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Homework Policy

1. Homework and Learning

Homework is an essential part of the learning and teaching process. It allows students to extend their
learning outside the classroom and prepare for future lessons. Effective homework can serve various
purposes:

e Reinforce classroom learning and prepare students for new topics.

e Promote self-directed learning.

o Help students understand their learning progress and identify areas of difficulty, enabling
them to seek solutions.

o Allow teachers to identify student learning challenges, adjust teaching plans and strategies,
provide timely feedback, and promote effective learning.

o Evaluate student performance in acquiring knowledge, mastering skills, developing positive
attitudes and values, and provide valuable feedback for curriculum planning and
implementation.

o Inform parents about their children's learning progress and characteristics, enabling them to
provide timely support.

o Help parents understand the school curriculum requirements and collaborate to improve
student learning.

2. General Guidelines
e Students should complete and submit homework on time.
o Teachers will record homework assignments on the SMART Portal system. Parents and

students can access the system to view homework records.



Failure to submit homework may affect students' overall grades.

Students should complete homework independently and avoid plagiarism. Any instances of
plagiarism will be dealt with according to school regulations.

Homework assignments will involve knowledge application, communication enhancement,
research, and other skills, fostering students' independence and creativity.

Book inspections will be held twice a year to ensure the quality, quantity, and variety of

assignments.

3. Principles for Determining Homework Types, Frequency, and Quantity

Teachers will determine the types, frequency, and quantity of homework based on students' abilities,

subject objectives, and teaching needs.

(a) Types

lesson preparation

consolidation exercises based on the subject content
book reports

examination practice

workbook

research

presentations

Project reports

(b) Frequency and Quantity

S1 to S3:

o Based on the number of lessons per week, approximately 10 minutes of homework
per lesson. For example, approximately 60 minutes of homework per week when six
lessons are allocated for an individual subject, or approximately 20 minutes of
homework every two weeks for subjects with one lesson per week. Students should
expect to spend around 80-90 minutes on homework each school day.

S4 to S5 (HKDSE Subjects):

o Refer to public examination requirements or assignment policies, students should

expect to spend approximately 60-90 minutes on homework per week.
S6 (HKDSE Subjects):
o Refer to public examination requirements or assignment policies, students should

expect to complete on practice paper per week.



After-school Homework Detention

Objectives:

® Encourages students to complete their assignments and take responsibility for their academic work.

® Provides additional time and support for students who may need help understanding their
homework or developing study skills.

® Helps students develop better time management and organizational skills by allocating dedicated

time for homework.

Implementation:

1. The detention class runs from 4:05pm to 5:05pm for students on regular school days.

2. Subject teachers will record instances of students failing to submit homework on SMART Portal.
3. Students are required to attend the detention class after receiving their fifth record and for each
subsequent record in each term.

4. One bad mark on their report cards will be issued for every five records.

5. The office will generate the detention class list for that day before lunchtime.

6. The detention class list is generated based on the records from 12:25 pm the previous school day to
12:25 pm that day.

7. Parents will receive push messages informing them of their child’s required attendance at detention.
8. Form teachers will receive the detention class list and will escort students to the Lecture Theatre for
detention by 4:05 pm.

9. Self-directed learning worksheets will be provided if students have already completed their
homework or forgotten to bring their homework to school.

10. Students must attend the detention class. If leave is required, form teachers have to contact their
parents and a written application from the parent must be submitted on the next school day. The student

will then attend detention on another school day. Unapproved absence will result in two bad marks.
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Assessment Policy
1. Function of Assessment
Assessment serves as a tool for reviewing curriculum effectiveness, enhancing teaching quality, and
understanding student learning by gathering evidence of student learning processes and outcomes.
2. Summative Assessment — Examinations
o There will be three examinations for S1 to S5 throughout the academic year, while two
examinations will be arranged for S6.

o The weighting of each examination and the overall annual grade is as follows:

Term 1 Term 2 Term 3 Annual
S1-S5 20% 40% 40% 100%
S6 50% 50% -— 100%

3. Formative Assessment
e Teachers will determine the types, frequency, and quantity of formative assessments based on
student abilities, subject objectives, and teaching needs. These assessments may include:
e Pre-lesson preparation
e Classroom performance (e.g., discussions, active participation)
e Assignment and project performance
e Quizzes and tests
o Formative assessments (daily marks) contribute 30% to the subject grade.
4. Calculation of Examination Grades

e The calculation of examination and daily marks is as follows:

Continuous Assessment | Examination Mark | Total
S1—S5 (Terms 1 —3) | 30% 70% 100%
S6 (Term 1) 30% 70% 100%
S6 (Term 2) -—- 100% 100%

o The passing grade for S1 to S3 is 50%, for S4 to S6, it is 40%.
S. Supplementary Examination Arrangements

o Students who are absent for an examination due to illness must submit a parental letter and a
valid medical certificate upon returning to school. The school will arrange a supplementary
examination, and the score will be calculated at 80% of the score obtained on the a
supplementary examination paper.

e Ifno valid medical certificates are submitted, the students who are absent for a particular
examination paper will not receive any marks in that paper.

