
One bad mark will be issued for every five violations of the rules.

53 BEiER
FH AN %‘fﬁﬂp\}}tm»}(iﬁmeﬁ ot KB AZET o "%’\pw’.i'%z #-d DHE e BT o 4
F&g B o - 8% 1? , T"é‘a"J‘_‘@" = ?,xl%.ﬂz Eﬂ;;;z,__\,t o ’E‘l-'w

If a student's mobile phone or electronic device is confiscated more than ﬁve times in a term without behavioral
improvement, the case will be referred to the Discipline Team. The confiscated device will be returned after one
week, accompanied by a demerit record. The discipline teacher will arrange a meeting with parents to discuss the
matter.

Jo b RIFH R HEFEREIERFE T NEERS, IV AR EEY I RT Er R ES -
For serious violations such as examination cheating or cyberbullying. Disciplinary action will be taken, which
may include suspension of mobile phone privileges.

6. # = Responsibilities

6.1 2 4 Students:

ﬁ BFCRER - fFEE e Em Ry S

Adhere to the policy guidelines and employ mobile phones with responsibility and respect.
6.2  FHE A Staff:

- AR R REIR

Enforce the policy consistently and fairly.

6.3 & /& £ £ Parents/Guardians:

MBI FHAwm g PR R LI F R

Support the school’s policy by discussing appropriate mobile phone use with their children to prevent overuse.
BERFRTEFRET A FRTF LD FHTE -

Cooperate with the school in the event of violations.

18



beid O T 0 R R BT R B 2T R 2 T
In emergencies, contact the school office first rather than calling the student directly.

7. 5L 31 Policy Review

Frokad et sl > TRFEFEAF T FEFVEPRR Y T L o F4

FE R R R AR EA S

The school will periodically review this policy and make adjustments to balance learning needs and technology
usage. Feeback from students, parents and teaching staff shall be considered in the review process.

19



1.83%% = B
1.8 Classroom Rules:

o FELTEMLN KT Fo

Students should enter the classroom on time to attend their lessons.

o REL LR
Students should raise their hand before asking questions during lessons.

o FEIHE -

Do not leave the seat without permission.

o IV AI,EINAS o

Eating is not allowed in the classroom.

o REWIEF -

keep the classroom neat and tidy.

o ERFIRGRMF FAENF|ET PR, o
When the teacher is teaching, students must knock at the door before entering the classroom.

o IHWT o FRAEHENE o S AAEEFIE -
If students want to leave the classroom during lessons, they must get the teacher's approval.

o WHEHSFREITEFAL SR T IR - EREE Yo F et W SRR RS
ZE b oo
1t

After school, students are not allowed to leave personal belongings such as school jackets, sports clothes,

sports shoes, etc., on the desks, chairs, computer desk and rain stand.

o GEpFAREA N HE A TR R THRE - FRPHLR
l’% o
Except for the students assigned by the teacher, other students are not allowed to operate all information
technology equipment in the classroom without authorization.
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1.9 Guidelines for Using Storage Lockers for Sports Balls or Other Sports Equipment

(1) % # Background
FREZTEFRZPIHEF L Skl g
3

g+,m#ﬁa%¢§ﬁ%o1§3%¢
(2025-2026 & & ) &4 % s F T IR » 3% V1

@ ey oo

K

The school has established storage lockers for students to store sports balls or other sports equipment. These
lockers are located in the covered playground. Starting from the next school year (2025-2026), students are not
allowed to bring any balls into the classroom to prevent accidents.

(2) P ¢ Purpose
SEAREFRBFELAE IR EY B F FES S S F 2 wRA K2 2R
E4

FE e dkE o UL E P e

To provide students with a convenient place to store sports balls or other sports equipment, the lockers are
situated in the covered playground, allowing easy access for students to store or retrieve their items. Students
are prohibited from bringing any balls into the classroom to avoid accidents.

(3) ¥ 3 i Application Method

FE QY- BRNBLBEEY o B2 FHELY F A AR - RS £
E’J‘;"“ ff,' o

Applications will be accepted starting from the first week of September each year. Students must
complete an application form and submit it to the Guidance and Discipline teacher. Lockers are limited
and will be allocated on a first-come, first-served basis.

R ELFERY G

A new application must be submitted every school year.

(4) %#3¥%2 3 £ 58 © Storage Guidelines:
o WG IIRIFES AP B o ho Bk~ Xk S Bk o LpE

e  Only sports-related equipment, such as basketballs, soccer balls, volleyballs, and badminton rackets,
may be stored.

o HIGREHR -EFHHBILAFRAN DS (WFEFS B2 FE 855 E)

e  Storing sportswear, sports shoes, and unrelated items (such as valuable items, prohibited items, food,
etc.) is prohibited.

o FAHLIBREM  PAYTLEH R B RLFFFHFEHL -
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Students must store their equipment properly and are required to bring their own locks; they should
take good care of their locks and keys.

