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Objective of the school’s Counselling and Discipline policies and guidelines

VI EEED b E R A HE R KT BB RO I E s PEEE R H A
PR BT PR s REFRPEEEHI T BT EEOAEF Lo EE 2
RN RRP A FHAFN o E L e d 4R

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.

. RERRES BT Do BN 4R
Uniting whole school in fostering a positive and proactive attitude to life

@ i FEc RA AR FVHLF YL PR LM EF I RE e
7 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.

® FETH M) EER R EFHIF IR DL HRBIEDE T, ¥ B
GESITAUE g R ekl A
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.

@ HEFHFEVRHETF 0 REEIREL VHE AN DT R R i BRI -
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.

® NVEFAAEHM ITEZFA IEAR S BB RERP 2 E
Leadership development includes appointing student gatekeepers, class monitors and monitresses
to assist in implementing school disciplinary and counselling and efforts.

2. VM A - TRBARY MW FPME

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

@ L EAEREISEMTREMEE - BRI DR AL EE I FA A LEHE P
BEfel o ek enin A B -



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.

® HiFLmAE  FY e FEaE YA K EEER SR
We promote inclusive activities to teach acceptance and appreciation of others, building a racially
harmonious campus.

o WM EIpFH sl Tk PR TR EE,

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

3. MAAHLKTHI AR CHEL S BT EL L

Nurturing students' good character based on the five core values of Catholic education

® fifpitiiH ERY  BEFABERPp: TP LEELL & BREREDE &0
£ behi & -
We actively promote value education to help students accept themselves, appreciate and respect
life, live a fulfilling life, and explore the meaning of life.

@ SAiFiAPFBMaEd s REFFERAEN - BAE A4 0 B P L ERER S
EoosARplEHOIc) AR FEAA -
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.

O RABEEVHCERIIE G e TR AR TR R, TR R
g4 mﬁp’?@@ v e BAMERE > Ry A%
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.

o X &%gﬁ BoHEL2EDE > xR EPE Y2 B ip
Moo
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.
® HIBHFTFAAAVREE BTFLHMN > L35 HE RO

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

4, FIETT F R R 2 Ea
Developing students' potential through rigorous home-school cooperation
@ LREEHFVRaOEE > BREETEEL ARNNER -

We maintain close communication with parents to help them understand their children's
5



performance in school.

feé RE R E X R FEEL  RREE AFRfEE RF L hHIT 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

.1 B2 v REPZ Fir

Arrangements and Guidelines for Students Returning to School

BRERPEF L = 7:300 2= 7:30 2 8:00 W > w4 FL
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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.

FAaepg* P (F* R )ENRE FHEL v BF 2 5 w4

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

CEE RS SRR SRS L X S R Y S R
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.
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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.

=

3

wk B IEL B2 R

)

Yo 4 YR T K,% mEIpF EENRG L AT
PR o

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."

3B E & Leaving School

£ Cg LR A AR

B Students must tap out when leaving school after classes.



# 3£ Remarks:

P F e FETEAG, g 4o AR LR FERAE At B K
ot o RIL B 06 AN -

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.

el X FAE L FGFEERRE R ERSI0 DT A A AR
If a student loses their student ID, they must promptly submit a parent's letter and HKD $10 to
the school office to apply for a replacement.

59 d o FATRGASHLS 9 RS REBE S BRCO PG 51
SRR SRS CNIE EY SR U E AL L § S

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.

FrAreR Y 3R BELAFRLFL I Rz A wifegBY 53 517 - j&
VRFEFRET TR R,

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.

P+ H 4 The procedures for tapping the card are as follows :

B LR F -

Align your student ID card with the card reader.

BB T B PEEF §RTF2 AL TN V4
+ R

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

ek F ARG IR THy EFE S PRI RF R o

If nothing appears on the screen, please seek assistance from the on-duty
prefect or go to the school general office.




1.2

21X v R 4

1.2 Guidelines for Returning to School on Non-Class Days

B4 ABIPN v RS S RERE S T FERRREEFELE -
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.

e BIRATE R 0 T AR L ER K e

If it involves ball games, they may change into sports attire within the school premises, which
should be simple in style.