» Students who were absent for an examination due to other reasons must submit a written
request to the school through their parents and obtain school approval to participate in a

supplementary examination.
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To help students set specific goals and enable them to build their foundation for learning, students

who fail to meet the criteria for promotion with their form positions ranking the bottom 15%

Policy on Promotion and Repetition

annually will be required to attend remedial classes and take an end-of-course test. To be promoted in

the coming academic year, students should attend all remedial lessons and pass the written test.

Level Criteria
S1 to S3 1. Passin at least 2 out of 3 core subjects namely Chinese, English
and Mathematics; and
2. Pass in average mark; and
3. Conduct meeting the standards of the school; and
4. 80% or above attendance
S4 to S5 1. Passin at least 3 out of 4 core subjects namely Chinese, English
and Mathematics and Citizenship and Social Development; and
2. Pass in average mark; and
3. Conduct meeting the standards of the school; and
4. 80% or above attendance

10
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Secondary 6 Graduation Certificate / Completion Certificate

1. The school will determine whether to issue a "Graduation Certificate" or a "Completion

Certificate" based on the student's academic performance, conduct, and attendance.

2. The criteria for issuing each certificate are as follows:

a. "Graduation Certificate":

1.1 Achieve a total average score of 30 or above in the S6 examination;

1.2 Attain a conduct grade of B or above in S6;

1.3 Achieve an attendance rate of 80% for the S6 academic year (long-term sick

leave with a doctor's certificate and approved personal leave by the school may be exempted); and

1.4 Have no more than 10 times of severe lateness during the Form 6 academic year

b. "Completion Certificate":

2.1 Complete the S6 curriculum and attend the S6 graduation examination;

2.2 Attain a conduct grade of C or above in S6;

2.3 Achieve an attendance rate of 60% for the S6 academic year (long-term sick leave with a doctor's
certificate and approved personal leave by the school may be exempted); and

2.4 Have no more than 20 times of severe lateness during the S6 academic year

3. Students who are unable to meet the above requirements due to special circumstances may apply
for special consideration from the school. Students and their parents must provide sufficient evidence
and submit relevant supporting documents to the school. The school will consider their application,

and the acceptance or rejection of the application is at the discretion of the school.
4. The conditions for issuing the S6 graduation certificate and completion certificate were approved

by the School Management Committee on June 19, 2024, and will be implemented starting from the
2024/25 academic year.

12
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Policy on Class Allocation (updated in 2024-25)

Objectives

The school will consider the medium of instruction, creating a language-rich environment,
promoting cultural exchange and fostering student development and class management when

arranging class allocation.

® Students of different ability in the three core subjects, namely Chinese, English and
Mathematics will be allocated to different teaching groups to cater for learner diversity.
Guidelines
S1 Fa : NCS students with higher English proficiency.
and Ho: NCS students, students using EMI in Mathematics, Science and Geography and students
S2 with higher English proficiency.
Ch: Students using CMI in most subjects.
S3 Fa : NCS students with higher English proficiency.
Ho: NCS students, students using EMI in Mathematics and Science and students with higher
English proficiency.
Ch: Students using CMI in most subjects.
S4 Fa : NCS students with higher English proficiency.
and Ho: NCS students, students using EMI in most subjects and students with higher English
S5 proficiency.
Ch: Students using CMI in most subjects.
S6 Students will be promoted with their classmates and allocated to the same class. In some
cases, the school’s Discipline or Counselling teams may advise individual students to be
allocated to another class for disciplinary reasons for the sake of their learning.

14
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The Procedures for Dropping Elective subjects
Principles:

To provide senior fore students with diverse post-graduation opportunities and pathways, the
school encourages students to take at least two elective subjects in addition to core subjects.
If a student wishes to apply for dropping an elective subject, the school will consider the
following principles:

o Withdrawal applications are only accepted from students who are to be promoted to
or currently in S6. Students can only drop one elective subject.

o The application period is within the first two weeks of the S6 academic year.

Application Procedure

e The application form must be completed by the parent or guardian and submitted to
the school office within the stipulated deadline. Late applications will not be accepted.

o After school review and approval, the Vice Principal will inform the student of the
result.