FRRY A EREF R R E G FAB SR -

In the event of damage to a locker due to improper use, the user will be responsible for repairs or
compensation.

RGPS X AEFTIR €7 9 R R R i A

Those who damage lockers or use others' lockers without permission will face severe disciplinary
action according to school regulations.

ERIHEL DA P RE T oo

The school will not be responsible for any damage to or loss of items belonging to students.
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St. Joan of Arc Secondary School E 5k &) a
[4%mpa s v E6EH] i i 2l

Application Form for Storage Lockers for Sports Equipment of Other Sports Items

¢ FA 7 #L Personal Information
4+ 7 Name
& 5% Class No.
# % /F1% CLass
m & 7 & Tel. No.

@ + 2R i+ Email address

L S
Lo~ Akl = (7 pEdfRapsl) o
2. A A BEREF L HF T L L HREH
3. AFlR A G A BRSSP SAL 0 KL R ET E -

Declaration and Commitment
1. Ipledge to comply with the "Guidelines for Using the Storage Lockers."
2. I guarantee to empty the locker on time and store equipment properly.
3. If'the locker is damaged or items are lost due to my negligence, I am willing to take responsibility.
AR FPRAE L

Signature

Applicant’s signature

¢ 3 .
EH: TR

Applicati te:
pplication date Approval date

23
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1.10 Classroom Locker Usage Guidelines

¥ 4% £ Deposit Payment

FERAMERES FIL T R AR LA R A F v g o R HF o RE
RAE o B RR -

Please pay a deposit to your homeroom teacher at the beginning of the semester. If the locker is undamaged, the
deposit will be refunded at the end of the semester. Students are responsible for any intentional damage.

%35 #% ] *HF ¥ Keep the Locker Clean

FERYFEESEN I FFER > WAMRT LR e 50 B B R F SRR E P MR RES R

oh o

Please regularly clean the inside of the locker to maintain tidiness. Avoid storing unnecessary items, and do not
deface or post any paper on the inside or outside of the locker.

£1@i¢* 2 @ UseSpace Reasonably
BN RS B WA R R

Items inside the locker should be organized and not exceed the locker’s capacity.

& 3 44% Ensure the Locker is Secured
FARHE o FREEESFC G BB AL D > o
After each use, please ensure that the locker is locked to protect your personal belongings.

# 2% j& % 3 &% No Hazardous Items
SRR SR AR L S 1 L
Please do not place flammable, explosive, or dangerous items in the locker.

7 % i X #3 1% Do Not Borrow Others' Lockers

Fg R P A AR FAER BT B AR L3RR R
Each student should use their designated locker. Borrowing another student’s locker is prohibited, and
unauthorized access to lockers is not allowed.

Z ¥ ¥ & Regular Inspections
FRETIRABF T GRewb1 7o

The school will conduct regular inspections of lockers; please cooperate with the process.
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3¢ £, &' 42 Report Issues
WFERBEFRERAT L > G2 e RS o

If you discover any damage or loss in relation to your locker, please report it to a teacher immediately.

¢ * pF ¥ Usage Times

KRR A W R R o B T IR R

Students are not allowed to use lockers during class time without the teacher’s permission. Lockers should only
be used during the following times:

v ] & Recess

v =58 Lunch
v & {s After School
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2.8 4 B4R Student Award and Punishment System

2.1 BKR

2.1 School Rules

AR EaE Pl A e

N N ==

b. & wdh B ERE R

37 3R

a. il o~ SRR

b. # g » H s FTR|F

.. R r FEFHFRE
d. 75734

e. BB

£ FRIEF FA

g HEFFE

10.

a A SHE/E AR M2 bR
boBF /G /GRS N R4 2T

11.

R CAGE SR )

12.

a. R4
b. &k s 4 Eﬁﬁ
c. #HH R EER

1-2

13.

a. #F AH /f‘]ﬁfbﬁéﬂr‘?
b. B E

C. ¥ WK &

d. #cre A B

14.

a. 37 7
btk ¥ FRE

. FFITFLFE

d e/ # A 33
e FFrie A

—_— = = = NN DN

[ G G G U S—
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o A=Y

P “g 1@ [+
a. g RE1E 2 1
bB22FFptiA) g irhAEtia 2 1

15. c. Wekkis & 1 !

d. ¥ % 1 1

16. g7 PR A r B G w2 o B T 1 1
a. ¥ # 1 1

17 b. ifi;ﬁ 1 1
a. ¥Rk 1
b.#p K s ¥ 2 1

18. c. i F 4 Eap 2 !