FARrsFz Bvide » QPEIER RS o

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

AimpE o B2 A EA R EARE 2 RE)

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



1384 59225
1.3 Procedures for Handling Early Departure

® FAFESI > LFARBAMAATHAR  FIRGIMIEEFRFL > BREL R
£ RRIRERLE 2 VR R
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.

® UP/AFFFIFAvFEGE/AFAFEAEN A 1A 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.

10
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1.4 Measures and Procedures for Handling Student lateness

L.

T EARP AR A I FRFEIG (RS TR BT BRI
iR = )

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).

gaxnwig? IR (F3 7 &5 “f ) SEBRAIARZTE O € EBLETD
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.

FEEF N wREER > U EREFFIEIN AT FERP e F2 LT % 2> PR
g EERA AT R 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.

EEEE TR TR YR A BT e SN e R F S BT ER
Disciplinary teachers may consider cancelling the students’ tardiness record or delaying the
time calculation for being late under the following conditions:
B 2Ly (s RGE)A D
Severe traffic congestion on major routes across Hong Kong (such as the Cross-Harbour
Tunnel)
B OG5 Eid1n (hopd) &R
Major transportation disruptions (such as MTR failures)
B v RAERER (DR FE LapR) WRkErg
Severe blockage on main routes to school (limited to roads leading to Braemar Hill)

Bt BEleng o wiis F o L EE
Students who are seriously late must meet with a disciplinary teacher upon arrival at school.

B2 5% - ED o BegrIELR -
A second lateness will result in a warning letter.

BA 5B BEMRPE B o2 {5 &= NBIB-E AR BE- o Aot g
A

A third lateness will result in one demerit. Subsequently, for every three lateness, one bad mark
will be recorded.

S BH B AT o
Punishment records are calculated every term.

11
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1.5 Procedures for Handling Student L.eave Requests

FAib 7&FEBEREGEE ¢ s ELEA ST RE (T) o

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).

L FRREF A GETE > § MR EwR AT

To better follow up on student leave matters, the detailed follow-up procedures are as follows:

¥ a Fp ey IE;\/}},‘ i: Planned Leave / Sick Leave
Tk ;@%%ﬁ: BLER T e FTd EEIRIFRD THERY G A K o RIS R
,«§ AHFEF IS OFRFNTIAES (ART) REFERGBs o TEP FAo

L

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:"

IREDRL L FFRIIFTREF J IS GRG RICERAEL  A0f A GFRT R
25785984 2 79 k78 o F [ 7 B RKire,
“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.”

W p ¥ % B/ B Same-Day Requests for Planned Leave/Sick Leave:

a. FEEFEF PSS B0 NRETFR A TERG MELGET T > R L
EorE 1 OPERENTIES (ART) FE > P F4oT

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:

[ & i gk .';_;jg]gfga—rxrﬁ/ g+4 FIHK o RIS 0 G A RS =

PERGRER/E FLGEP G SIILE 0 4o f SRR T R 25789984 B 79 FTiE o T A
-4

“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 HAASFR#RFL A NA > 2 ERF I RERTER
P1AFREPEEL LINA ﬁ’*’{?ﬂﬁfﬁ‘%#ﬁ%
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FEFE2IFALE PEAFE AT RTFRZEF 5B QiEN FoT !

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:

(HENRE [+ ERAFREFTATE FF45K 7
fgmjﬁ + KA T B g TR Rk 25785984 % 79
Fh P BERF, -

=B g
R

GARTAF Ak S
FIi& 1 S D

“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.”

@ FRHEALR - RERFHMEFTRI FLFE TG v B ROER > ISR
€W F AL IRAMRRE 0 MW AL T RN EF & P o
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.