15
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St. Joan of Arc Secondary School -

g - 987 4k

Application for Dropping Elective Subjects

YR

FHET 0 2 E R

Elective subject dropped:

Medium of Instruction: CMI / EMI

S g5 FTW|
Name: Class No.: Class:

¢ #i2i2 i ¥] Reason(s) for drop of elective subject :

Student’s signature § # % ¥ :

Parent’s signature 7% & %

Date p )

$ g g

For office use only

Z #* J& School Office

¥ & /& & & Principal/Vice Principal

Date Jyx % p #p :

Signature & % :

[] #8 Agree [ ]| # #.& Disagree

Signature & % :

Date p # :
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The Procedures for Changing Elective subjects
Important Notes:

1. Applications are only accepted in S4 and S5. Each student can only apply to change from one
elective subject to another.

2. The application form must be signed by the parent or guardian, then approved by the teacher
of the original subject and the teacher of the subject to be transferred to. The application must
be submitted to the school office within the stipulated deadline. Late applications will not be
accepted.

3. The application deadlines are as follows:

o The first two weeks of September in a new academic year.
o Two weeks after the first examination.

o Two weeks after the second examination.

17
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St. Joan of Arc Secondary School — Application for Change of Elective

subjects
o g5 FT |
Name: Class No.: Class:
RAGHMD EaaET 1Y v IE
Original elective subject : Medium of Instruction: CMI / EMI
U e FET L P R /ER
Transferred elective subject: Medium of Instruction: CMI/ EMI

e ’éﬁ-ﬁﬁﬂﬁz ¥] Reason(s) for change of elective subject :

Ja L€ f¥ Teacher of original subject # 4 ~ fL-E f7 Teacher of subject transferred

[ & # 1 Agree [ ]# F & #& I Disagree | |F & # ~ Agree [ ]# F & # » Disagree

B ¥ B¥

Student’s signature & # ¥ & :

Parent’s signature 7% & %

Date p oo
¥ ¥t & * For office use only
¥ #* Ew School Office ¥ & /& ¥& & Principal/Vice Principal
Date Jc % P ¥ : [] #.& Agree [] # #+,& Disagree
Signature & ¥ : Signature % % :
Date p #f :
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Scholarships and bursaries

The school offers a range of scholarships to qualified students to encourage the pursuit of academic

excellence and recognize students’ academic achievement. Set up by funding from the school and

donations from various organisations and alumni, these scholarships are granted on the basis of

academic merit and personal qualities, amongst other factors.

Scholarship

Qualification & Awards

Academic Award

The top three students with the highest overall average
scores in the first and second semesters.
Certificate

Academic Award for the

Year

The top three students with the highest overall average
scores for the entire year among all forms.
Certificate and Scholarship (1%: $500; 2™ :$200; 37 :$100)

Subject Excellence Award

The top performers in each subject for the entire year among
all forms.
Certificate

Past Students’ Association

Scholarship

The top three students with the most outstanding results in
the Hong Kong Diploma of Secondary Education
Examination (HKDSE) of that year, who have also been
admitted to government funded bachelor's degree
programmes at local universities.

Scholarship $1,000

Past Students’ Association
Scholarship - Chinese
Language

(Donated by Dr. Anthony
Chow)

The student with the most outstanding performance in the
Chinese Language subject in the HKDSE examination of that
year.

Scholarship $800

Past Students’ Association
Scholarship - English
Language

(Donated by Dr. Michael
Tsui)

The student with the most outstanding performance in the
English Language subject in the HKDSE examination of that
year.

Scholarship $800

Past Students’ Association

Scholarship - Mathematics

The student with the most outstanding performance in the

Mathematics subject in the HKDSE examination of that year.

24



(Donated by Mr. Kenny
Tam)

Scholarship $800

Past Students’ Association
Scholarship - Chinese
History

(Donated by Mr. Mak Chai
Kwong)

The student with the most outstanding performance in the
Chinese History subject in the HKDSE examination of that
year.

Scholarship $800

Past Students’ Association
Scholarship - Business,
Accounting and Financial
Studies

(Donated by Mr. Pitman
Kwok)

The student with the most outstanding performance in the
BAFS subject in the HKDSE examination of that year.
Scholarship $800

Past Students’ Association
Scholarship -

Star Achievement Award

Students who have achieved a grade of 5* or above in any
subject they have taken in the HKDSE examination.
Scholarship $800 (subject to the number of students meeting

the criterion)

St. Joanian Award Scheme

Once per semester, a total of three times throughout the year.
Encourage students to maintain their best performance in
class, assessments, extracurricular activities, and daily
routines.

The student with the highest overall score in the school
receives the Diamond Award: $500 book voucher and 2
major merits.

The top three students with the highest scores in each grade
level receive the Gold, Silver, and Bronze Awards, totalling
18 awards.

Gold Award: $200 book voucher and 1 major merit.

Silver Award: $100 book voucher and 2 minor merits.

Bronze Award: $50 book voucher and 1 minor merit.