d. (8 (%) VAkde A 2 /8B 5t 2 1 1
a. gf;%—g EF 2 1

19. b. b 7 E & & 2 1
c. Pl /& A 2 1
a. # FACE P Ap T 1-2

20. b. $HfF £ # A 5 2 1
c. BREaFim i 1 1
d HiFL LRy /FREFE 2 1

21. B ERaPadp7 1

22. Prier & o A ER/RES & 1

a. KIR7 &3 3% 1
B b gkE LR RE |
24. PERAEGS el s A
AERGPEED VFRERTL B RS m (T 1 1
25, | B EFEE
a REFTENFUF 1
26. b. 7 il = Fu| g AT 2 R 1
27. BEMH TR 1
a B 5ERY & 2 1
b. k75 k55 5 2 1
28. c. LR R 5 1 1
d 2k 55 5 1 1
e. ' T A 1 1
ARLIE R 2 B E
29. |HEPEREFA TR EE B R

ETRBF H1BE-
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School Rules

Punishment

Description

Demerit

Major
Demerit

—

Five times of lateness

N

Repeated failure to bring textbooks, stationery or learning
materials

Repeated failure to submit homework

Failure to bring student card or handbook

Using vulgar language

S Rl Pl B

a. Ditching classes
b. Truancy

p—

a. Absence from detention class without prior approval
b. Absence from school activities without prior approval

Theft by finding

a. Late entry into or leaving the classroom without prior
approval

b. Entry into other classrooms without teacher’s permission

c. Entry into the Sick Room without prior approval
d. Misbehavior at school

e. Breaking class rules

f. Delivery of inappropriate information

g. Bullying

10.

a. Bringing unauthorized materials to school
b. Possession of pornographic or violent materials

11.

Indecent behavior (for example, peeping at and browsing
pornographic websites)

12.

a. Gambling
b. Instigating others to gamble
c. Bringing gambling paraphernalia to school

13.

a. Bringing or having alcoholic drinks
b. Smoking

c. Bringing cigarettes to school

d. Instigating others to smoke

14.

a. Fighting

b. Offensive behavior against schoolmates
c. Possessing offensive weapons

d. Instigating others to fight

e. Assault

—_— e

15.

a. Soliciting or accepting advantages from schoolmates
b. Unauthorized trade among students

c. Menaces

d. Extortion

16.

Entry into prohibited public places in school uniform

17.

a. Theft
b. Possession of stolen goods

—_— | [ — —
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18.

a. Copying assignment of others

b. Making alterations in assessment scores
c. Violating assessment regulations

d. Cheating in assessments (*)

N —

19.

a. Deceit to teachers
b. Forging parents’ signatures
c. Making alterations in school-parent correspondences

N DN = |t it

20.

a. Disobedience to teachers

b. Willful insolence to teachers

c. Disobedience to teachers leading to severed
consequences

d. Humiliating teachers

1-2

21.

Late return of school properties

22.

Littering or spitting

23.

a. Improper school uniform
b. Improper hairstyle

—_— | — | —

1

24.

Misbehavior which brings disgrace to school

(Depending on the seriousness of

the case)

25.

Unauthorized organization of meetings or activities on
behalf of the school without prior approval

1

26.

a. Entry into special rooms without permission
b. Disobedience to special room regulations

27.

Misbehavior during assemblies

28.

a. Defacing school properties

b. Defacing schoolmates’ personal belongings
c. Damaging school properties

d. Damaging schoolmates’ personal belongings
e. Dangerous behavior

N N |—|—

1

1

1

29.

Other misbehavior

(Depending on the seriousness of

the case)

(*) may lead to mark penalties or disqualifications

In serious cases of breach of discipline, lesson or school suspensions may be imposed.
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22T hAR A BREV R £ HTER
2.2 St. Joanian Award Scheme and Student Conduct Grading

P £ Aims:

IS TERE I CEE J s B FRTE

Encourage students to pursue excellence in both academic and non-academic fields;

2. Y FAop A FFAE 208 VSR
Cultivate students' sense of self-discipline and help them develop diligence and good character;

3. ER2AFE - FRF LN S LG R
Achieve holistic development, inspire students' potential, and nurture them to become good citizens of
society.

A. ﬁ)ﬁv Reward
F »5 > ;% Implementation :

FcFF -1 SMART Portal & & F 345 4 &0 T Hw ¢ hig 4 £ R ¢

Teachers will record students' good performances in the following categories on the SMART Portal platform:

8 i 2ed R S RlER R Y R Y B4 2 ¥ Achieving good results in dictations,

. uizzes, tests, or exams (1
Academic d ’ ’ (M

¥ # I 24 Performing well in class (1)

¥ 4 I 2 4% Performing well in assignments (1)

21 R 2 Ap M ik ¥ £ IR 2 4% Performing well in reading-related tasks (1)

L5 i FEF% % % Serving others (1-5)

Non-academic | & 3R 2 4% 5%, Displaying good character (1-5)

B e B & 3 JE4p M eh 518 Demonstrating virtues related to the theme of the
year (1-5)

Z-4e P 2 vt vt Participating in internal or external competitions (1-3)

FE P B ekt % ¥ % JL 2 4% Excelling in internal or external competitions

(3-10)

BB E g ) & X M pF T4 Arriving at school on time every day throughout the
school term (10)




*

BiY e AR B LE BT T E Bk § et e o

EEPRAH 05 L3t B h3 gL kg BB B

The number in brackets indicates the maximum records a student can earn in each category.