HH AR ¥HE

Others

& FHEAIGY S R B RiraJR R § £ U Fll 3 5Ll ERT RE PN > X0 jF
B Ao do gl (blde ko ~ e~ £ & s g S EAR R TR 0 4 R
Frimd g E M ERE R B E R )
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.

o F fﬁ’ﬁ‘@%féi*}‘\ ’ﬁfﬁiﬁiéﬁ‘fﬁf BITAE > CHORBEZ R L 20 - R

FHIT R pE CFEUFREE FALFEP G 0o

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.

13
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PEHBUTS SRR g2 PRI E R R M LS - X RY e
FRERAGFERE FLEP TS

For students with behavioural 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.

Fiahguigd (Wi @dg28) Ee g ofy iy Mol 1
FHROFEHFREFIGEET

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.

14



1.6 2 § 2 32 gfeehie B

1.6 Procedure for Handling Student Absences

#* R -

Absence for one to two days:

Y AR RS AP AN RN P RE RTHE KRB R ART RE O AR T
T' #ﬁﬁi% % F‘y\jj p Jf“? IF,\E‘ LIPiU¢IT 1 1F 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."

HE £ RS-,

Absence for Three Days or More:

%§i@$%ﬁi%’@&%F%*i%ﬁkﬂﬁiﬁ?ﬁ%’ﬁﬁﬁ%ﬁE(?ﬂ
TRERE ERARECENE PP FRY FEfF LR E padisiE
i B IR RE 1‘25&}2‘@%‘« RéidFrri mfed i iz MR o
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.

it yal

N

VEIFRRITl E- PRE T RBEARARF] A FROPEIEVREIEAFE
X PR /AL jUEE o

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.

YoF A FEE S R CFEN A REAREYE DRI TR MR IR
E/RIRE (B2 BT )RR -

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).

B A

Absence for Seven Days or Onwards:

WeB A @R R S X o R PR R I RE R ??é%"ffi RIS R R e
TR RALRECANE PR Y AR R akesii

T E R RE +zz”z~}f@%k BEW 4v3ii o 3 =5 M r—i—ﬁl 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

T H
F A

mv

o
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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.

VELDER PR FE GEIE R L ERERITA E- e A RE 0 Gk
FoRF T BELL%ARZEd e w2 L F8F P S HRAF HB AL o4
FEE O VRE AR e A R

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.

PR E R RE (B2 BT )R MR LB SAFRT b
The discipline master and the Vice Principal (Student Support) will report the situation to the
Principal and notify the Education Bureau."

16
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1.7 Bring Your Own Device Acceptable BYOD Use Policy (AUP) for students

%_3% Definition:

T AR e HIFET L ed T B2 eI HTHE-
Devices refer to 1Pads, tablets or notebook computers but do not include mobile phones.

F Bl Principles:

. AfRp@* g Fndo kR » DV PR Y ¥ ik o
Students can use their devices for educational purposes only.
2. BRREY O BARGRSEFRY TFINE LY T P
Students can only use their devices during lesson time with teachers’ prior permission.

= Pl Guidelines:

1. Students should seek approval from their teachers in advance before using the devices during
lesson time or in the designated zone.
BA R AR T AN B LF TR ST IR EE o

2. BAZEARpPREY R FINE AR AR Y o 4o
Students shall not use their devices for non-educational purposes.

> EET i (Rl B apps  Bd H B HE VRN PR
Students are prohibited to use their devices for entertainment purposes. (e.g. playing games,
listening to music or watching videos)

> A< g (Facebook ~ Instagram - Snapchat % )
Students are not allowed to use/ access any social-networking websites. (e.g. Facebook,
Instagram, Snapchat, etc.)

> it 4258 (WhatsApp ~ WeChat ~ Line % )
Students are not allowed to use any instant messaging applications. (e.g. WhatsApp, WeChat,
Line, Telegram, etc.)

3. % CHEEREFT L B NN BT S By RER -
Students are prohibited from photo-taking or video/voice recording on school campus without
their teachers’ prior permission.

4, HAFRBFG IR FEEFFE X R EHEE Y R o
Students can only listen to audio files with teachers’ permission. The volume should be kept at a
level that does not disrupt others.