Students who demonstrate a positive learning attitude and

excellent performance in the Applied Learning courses at the

Applied Learning ) ) o .
. senior secondary level, nominated by the principal, applied
Scholarship ] ] )
learning coordinator, teachers or course instructors.
Certificate and Scholarship $1,000
Sir Edward Youde S6 students who possess high learning abilities and

Memorial Prizes for senior

demonstrate leadership potential, nominated by the principal.
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secondary school students e Scholarship $1,000

e The principal's nomination for S4 — S6 students, based on

their economic needs, family circumstances, academic
The Rev. Joseph Carra o ]
. performance, conduct, and participation in extracurricular
Education Fund o
activities.

e Scholarship $1,500

o Students who demonstrate excellent performance in
Diocese Scholarships in Religious Education subjects, school and parish services, or
Religious Education religious activities.

e Certificate and Book coupon $500

e S3 —S6 students who demonstrate a resilient spirit, strive for

Commission on Poverty academic excellence, and possess positive values in the face
“Future Stars - Upward of adversity, nominated by teachers or the school's social
Mobility Scholarship” worker.

e Scholarship $5,000

o Students facing urgent needs to address their living expenses
or support their learning-related expenditures due to financial

SIA subsidy hardship. They are referred by class teachers and their

situations are assessed and verified by the school's social

worker.

e Approved by the principal

In addition to the scholarships listed above, there are numerous other scholarships offered by the
Hong Kong government and local organizations to eligible students. For more information, please
contact the career guidance counselor.

Important Notes for Scholarship and Financial Aid Applications

1.1 All scholarships and financial aid will be distributed to students according to specific criteria and
will be announced by the school.

1.2 Students who receive the St. Joan of Arc Old Students' Association Scholarship are required to
write a letter of gratitude to the donor.

1.3 The school will notify applicants of the application results by phone.

1.4 Notes:

1.4.1 Incomplete applications will not be accepted.

1.4.2 All information provided in the application form and supporting documents will be reviewed.
1.4.3 Except for original certificates, application forms and submitted documents will not be

returned.
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BYOD - Bring Your Own Device Acceptable Use Policy (AUP) for students

Z_#% Definition:

I P N NG =h e AR 2o M h e 2, 2 hH o>
m*/rrhﬁ’é“ﬁfiél“t;mgﬁai\‘igﬁh 7 12 G—’#é»iifiad@é"

Devices refer to iPads, tablets or notebook computers but do not include mobile phones.

J B Principles:

1. ér.Jf‘TLF\ ®# ﬁ?ﬂ;ﬁﬁa%ﬁ y R ﬁ—g 3,43 # i',% °
Students can use their devices for educational purposes only.
2. BkEY B A QPR EFRY DI INE AR T o
Students can only use their devices during lesson time with teachers’ prior

permission.

= B] Guidelines:

. BARRAEFDOE F T NHIFT PR B, 3T RY LI NFEE FUTH R
Students should seek approval from their teachers in advance before using the devices

during lesson time or in designated zones to achieve the following objectives:.

® it irH Y > ¥ E 5 & 4 ¥ % Facilitate collaborative learning and provide
platforms for the presentation of students’ work (Google Slides, Google Sheets,
Padlet, Jamboard, Mentimeter)

® JEiE i AitginTip 2 w4 Enable diverse assessment options and provide
immediate feedback (Kahoot, Quizlet, Socrative, Edpuzzle)

® EEEY IHM RHFFEY T & Cater for learning diversity (Google Forms,
Online Question Bank (OQB), and STAR)
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2. GoogleClassroom L & * ** EEFm FE Y ~dhfs B Y M2 FF g 2o i B RET

B4 kit 3% K% -Google Classroom is primarily used for facilitating
pre-class preparation, post-class review, and the management of assignments. It is
imperative that students refrain from using electronic devices during lessons unless
explicitly approved and supervised by a teacher.

Google Classroom i & # 5¢ ¢ 3 Key functions of Google Classroom include:

® LRy FTho AT FE A 2 R 5 foshdk Sharing educational
resources such as eBooks, notes, documents, videos, and links.

® 4T L b gL F Tk ¥ Distributing and grading assignments directly on the
platform.

® iR E BRE 4 5E Y 4L ILiE R Monitoring students’ performance and
progress through grading features.

® oA -~ FE® L fow 43 %A d Enhancing communication through

announcements, class streams, and personalized feedback mechanisms.