Accumulating 10 records in one term will earn the student one credit on their report card.

B. :ii#.f7 % Punishment:
F * = ;% Implementation:

7 = Behavior 2¢ 4% Record

& 8 #p & 7] 7 =t Being late five times in a school term | — 4% 8L » 4opt 5548 o 1 bad mark,
and so on

7 =t & SMART Portal T 5 } zz4kih—- 435 (7 & - B4t 2L 4ot ig i o 1 bad mark,
and so on

Five records for violating school rules accumulated on
the SMART Portal platform

BcE & K #2317 5 Serious violations of school rules

\\\?’;r

% £ p Refer to the handbook

% 3 Remarks:

B Rietr 2 R RE e 0T bl F AL o
Students' records of reward and punishment will both be displayed on their report cards.

FEHEES BREDFL  HEFI e 5o

Students who earn two credits in each term will be eligible for an upgrade in their conduct grade on their
report card. (B+ - A- - A — A+)

FEHETD BaAENT S > BF TR s MK E 5 o

Students who receive two bad marks in each term will have their conduct grades downgraded.

(B+ >B-—-C—D—E)
FAEPFREREE S BT LR RE R & R P

In each school term, the students with the most rewards will respectively receive the Gold, Silver, Bronze
Awards, and the Diamond Award.

FLi /i EvHNAFA Sk FaE s FHBELEFE TR  FUEYEL I/RR
E/REFR -

Class teachers/level coordinators can propose upgrading a student's conduct grade. Final decisions on
whether to upgrade are subject to the approval of the Discipline Master/Vice-Principals/Principal.
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o #4725 8 P Student Conduct Grading Criteria

= i
Conduct Grade Criteria
A+ 6 i Bt credits or above
A 4 B2k credits
A- 2 8L credits
B+ T e R R e s
No reward or punishment records
B 2 4 2k bad marks
B- 4 3 2L bad marks
C 6 #- 2L bad marks
D 8 4% 2L bad marks
E 10 4 gL 12 + bad marks or above

1%;4:3/13:4
1 |# =3 B
| <% =318

1 Major merit =
1 merit =
1 Major demerit =

1 demerit =

3 merits
3 credits
3 demerits

3 bad marks
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2.3 # F AR

2.3 “Demerit offset Program”

(1) 341 p & Objective
BB RPN PRI > R FEPHDF NG SRS E o FES RIS - A A g B
REF L HARENE P EE AT ER e -
By participating in the school's service, students participating in the program can offset their bad
marks, thereby deleting one or two bad marks and reflecting on them, thus cultivating self-discipline,
self-love, and a sense of responsibility.

(2) ot § - B0 P EGE RS DE A
Target: Students with one or two bad marks.

3) ViR FA v et e Y gt do? iR gt 0 B4 BT e (TIR
3% o

Application Method: Students can apply to the teachers from the discipline unit for this program. If
the application is accepted, students must follow the instructions to fulfil the service.

(4) *41& 4 Requirements:

o HFARERSAPMIRIAFFE I A EMT, P BE A anTs s A Y éﬁ-;"ﬂf e
Students must complete the required service hours and achieve a favourable rating in the overall
assessment by teachers in order to apply for the removal of their bad mark records.

o wH A ARAAMAFPIZE €W v JRIFFFH -

If a student's performance is below expectations on a particular occasion, additional service
hours will be required.

o WrFA AFHERPFEER ERITEFLE EE .
If a student violates rules during the program, their participation will be immediately terminated.
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St. Joan of Arc Secondary School

“Demerits offset Program”

Document No:

Application Form

Name: ( ) Class: Date:

Application for the removal of bad mark records: 1 bad mark / 2 bad marks

Misbehavior issues : Hours of Service:

Service Performance Record:

Date Hour(s) | Description Rating

Fair/ Good/ Excellent
Fair/ Good/ Excellent
Fair/ Good/ Excellent
Fair/ Good/ Excellent

Application result: Successful / Unsuccessful

Name of Teacher-in-charge:

Signature of Teacher-in-charge :

Date:
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24 RIRZ KRR

2.4 School Uniform and Appearance Requirements

1. - kP
o B RT FRARIR FiRiFEMI LN §FHEY K-
Regular Class Days

e Students must wear the proper school uniform, paired with dark brown leather shoes or white sports shoes
when returning to school.

2. T HE P

o HATERTEWTIREG & @HEEY

o FHTAMESEG HUL A F2 TSR DR (LT RGeS ¢ Es
i o

. Days with Physical Education Classes

e Students may choose to wear their physical education attire along with white sports shoes when returning to
school.

e I[f there are specific requirements for sports shoes during physical education classes, students may change into
appropriate sports shoes during the class and must switch back to white sports shoes afterwards.

3§ﬁiﬁ
School Ceremonles

e Students are required to wear the proper school uniform and dark brown leather shoes (unless otherwise
notified).