5. BARSpPLAAEFECET R 7 pRYRP LA pHRTFndEE LT o
Students are responsible for the charging of the battery of their devices. They are not allowed to
charge their devices in their classrooms.

6. H2 Wk E%m*zW%K%F%’£HW°$W%E%’ﬁ%%ﬁﬁ@%%ﬁm’
LLEE o FFAA RSB 7 §RERG DT E
Students should take good care of thelr personal devices and put them into their lockers if needed.
They should stick labels with their names to the back of their devices. The school is not liable for

17



any loss, damage or thievery of devices brought to school.

Fig i MM gy L F2 a8 DM pRand XX XD L &
ER RS e

Our school will install applications on devices with MDM. All other applications downloaded
and installed must comply with copyright laws.

g MM FRIrchE 3 27 RE R g RER(WIFDRBETE @ b8 & o4
d o

Students having installed MDM should never share the Wi-Fi password with others, both inside
and outside school.

18



1.8 4 @ % L)
1.8 Mobile Phone Policy for Students

1.

TR FURGE T RFIPN hPry R o
The Mobile Phone Policy applies at all times on campus.

22 BARBIMEY S48 B ARHKREIRT  GEEFFT B2 T AXFD
5;: ;E&—r i ’}3‘&50
Students should not use their mobile phones on campus. A student may use his mobile phone

only in the presence of a teacher after he gets his or her permission due to special
circumstances.

PR B A L F MBS E R o Xt SMART Portal 4 ¥ segriz 4 et
iolﬁM&%ﬁ%ﬁﬁéiﬁ%ﬂi S EY E

A student who violates the policy is required to hand over his phone to a teacher for safe keeping.
The teacher will record his name in the SMART Portal. Students who fail to follow teachers’
instruction will be referred to the discipline teachers for follow up action.

CER N SV E R
Students should turn off their mobile phones once they enter the school premises (starting from
the school gates).

B4 T RBARFIPN B RY ME T E48 -
Students should not have their moblle phones out in the open or in places that are visible to
others on campus.

B e AGR BT R Y SRAT IR X SUT 2 S KB R B, Tk
;jgvnz@%\wf?w«m NI WATIORER RS BER R
Tmo

Using a mobile phone or personal electronic device for the unauthorised recording of images or
sounds of students or staff is in direct breach of the policy of the school. It is a serious offence to
use a mobile / device to menace, harass or offend another person. Students who use a mobile /
device in such ways have gravely infringed on other people’s rights and he will be referred to the
discipline teachers for follow up action.

?*@«%#?Eomi% BRAHEAF IR LR F o Fd oz s 0 o
v B RO TR P R T I e

Students should take proper care of their mobile phones. The school is NOT responsible for any

loss of or damage to students’ mobile phones. Students who do not observe the guidelines will

face school disciplinary action.

TR AT IR B R
Mlsuse of mobile phones or electronic devices

*- & @ LitEPATIRA

o Conﬁscation of the mobile phone or electronic devices.

I* time @ 1 SMART Portal 4 5¢ v & % 11 &2 12 4
Warning message will be sent to parents

19



@ 524737 E4:00-4:204 % F 5
The student will have the item(s) returned after school from 4:00 p.m. to 4:20
p.m.

EEEN @ T EPARTFRAIT - B PR
ond ¢ Confiscation of the mobi}e phonF: or elec}ronic deYiqes for ONE school  day
1me @  SMART Portal i 527 » RE % &L T 4
Warning message will be sent to parents
@ H27»T - BrkxT T A:00-4:2048 5 5
The student will have the item(s) returned the following school day from 4:00
p.m. to 4:20 p.m.
Bz =X Q@ T EPATIRFIZ BRI RS
. Confiscation of the mobi}e phonF: or elegtronic deYiqes for THREE school days
1me @  SMART Portal i 527 » RE % &L T 4
Warning message will be sent to parents
@ LiExgE
Student will be sent to Discipline Unit
@ HAv M BIHEIETEL:00-4:20 48 F &
The student will have the item(s) returned from 4:00 p.m. to 4:20 p.m. when the
3-day confiscation period is over
END N > W AZZE N ARERY IPANT IS LR F A g Y
P e R o B RJRH 6 ¢
o Cases of students who misuse mobile phone for 4th time onwards, will be
4" time ref@rred to the Discipline Unit for follow up action. Examples of follow up
onwards actions as follows:
> B RE
Meeting with parents
> AAa