FREPED bhE VA S ER LV ek F AR L ARE L R DI ARE
ERET e QRN BRY GFHT o REPAL BT AFE R TS
ﬁ@%ﬁﬁ%i%’£45ﬁﬁﬁﬁ%ﬁﬂ?4€%o“4’§41ﬂ¢£@ﬁ%?
TIABERR Y M E R FRS L BE T ARE R T3k
¥ o The school promotes the habit of note-taking durlng lessons. If a student wishes to
use electronic devices for note-taking during lessons, they must formally apply to the
school for permission. Upon obtaining approval, they are permitted to use these
devices in class, however, their electronic notes must be checked by teachers every two
weeks. Additionally, there must be no records of violations related to the use of

electronic devices in order for the student to continue using electronic devices in class.

B WARPRY T A EE FAE YR o

Students shall not use their devices for non-educational purposes.

® Wik (Rl S appsc Hd £ CBALEY EMORFE)
Students are prohibited to use their devices for entertainment purposes. (e.g.

playing games, listening to music or watching videos)

® #1ffAt % ek (Facebook - Instagram ~ Snapchat % )
Students are not allowed to use/ access any social-networking websites. (e.g.

Facebook, Instagram, Snapchat, etc.)
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10.

11.

® % g* 425 (WhatsApp ~ WeChat ~ Line % )
Students are not allowed to use any instant messaging applications. (e.g.

WhatsApp, WeChat, Line, etc.)

“,’T‘. CEEEFV Ch > B4 BRANRNEGT - 2R~ 5 2 4p RS H Students are
prohibited from photo-taking or video/voice recording on school campus without their
teachers’ prior permission.

BAZERERZ 5O E  FEEFFP R T RIFIFEF 95 £ - Students can
only listen to audio files with teachers’ permission. The volume should be kept at a level
that does not disrupt others.

FAR-PAABFFRATh 2 FHpRYRP LB pHTF e LY R -
Students are responsible for the charging of the battery of their devices. They are not
allowed to charge their devices in their classrooms.

FARFApHTF e KR L2 5T BT FHERH AR
RS RS ERE LY R RN RS T L £0

Students should take good care of their personal devices and put them into their lockers
if needed. They should stick labels with their names to the back of their devices. The
schoolis not liable for any loss, damage or thievery of devices brought to school.

FREFIRFEFZLEZHE2BA [Pad ZMM > # % 53100 > 3545 ¢ &% X MDM ¥ 3 F
% } #%it o The school will install MDM on students' individual iPads based on parents'
needs, with an annual fee of $100. Details will be outlined on the application form for
MDM installation.

g = MDM ? BT E g g B4 AL MDM *g Pl KR X it E G
£ %2 it xgci® - Our school will install applications on devices with MDM. All other

applications downloaded and installed must comply with copyright laws.

% MM g2 THEang2 2 v RH i * maRpe2(WiFDRHEL s p g & A
4 o Students having installed MDM should never share the Wi-Fi password with others,

both inside and outside school.
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FIR'E - "HafEer Ik RXE
St. Joan of Arc Secondary School

Application to use electronic devices in class

Wz g5 FL W]
Name: Class No.: Class:

3 W TRE R LN KE o fxgpdt i o Application to use electronic mobile devices in
the following lessons.

F# B Subject : FEzXfF & ¥ Teacher’s Signature :
# B Subject : FLEzXfF & ¥ Teacher’s Signature :
# B Subject : FLEzXfF & ¥ Teacher’s Signature :
# B Subject : iz X fF & ¥ Teacher’s Signature :
# B Subject : iz X fF & ¥ Teacher’s Signature :
# B Subject : iz fF § ¥ Teacher’s Signature :

AL RFA DI PEEFRATF L mRFELDPFAEF ERERY TFREEE R
* Ap B ik Hie sk o | agree that the subject teacher(s) will check my electronic notes every two
weeks, and | also promise that there will be no violation records related to the use of electronic

devices during this period.

Student’s signature § 4 % &

Parent’s signature 3% & %

Date p )

[] /8 Agree [ ] # 4 .& Disagree

2k

F1i = % % Formteacher’s signature :
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Application for Secondary One Discretionary Places
p A RY - B
Instruction Notes
¢ ei-_- fE T
1. Number of discretionary places: 30
P - p AR 30R

2. Our selection criteria are as follows:

AR T RRIEGE 2 P F 2

Percentage 7

Item 78 P o
Academic Performance § % = % 40%

Conduct # {7 20%
Extra-curricular Activities & Awards 3} /%= 65 % fEI8 10%
Performance in the Interview (Communication Skills in English & Chinese, Logical

Thinking & Comprehension Ability, Attitude) 30%
mEAR (P EEE NS CBEL R EELY CBR)

3. Application Period:
L L
4. Application Forms can be obtained through the following methods:
R a3 e
1. In person — visit the General Office (1/F) during office hours
LT A - TR
2. Download the Form from the school website www.sja.edu.hk

AR R T 4 www.sja.edu.hk

3. Application Forms can be submitted through the following methods:
TR S S SN
1. In person — visit the General Office (1/F) during office hours
FLE D] M- AR e
2. SSPA e-Platform — Parents who have registered as SSPA e-Platform users and bound

their account to "iAM Smart+" ( www.iamsmart.gov.hk/reg ) may submit DP applications
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http://www.sja.edu.hk/
http://www.sja.edu.hk/
https://www.iamsmart.gov.hk/tc/reg.html

and check application results via the SSPA e-Platform.