S SRR 330 &
o JRER LMY FHD NG o
Non-Class Days with Scheduled School Activities
e Dress requirements will be announced in advance separately.

5. 0} L2 E o pERy
B4 ARPNNMEBFEFRIEF > TR EFER IR BREELRYEL -
Break and Lunch Periods
Students must maintain a neat appearance both inside and outside the school. After participating in sports
training on campus, they should tidy their appearance.

36



7 4 Boys

I
Hair style :

RERIR: 0 ¢ midle ity Wk RES FREAM AR AIFRI AT 0 B AT o

Summer:

AERIR 6 ¢ RableAlfed Rk BRATF 0 A d REA

Winter:

g

Remark :

4 4 Girls

LI

Hair style:

RAHME S 2 VAEEITH FEIER T FR T

Hair style should be simple and tidy, hair dyeing, perming are strictly prohibited.

Boys’ hair should not reach their collar. The edges of hair should not hang over the eyes.

short-sleeved shirt with school badge, light-blue striped trousers with black or
dark-brown leather belt and white socks

TEE S L B G e R T

black school jacket or fleece with school badge and long-sleeved white shirt with
school badge, school tie, grey winter trousers with black or dark-brown belt and white

socks.

PR E PRI o

no earrings.

FARE ATAEETE  WwHEEA RDFEER  RE R LW
Zo Az A dF o

Hair style should be simple and tidy, hair dyeing, perming are strictly prohibited.
Girls hair should be fastened with dark blue or black hair bands if it is beyond
shoulder length. The edges of hair should not hang over the eyes.

4= ¢ 4 4 ¥ PR Junior:

LERIR NEI ERE LA o dsE A B o AR do Bk 0 B 4 RS o
FERORD A d LR 0 6 8 EAble et Rl A E R R RS 0 B ¢ RS o

Summer Uniform:

Winter Uniform:

Fo g

Light-blue striped dress, knee-length, with the school pin on the necktie, and plain white
socks.

Grey woolen dress, white long-sleeved shirt with the school badge, knee-length, school
tie, and plain white socks.
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B ¢ 4+ 4 PR Senior:

§ F IR 0o EA AR R NS ERERE AL EZR AER I AFRI A > B
AR

Summer Uniform: White short-sleeved shirt with the school badge, light-blue striped knee-length skirt, short

black or dark brown leather belt, and plain white socks.

PERIRT 6 ¢ RAAIE G KA BRARS A d ERSR R Z B A2 AFRI AT
B dARF o FEI R EA BB AMIEES o

Winter Uniform: White long-sleeved shirt with the school badge, school tie, grey woolen knee-length skirt,

short black or dark brown leather belt, and plain white socks. The scarf must be plain grey, plain black, or plain

dark blue.

ha| T * 2 P v AR L= Rl (2F A3 5Smm)gd A4 kA B o

Earrings: Girls can only wear small(not larger than 5Smm) gold or silver bead earrings in the centre of their
earlobes.

R BATEFERLS A (Rok)  RE RIS PR A SRS L 2 A G do ) 4k

&%:ﬁ%&%ﬁﬁﬁi, h&%ﬁ*i

Outerwear: Students may wear the school black coat; or school fleece coat; or plain grey sweater, which must
have the school emblem fastened on the outside; or school dark grey sweatshirt; or school celebration baseball
jacket.

%”Jéﬁv%‘i*—‘?’&*ﬁ‘?’*?é%
FHU R AR 0 S FEF g R

MELLFEL S FATFTFRS VFESAS T Rw R (277
z;mﬁ)’ék§??¥@gﬁﬁgsmgm

If a cold weather warning is issued by the observatory at 6 AM on a school day, students may wear black, dark
blue, or grey down jackets to school (other jackets or sweatshirts, including those from clubs or sports teams,
are not permitted), and female students may wear plain black or plain white thick tights.

7. %85 JR & 4 Physical Education Attire Requirements:
hE O ERMTIRFRFEA S R A EREY b AL -
Jacket: School physical education jacket with dark grey sweatshirt or old blue and white windbreaker.
PR DAEMTIR (2d ~FF RS ) C EHERTIR (F9 I RTA) o
Top: New physical education attire (red, blue, or green), old physical education top (blue and white).

i# # 4 sports shorts/pants :

o R EFIGEHEWMTIRMRLIENEH S EHMTIRRFES FHEiE o
Summer: New physical educatlon attire with black sports shorts, old physical education attire with dark
blue sports shorts.

o A F IFEMTIRMRLIEFEM S EFWMTIRFRIFES FH LA -
Winter: New physical education attire with black sports long pants, old physical education attire with dark
blue sports long pants.

38



Hir @ - (2025-2026) % #T¥EFLA B4 > L JE T FATEEHR o
Note: Students in Form One (2025-2026)and new transfers must wear new physical education attire.