Meeting with the social worker
Y ER Y s
Record on report card
> GEdkEE ] iR < iE
Bad marks, demerits or major demerits
> ¥E

Detention class
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1.9 Classroom Rules:

P T N R L

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

LEL BB o
Students should raise their hand before asking questions during lessons.

OV IRHL e
Do not leave the seat without permission.

3E ARERGS

Eating is not allowed in the classroom.

R E R
keep the classroom neat and tidy.

EFFRGRP 0 B AR F 0 R o
When the teacher is teaching, students must knock at the door before entering the classroom.

FEDEF o FREYPER T > LR AEEFPE o
If students want to leave the classroom during lessons, they must get the teacher's approval.

TFE O REATE A SGoRGE - YR R e ) W R S HE R

Pate b R o ZEE o
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.

GEET R RS R G F AT R - P TRPHLRE
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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1.10 & * &4 % = B
1.10 Regulations for Using Lockers

<\

B4 RN T AP R

Students should use lockers during the following times:
‘| & Recess

“ #% #p B Lunch time

2z B {4 After school

KRR 0 AR @ R Y R o
Without teacher's permission, students are not allowed to use lockers during class time.

2 JmEFRmp G 2 @A N RREE R KR RS RN e
Students must keep both the inside and outside of lockers clean and may not deface or attach any
papers to them.

ded ERAE S e Sl ERE cde TR 2 RFBEIIRORE O .
Any damage should be reported to the class teacher. If necessary, students are required to pay for
the repair costs of the lockers.

FA42FFPDY EIFS AR A T d B o
Students are not allowed to use lockers without permission or store items for others.
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2. 84 B +|R Student Award and Punishment System

2.1 A
2.1 School Rules
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FAaE om (15 [ @
a. @+ 8 & A5 2 1
15 b. 22 FfpFR g Akt Rmt 48 2 1
’ c. Totkis 4 1 |
d. ¥z 1 |
16, | &5 IR D 0 B R AE L2 0 K 1 1
a. &% 1 1
. b. ﬁ;‘ ! !
a. 8% 1
8 b. #@_g A S 2 1
' c. iEF FERR 2 1
d. (T8 (k) FAde s 2 /8B a s 1 1
a. HFEEF 2 1
19, b. BREE L 2 1
c. P H /& E N 2 |
a. * FACE T I 1-2
20. b. ¥ & 7 AR 1
c. E&@‘L’b Tk 3 E 1 1
d. #FFEEREY/FREFEL 2 1
21. ff’**é‘fﬁziﬂviﬁﬂﬂﬁﬁfiﬁ 1
22. | PU¥FEE CELER/RES & 1
23 a. RIRF &4 RE 1
' b, ¥& &% 7 g HF 1
24, | HEREF G AR E IR 2 B i
AERG BT FREERT PR E RS R 1 1
95. TR IE PR
a. AEFTIENFHE 1
26. o o
b. 7 ﬁ SRR R AT P 1
27 | B g T A 1
a. ARy & 2 1
b. #77F 5 5 2 1
28. c. BRE P & 1 1
d. A%k EP 5 1 1
e. B%i7A 1 1
His o RFE A ARLE R B B
99. B2 PR RERE > BR

AP LESEELT X

School Rules

Punishment
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Description

Demerit

Major
Demerit

—

Three times of lateness

o

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 Al Pl B

a

. Ditching classes

b. Truancy

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
C

. Entry into other classrooms without teacher’s permission
. Entry into the Sick Room without prior approval

d. Misbehavior at school

€

. Breaking class rules

f. Delivery of inappropriate information
g. Bullying

10.

a
b

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

11.