“

R e i - L WL LA T S SRR

+, (www.iamsmart.gov.hk/reg) ¥z M= » ¥ FE ¢ - =33 T 5 | 2 p 74

ﬁa;‘?ﬁ,’i\?‘ ;ﬂﬁ—i LR gdﬁ-vj‘%_a: o

Office Hours : ApFF LAY - 37

Monday — Friday: 9:00 am — 5:00 pm E{EIT IR

Saturday: 9:00 am — 1:00 pm B> P4 LT -
P

Documents to be submitted at the time of application:

PR L AT Y

A completed Application Form
CHL LY A

EDB “Application Form for S1 Discretionary Place”
FT R TY - RARE Y

The original & photocopy of applicant’s birth / identification documents (e.g. the HKID
Card)

NAEM 2 BL AR B R (o P R)

Copies of the applicant’s P.5 (annual) & P.6 (1* Exam) academic reports
S S e R TP N

The applicant’s extra-curricular activities records / awards
P BB L R PEIE kb

A copy of the applicant’s Certificate of Baptism (Catholic)
AR B A (R L HKFE)

2 self-addressed stamped ($2.20) envelopes
wET S B (i 20F $2.20)

Letter of recommendation from primary school is not required.

EREIERER

According to EDB policy, students may apply to not more than TWO secondary schools
listed in the “Handbook for Application for Secondary 1 Discretionary Places”. Otherwise,
his chance of acquiring a discretionary place will be forfeited.
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10.

11.

BETHRT > F L 282 RT3 530asd 89 39 - g Gomps - 20
@B (72 D B
Successful applicants will be notified individually by mail and a telephone call from school

on

Aot A e R RE BB o o et PR DA TE

AN

According to EDB policy, application for S1 discretionary places cannot be cancelled or
retrieved once it is submitted.

FRT AR Ay 2 fhp FAfRY - FinvY #7 sifitr 8B o

Under normal circumstance, each applicant will be invited to an interview on

BT ) Y E I ARG o e o
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Students Transferal Procedures

[. Method of Application ¥ = ;%

Application form for admitting S2 - S5 classes can be downloaded from our school website
(www.sja.edu.hk). Applicant should submit the application form and relevant documents to school in
person or by mail (55 Braemar Hill Road, North Point).

Par it DAY T g A Vol o PR LARE T 2 B AEF LA A (B
L F5 g 55 5L) 0 R AT AR (www. sja. edu hk) T e

[I. Documents to be submitted £ < i

1. One recent photo (2 inches X 1.5 inches)# Tz it 4p 5 - 5k (2 %+ X 1.5 &)

2. A copy of t he applicant's birth certificate/identification documents (e.g. HKID Card) :} 2 # P <
Ealr (dod @)

3. Copies of latest 2 years applicant's academic reports 1773 &2 FE£ 35 4 (@ 4)

4. Copies of other achievement certificates H i &g &\ = /T*w\ wHP (B A)

5. A copy of the applicant's Certificate of Baptism (Catholic)Af ;e A& & (% 1L %k &)

III. Procedures #% F

1. Written tests in Chinese, English and/or Mathematics are to be arranged.

2. Selected candidates based on their written test performance will be invited for an interview.
3. Successful candidates will be notified by the school office. Registration arrangements will be

made for these candidates.

[P B AR IR LA 3= Sk M
2. RypLEH o i ;%—A P G R
3. R B A o DA PP Ty o
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498 RA2ALAEA

L =35 EE%%JMM‘ fRP-BF Y i 2 IR A o

2. HAREHMERE ST EA IR AGER ¢ B L DIFY A2 TR T AHRE

AREH L GRS FTITENIFESR -

3. FAMRIFIGEER RS E R 2 0 L irasl o (FF Mmed L, B
o -1 ) o

X
4. FEAIFAFEPHE T G EEI Y -
5 %’?”’EHF\% i BRENLEGN E T o

2y -

I ke PR R BE 7E FHFAFEEL > FRy HEIF 2 TP NEyRLy 2354
B o

2. 0 AT YAk TR R RS R e

3.