8. ¥x 374 Z_Shoes Regulations
o Fihd L¥E: HEFHD o WHBRE (AAFESREERD -
Dark Brown Leather Shoes: Simple style. Must be low-cut (no high-top shoes allowed).

e © J i#H ¥ White Sports Shoes : - v ¢ 5 1 4 o
Predominantly white (at least 90% white on the upper).
- KPP EHHFFITo
The design should be simple, not ornate.
S RAREF (AT TR FRE) -

Must be low-cut (no high-top shoes allowed)

% ¥ Remarks:
1. B2 T FHEREFLORIR ) FIFRFHEHDT -
Students are expected to keep themselves well-groomed and neatly dressed at all times.
2 b AT BT T FEARMT IR R o
Students can return to school in their P.E. uniform if they have P.E. lessons that day.
3. BAFGTEFWY 4 MR B IFRI LR
4. Wearing a plain white undershirt. Dark-brown leather shoes are to be worn.
5. BAF G EFSAS S o PR G bR F R REA SR ABEES o
Students can wear a plain grey, black or dark-blue scarf. A grey woolen jersey or cardigan is allowed with
a school pin throughout the year.
6. FA2FIFHEFI 2R chirdd s ¥ Rl EZebis » 2T LEREFIRET -
Students are not allowed to use make-up. No hair dyeing, nail polish, lipstick or any kind
of accessories are allowed.
7. BAREFT FEANERMTIRE Ehi 7T %o
PE uniform together with sport shoes are to be worn during PE lessons.
8. LMVHGMEDIRE Ed it NV A FRRY BT F 27 TR MY IR -
School sports team uniforms should only be worn during training time. They cannot be worn as
a replacement for the PE uniform.
9. b1 kP A H B HARF IR RIRE K g ¥ 72 o
Students will be informed of the dress code for non-teaching days or other occasions.
10 2 G 23 2@ A2 S MR LA &L BAVITFRI VFENAI PR RYR (2 F
FHEEWNHEAEE  cRFEARIGFER) FFATFHI NG § DR -
If the Hong Kong Observatory issues the cold weather warning at 6.00 am, students may wear a plain
black, dark blue or grey down jacket to school (Uniforms or sweatshirts of students’ societies are not
allowed). Girls may wear plain black or plain white stockings.
L1 RFRE - BT RIFFIIRE SR OFRERET ¥ 27 FRVRMT IR
Team Uniforms: Uniforms and sports shoes of the athletic teams may only be worn during after-school
training sessions and must not replace regular physical education attire.
12. 8787 1 4of ARG R (WFRARF) - FLAFT LR Y givh
Special Requests: Students with special needs (such as medical reasons) must apply for approval from the

school in advance.
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2.5 Measures and Procedures for Handling Violations of Student Uniform/Appearance/Behavior

P £5 Purpose:

. BFF4 ORIRRT FA

To maintain neatness of student uniforms and grooming
2. BFHEDORRE

To maintain a simple and honest school ethos

#2 5 Procedures::

I 5 ¢=28 S EReRAFPFRIRKRE > Zdp7n 2 PR RPF L > B ATFIHFLES o
After the morning assembly, class teachers will assist in checking students' uniforms. Students who do not
meet the requirements will be instructed to stand at the back of the class.

2 G REE VEEF/AF/FE G SRRS R AR REAF L
At the end of the morning assembly, discipline teachers/teachers/prefects will record the names of students
whose uniforms do not meet school appearance standards.

3ORP A R R F ORI

Teachers on campus or teaching teachers will also record the names of students who violate the school
uniform and appearance standards.
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2.6 Measures and Procedures for Handling Classroom Disruptions

P sk F LR AU VA2 KT R

Aim: To cultivate the habit of handing in homework on time and following school rules.

TR L
Targets: S.1- S.6 students

TREVE S

Behavior that disrupts lessons:

¥ 2> w Inclass

% 4 + #4% & Disturbing lessons

1 P Sleeping

T A & It & Forgetting to bring textbooks or stationery
& & » 2% Entering the classroom late without valid reasons
# FAEE B 4 7 Not following the teacher’s instructions
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If a student misbehaves in class, the teacher will record his/ her name and inform the class teacher/ discipline

teachers /the parents.
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2.7 “The Reflection Room Scheme”

TRE-S ST IV NEE SRR 3

p e &“ﬂmlﬁﬂmmﬁt§4&3%i_$%ﬂ wi it
SRR T R R

SRERFL T ZRAAFEAREINELE RV E
%ﬁ—%@’ﬂ%iﬁ%ﬁﬁ&&h%@@°

Purpose: The primary aim of this plan is to require students to strictly adhere to classroom rules. If a student
violates the rules and disrupts classroom order, continually hindering the teacher's teaching efforts, the student
will be arranged to the “Reflection Room”, allowing the teacher to conduct normal teaching activities. However,
this plan should not be used as part of punitive measures; classroom misconduct must be handled according to
school regulations.

WEEE D VEAix
Coordinator: Discipline Master

Fwpdh 2E
Implementation Date: Whole Year

wA R %giEF%%7%ﬁﬁﬁ’EFJ%%W’%éﬁﬁ%ﬁﬁﬁ’%ﬁﬁﬁ%%ﬁﬁ%
FRE1T XfFe 4 a2 RFRAF L Z0 FREFLEFIFakE KE 1T, XEFW
y@ﬁ«gﬂt:}i E=a ? o

Referral Principles: If a student does not follow instructions during class, violates classroom rules, seriously
disrupts order, and continuously impedes the teacher’s teaching efforts, and the teacher has made all efforts but
the situation has not improved, to ensure the teacher can conduct normal teaching activities, the teacher may
consider isolating the student to the “Reflection Room”.

# A AR —*‘EFFZTE—Q#LTT{ Flfear/ate 17 MR K R R gl my B §FEXFY
EIREFZERFAFIFL
Referral Procedure: The teacher should arrange for the class monitor to request assistance from the school general
office. The office staff will promptly notify the on-duty teacher, who will then bring the student to the “Reflection
Room”.

~
1'\ o

FLF PN /%
Work/Arrangements in the” Reflection Room™:

FEEFER FHMTRER AFL T LBE
%@%wgﬂ@¢ﬁﬁ% APV IR AELE P RNV FL AL KRR
WEAFREFFRREPY T Y EXF T FFEALNTN > LG AT FHES RAf ) ApE

-1

The on-duty teacher will complete the relevant information on the “Reflection Room Record Form”;

Based on the situation, the on-duty teacher will counsel the student or arrange for the student to complete
assignments in the “Reflection Room” (assignments prepared by the plan's coordinator). If the student refuses
counseling or to do any assignments, the on-duty teacher may allow the student to sit in the room but must not
allow the student to lie down on the desk or sleep.
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When the referral teacher’s class ends, they should:

) L2484 FRPIBLE el BB IMTLEE §F  FaEags 43 wig
FEEAE (BA0) o e SRR BT RR S AL R L ERAFEN Ak
R R TR e e

(D If it is a free period or recess, promptly go to the “Reflection Room to fill out the relevant information on the
record form, sign it, and take the student out for appropriate follow-up/counseling. The referral teacher should
instruct the student on adhering to rules during class. Additionally, the referral teacher should consider the

severity of the misconduct and decide whether to refer the student to the discipline master or counseling teacher
for further follow-up;

A

(ID) ﬁﬁﬁ.ﬁ%.%ﬁfjﬂuafrmj ,@e»,\,jﬁjfg—-ggmg_ 5 A —gf-,;: CRE Y FwikF Pk AR
BEFS AP FERELE IS A P HEBIMTAE B AR A ﬁv&ma/#%
(2fr) FZERE 2 ?r%w ’%Hi‘sbﬁf‘ AL et ﬁﬁ%ﬁﬂ?ﬂf%’ BE 2 ERAPEN > @
RAFHOPE LA PR iR B -
(IT) If they need to continue teaching other classes, the on-duty teacher in the” Reflection Room will, based on
the student’s situation, allow the student to return to class. The referral teacher should go to the” Reflection
Room” during a free period or break to fill out the record form and sign it. The referral teacher must proactively
follow up/counsel the offending student to instruct them on adhering to classroom rules. Moreover, the referral
teacher should consider the severity of the misconduct and decide whether to refer the student to the discipline
master or counseling teacher for further follow-up.
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" Reflection Room” Record Form

(Need to fill out one for each student)

Date:
Student Name: Class: Class Number:
Referring Teacher's Name: Subject :

Referral Time (Time when the class leader notified the administration office):

Reason for Referral (Filled out by the referring teacher upon receiving back the student):

Time the Referring Teacher Received Back the Student:

Referring Teacher's Signature:

Record of Student's Situation in the “Reflection Room “(Filled out by the on-duty teacher)

Assignments/Work

Lesson
Arrangement

Remarks On-duty Teacher's Name
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3. 3#H # Others

3.1 4% %‘ 2 5
3.1 Fire Drill Procedures

o FEEFLVERYZ,
Conduct fire drills three times a year

o RUE AU EEAE R AR
Teach students to remain calm when the fire alarm sounds.

o FTE/BUHMERZTIRFLHM
The last student to leave the classroom should close the door.

° @iwgﬁﬁﬂﬁwﬁﬁz’ﬁiﬁﬁ’i%ﬂiiyiﬁg;
Exit the classroom following the fire evacuation route, maintain good order, and immediately gather
at a safe location.

° é_%g«‘),%f FF A 0 A NESTA > BRAIGERIRR gm0 2 FE 2E SR e
Students in the medical room should follow the instructions of the staff and immediately gather at a
safe location when the fire alarm sounds.

3.2 A% B A
3.2 Fire Evacuation Route Map

o FTiFEnRAEELVEYLS AR KRMEAFESTL o
Teachers should explain the fire evacuation route map to the students and post it on the classroom door.