CESLISANT A AT Al KT OF L AppRiIR R BIRE/ME A RERP
ABNRERT L (AREIRTAERT > BRG T EAs e IF8E3 9 %ET ©)

Student Withdrawal Procedures and Notes
1. Students wishing to withdraw must personally collect a withdrawal application form and a sample
withdrawal letter from the School Office.
2. Students must, together with their parent or guardian, personally submit the completed withdrawal
application form and withdrawal letter to the School Office, and meet with the Vice Principal or
Principal. Formal withdrawal will only be considered after approval by the school.
3. When completing withdrawal procedures, students must return their student ID card and student
handbook for cancellation for the current academic year. (If these documents are lost, a written
declaration must be provided).
4. If students have outstanding fees, they must be paid in full.
5. If there is a remaining balance in the student's account, the school will refund the full amount by

cheque.

Notes:

1) School Office staff should maintain good communication with parents, provide relevant
information about withdrawing students, and facilitate the student withdrawal process.

2) The School Office staff must notify the Education Bureau of all departing/withdrawing students.
3) For students under the age of 15 who have not completed junior secondary education, the Vice
Principal/Principal must explain the Compulsory Education Ordinance in Hong Kong to their parents
when they withdraw. (At the request of parents and the Education Bureau, the school has a

responsibility to handle the return to school of such withdrawn students).
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St. Joan of Arc Secondary School
[ Withdrawal Notice ]

Personal Information

Student (Eng)
Name : (Chi)

Class : Class No. :

D.O.B.: (yy/mm/ Age :
dd)

Date of

Withdrawal: (yy/mm/dd)

Contact No. : Mobile Phone :

Address :

Reason for Withdrawal
[ ] Emigration [ ] Health issue

[ ] Overseas studies [ ] Work

[ ] Transfer (Please list the school name) :
[] Others (Please specify) :

Declaration
1. I am willing to giveup __/  school year Secondary school place at St. Joan of Arc.
2. I understand that the fees $ (items: ) have not been settled. |

settle the fees when I submit the application notice.

3. I understand the money left in the person account $ will be returned by cheque and the

money is payable to

Student Signature: Date of Application -

Parent/Guardian Signature : Date of Application :

¢ XeRemarks * Student must submit withdrawal notice with withdrawal Letter and relevant
documents 5% ¢
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{For School Use)
Student has submitted / returned :
[ ] withdrawal letter [ ] student’scard [ | school handbook

[ ] Student has settled the fees. Signature of staff : Date :
Signature of Vice Date :
Principal:
Signature of Date :
Principal:
Remarks:
[ Withdrawal Letter )
Date:
To: Principal of St. Joan of Arc Secondary School
I am writing to inform you that my child (student name),
currently a student in Secondary (class) will be withdrawing from St. Joan of Arc
Secondary School as of (yy/mm/dd) (date of withdrawal). The reason for

withdrawal is

We would ask that you please acknowledge receipt of this letter in writing.

Yours sincerely,

(parent/ guardian signature):

(parent / guardian name):

39



APPLICATION FOR TRANSCRIPT / CERTIFYING LETTER
CHE A AgER

INSTRUCTIONS TO APPLICANTS

1. Types of official documents

a. Two types of official documents: Transcript and Certifying Letter are available for
application.

b. A transcript is an official proof of a student/graduate’s academic achievements. It is a formal
document listing the full academic record including the subjects of study and the examination results
of a student/graduate during his/her period of study at the school.

c. A certifying letter is a letter to certify a student’s status in the school with details of date of
admission, date of leave, study levels, expected date of graduation, etc. The date of conferment is
stated, if necessary.

d. The graduation certificate is a unique document; duplicates or copies are NOT issued.

2. Submitting the application

Completed application form should be submitted:

a. by mail or in person to the school, 55 Braemar Hill Road, North Point, Hong Kong; or

b. by email. Please send the completed application form in PDF format by email to
[info@sja.edu.hk]. Please indicate your name and type of application in the email subject (e.g.
CHAN Tai Man_Transcript).

3. Processing time
a.  Your application will be processed upon receipt of the completed application form. It normally
takes 5 working days to process the application.

4. Application fees and payment methods

a. HKS$20 per copy. All fees paid are NOT refundable.

b. Please pay the application fee by cash when collecting the document(s) at the school general
office or send a cheque (made payable to “THE INCORPORATED MANAGEMETN COMMITTEE
OF ST. JOAN OF ARC SECONDARY SCHOOL) to the school general office if you choose to
collect the document(s) by email. “Application for transcript/certifying letter” should be written on

the top of the envelope and the applicant’s name should be written on the back of the cheque.

5. Collection methods

Collected in person

a. Applicants may collect the document(s) at the school general office during its office hours.
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b.  The applicant will be required to show his/her HKID card/Passport for verification when
collecting the document(s).

c. Uncollected document(s) will be destroyed six months from the date of application without
further notice.