46



<< ¥}4&>> Appendix
i (- ) B REEN AR
Appendix (1) Student Counseling Referral Form
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Student name:
Referral’ teacher:

St. Joan of Arc Secondary School
Guidance and Counseling Committee
Student Counseling Referral Form

Class : Class no.:
Subject:

Case no. -

Gender: Boy/Gril

AN

Reason for referral

Student behavior (choose more than one option)

Others/Remarks (Please
specify)

Learning issues

O Low learning motivation

O Disrupting classroom order

O Poor academic performance

O Sleeping in class

O Frequently missing assignments
O Frequently late / absent"

Behavioral issues

OFrequently violates school rules

O Engages in eccentric behavior to attract attention
O Addicted to online gaming

O Cyberbullying

O Theft

O Physically bullies classmates

O Runs away from home

O Unhealthy habits (smoking, drug abuse)

O Deviant values

Emotional and
Mental Condition

OLow self-image

O Mental tension

O Low mood

O Anxiety

O Self-destructive tendencies
O Fear

O Delusions

O Depression”

Family Financial
Support issues

O Financial difficulties in the family

O Housing environment issues

O Parents' marriage problems

O Single-parent family / Guardian custody
O Poor relationships with family members
O Domestic violence

O Caregiver neglect

O Family member illness / death

O New immigrants"

Peer relationship

OInappropriate social skills

O Negative influence from peers

O Alienation in peer relationships

O Being ostracized or teased by classmates

O Issues with interacting with the opposite sex

Further education
and employment
issues

OPlacement / Public exam results are unsatisfactory
O Feeling confused about future prospects
O Dropping out of school"
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Briefly describe the process of interacting with student:

Referring date: (referring teacher)  Referring Teacher's Signature:

Date of receiving the case : (Head of the Guidance and Counseling Committee"

**Note:** When teachers refer a student, please complete the above information and submit it directly to the
head of the Guidance and Counseling Committee. Thank you!
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Appendix (2) Student Violation Record Form
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St. Joan of Arc Secondary School
Student Violation Record Form

This form is to be filled out by the relevant teacher and submitted to the Discipline Committee.

Student Name: (Chinese) (English) Class: (

Date of Incident: Time: Location:

Date Parent Notified:

Nature of Incident:

(Brief description)

Suggested Follow-Up (Punishment):

Referring Teacher's Name: Referral Date:

(For Disciplinary Teacher to fill out)

Result:

Remarks:

Disciplinary Teacher: Date:
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Appendix (3): "Student Violation Warning Letter”
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St. Joan of Arc Secondary School
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Student Violation Warning Letter
Date:

Please be informed that your child () has violated the school rules on

was/were issued to your child. Thank you for your kind

attention.

Yours Sincerely,

Class Teacher:

Head of Discipline Committee:

I acknowledge that my child has received a written warning from the school.

Parent's Signature: Parent's Name:
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Appendix (4):”Student Violation Record Notification”
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St. Joan of Arc Secondary School
Student Violation Record Notification
Date:

Please be informed that your child () has violated the school rules on

was/were issued to your child. Thank you for your kind

attention.

Yours Sincerely,

Class Teacher:

Head of Discipline Committee:

Principal:

I have acknowledged the above notification.

Parent Signature: Parent Name:

Date: "
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Appendix (5) Sample of Application letter for Leave of Absence in Chinese and English version
ST. JOAN OF ARC SECONDARY SCHOOL
oA b B
55 Braemar Hill Road, Hong Kong. 4 &4 & ¥ 58 L7 L 7 55
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ST. JOAN OF ARC SECONDARY SCHOOL
oA R B

Qs = ), 55 Braemar Hill Road, Hong Kong. 75 ¥ b A4 % 15 110E 7o+ 7055
¢ REsRoNSTEIL.

Tel. 3 3£: 2578 5984 2578 5570 Fax.® E :2578 5725 Website 4 H www.sja.edu.hk

Application for Leave of Absence

To whom it may concern,

My son / My daughter * would like to apply for leave of absence.

Name of Student : Class: No.:

Date of absence: from / / to / /
date month year date  month year

Total no. of day(s) : (a.m./ p.m. / whole day ) *

Reason(s) of absence: (Detailed explanation must be provided)

Signature of Parent/Guidance:

Date

*Please delete as appropriate.

(Remarks: Students who take sick leave for three days or more or apply for sick leave during

uniform test or examination periods must submit a letter of leave and a doctor’s certificate.)

The following parts are filled in by the school:
Part A) The student submitted the following document(s):

[ ] Application letter o Doctor’s certificate
(Sick leave application has to be submitted within 3 days of returning to school and application

for leave of absence due to personal reasons has to be submitted 3 days in advance.)

Name of Class Teacher: Signature of Class Teacher: Date:
Part B) The application is O approved. O not approved.
Signature of Principal: Date:

Please put a tick (V') in the appropriate box
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