Collected by authorized person

a. Ifanother person is authorized to collect transcript/certifying letter on behalf of the applicant,
the authorized person should bring along the authorization form stating the HKID card/Passport
number of the authorized person. The photocopy of applicant’s HKID card/Passport and the
authorized person’s HKID card/Passport will also be required for verification. The identification
documents will be returned after inspection.

b.  Uncollected documents will be destroyed six months from the date of application without

further notice.

Sent by Email
a. Applicants may choose the document(s) to be sent by email. Please choose “By email” in the

application form.
b. Please enter the email address for receiving the document.
c. Ifyou have chosen to receive an electronic copy of the document, its hard copy will not be sent

out.

6. Personal Information Collection Statement:

The personal data provided in the application form will be used by the general office for the purpose
of processing the application only. All information provided, when no longer required, will be
destroyed.

For enquiries, please contact the school general office at 25785984 during its office hour.
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ST JOAN OF ARC SECONDARY SCHOOL
APPLICATION FOR TRANSCRIPT / CERTIFYING LETTER

(Please v~ the appropriate.)
Application for O Transcript / O Certifying Letter

The application will be processed once this application form is received by the school general office.
Please read the “Instructions to Applicants” before completing this form.

Application received on:

O Current Student O Graduated/Discontinued/Withdrawn Student (Blacken @as appropriate.)

Section A Personal Particulars
Name in English (in BLOCK LETTERS,
surname first)

Name in Chinese (if any, as in HKID)

HKID card/Passport number
Date of birth (date/month/year) ‘ ‘ I ‘ I ‘ ‘ ‘ ‘E—mail address

Contact number Mobile: Office/Home:

Correspondence address

Section B Details at School

Class

Date of entrance (dd/mm/yyyy)

Date of leaving (dd/mm/yyyy)

Section C  Application Fees and Payment Method (see Notes on Application Fees and Payment Methods)

Collection Method: No. of Copies Fees
(a) In Person x $20
per copy
. x $20
(b) By Email per copy
Total no. of copies: Total Fees:
(Please v one box only.)
O pay by cash when collecting the document(s)
O a Hong Kong dollar bank draft showing a total payable amount of HKS$ which is made payable to “THE

INCORPORATED MANAGEMENT COMMITTEE OF ST. JOAN OF ARC SECONDARY SCHOOL?” is attached.

Section D  Collection Methods (see Notes on Collection Methods)
(Please v~ as appropriate)

[ ] InPerson [ ] By an Authorized Person [ 1 Byemail
Full Name:
HKID card/ Passport no. Email address:
Signature of Applicant: Date:

s sk ok st sk st sk sk sk sk sk sk sk s sk sk sk sk sk sk skeoske sk sk sk sk st sk st sk sk sk sk sk sk sk sk sk sk sk sk stk sk sk stk st sk sk sk sk sk sk sk sk sk sk sk sk sk stk stk stk stk sk sk sk sk sk sk sk sk sk sk sk sk sk stk stk stk stk stk sk skeskokskokokoskok ok

To be completed by the applicant / an authorized person upon collection of transcript(s)

Collected by: (signature) Date:

Handled by: (staff) Date:

September 202212
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St. Joanian Award Scheme

Aims:

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

2. Cultivate students' sense of self-discipline and help them develop diligence and good character;

3. Achieve holistic development, inspire students' potential, and nurture them to become good
citizens of society.

(1) Reward:
Implementation:

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

Academic Achieving good results in dictations, quizzes, tests, or exams (1)

Performing well in class (1)

Performing well in assignments (1)

Performing well in reading-related tasks (1)

Non-academic Serving others (1-5)

Displaying good character (1-5)

Demonstrating virtues related to the theme of the year (1-5)

Participating in internal or external competitions (1-3)

Excelling in internal or external competitions (3-10)

Arriving at school on time every day throughout the school term (10)

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.

(2) Punishment:

Implementation:
Behavior Record
Being late five times in a school term 1 bad mark, and so on

Five records for violating school rules accumulated on 1 bad mark, and so on

the SMART Portal platform

Serious violations of school rules Refer to the handbook
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Remarks:

e  Students' records of reward and punishment will both be displayed on their report cards.

e  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+)

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

(B+ > B-—-C—>D—E)

e In each school term, the students with the most rewards will respectively receive the Gold,

Silver, Bronze Awards, and the Diamond Award.

e (lass 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.

e Student Conduct Grading Criteria

1 Major merit = 3 merits
1 merit = 3 credits
1 Major demerit = 3 demerits

1 demerit = 3 bad marks

Conduct Grade | Criteria
A+ 6 credits or above
A 4 credits
A- 2 credits
B+ No reward or punishment records
B 2 bad marks
B- 4 bad marks
C 6 bad marks
8 bad marks
E 10 bad marks or above
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