Indecent behavior (for example, peeping at and browsing

p

ornographic websites)

12.

a
b
C

. Gambling
. Instigating others to gamble
. Bringing gambling paraphernalia to school

—
|
NS I \S)

13.

a
b
C

. Bringing or having alcoholic drinks
. Smoking
. Bringing cigarettes to school

d. Instigating others to smoke

—

14.

a
b

. Fighting
. Offensive behavior against schoolmates
. Possessing offensive weapons

C
d. Instigating others to fight

C

. Assault

—

15.

)

b
C

. Soliciting or accepting advantages from schoolmates
. Unauthorized trade among students
. Menaces

d. Extortion

16.

Entry into prohibited public places in school uniform

17.

a
b

. Theft
. Possession of stolen goods

— | [ —

18.

a
b
C

. Copying assignment of others
. Making alterations in assessment scores
. Violating assessment regulations
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d. Cheating in assessments (*) 1 1
19. | a. Deceit to teachers 2 1
b. Forging parents’ signatures 2 1
c. Making alterations in school-parent correspondences 2 1
20. | a. Disobedience to teachers 1-2
b. Willful insolence to teachers 2 1
c. Disobedience to teachers leading to severed 1 1
consequences
d. Humiliating teachers 2 1
21. | Late return of school properties 1
22. | Littering or spitting 1
23. | a. Improper school uniform 1
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 1 1
behalf of the school without prior approval
26. | a. Entry into special rooms without permission 1
b. Disobedience to special room regulations
1
27. | Misbehavior during assemblies 1
28. | a. Defacing school properties 2 1
b. Defacing schoolmates’ personal belongings 2 1
c. Damaging school properties
d. Damaging schoolmates’ personal belongings 1 1
e. Dangerous behavior 1 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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2283 F 7%

2. 2 Student Conduct Grading

P 735 |
Conduct Grade | Guidelines
A 4 iRBE/1 P FH AL 2 G TR
4 credits/ 1 merit or more and no bad mark and demerit records
A- 1-3 BiRREZ 2 F EiPiE AL
1-3 credits and no bad mark and demerit records
B+ A3 I PE R
No bad mark and demerit records
B 1-2 4 2k
1-2 Bad marks
B- 3-4 4% B
3-4 Bad marks
C 5-9 4 2L
5-9 Bad marks
D 10-18 42 gL/1 gt b > 253 2 1B < 1§
10-18 Bad marks/ 1 or more demerits while less than 2 major demerits
E 1942 ghev b /< sggv 2}
19 or more bad marks / 2 or more major demerits

% X Remarks:

CE/RIRE /PR E /FLA E 2 A EVRBE L HE 5 AR SR AR - B

4 gk (TR o

The principal, vice principal, assistant principal, class teacher and discipline teacher may, based on

the student's behavioural performance, after discussion, raise or lower the student's conduct grade by

one level.
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23 RIRZKZER

2.3 School Uniform and Appearance Requirements

£y Fu HASE > A VLAEZ2 TR FEIAER -2 FR AT LR LA

Hair style :  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.

RERIRD CEARR G R A RES FEREM AR ATFRI AT 0 BHE T RS o

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

CERIRT BRI AERERIS R Eabpet R il BRAET
hd REM S LRI RFERI AT 0 B RS

Winter: 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.

% D AV ERATE

Remark : no earrings.

+ 4 Girls

B R BAURE AT AR W R EEA AP EEEER A B AN

Bkt fAz LdF oo
Hair style: 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 ¥ PR Junior:

REROR: NEFS iERE LA R 2 Ak e F UK B ¢ R o
Summer: light-blue striped dress, long enough to cover the knees,school pin worn on the tie white socks

PERIR BRZIDENFRINE MR AT BERE R E R A 0
fe il o BIAEF 0 e 4 ?}&*‘ 0
Winter: black school jacket or fleece with school badge grey woolen dress, long enough to cover the knees
long-sleeved white shirt school tie and white socks.
28



% ¢ 4 4 #&JR Senior:

RERIR: AR RUke Al REI ERERE S AR I AFRS A oL Z
%o e 4 4‘}”{4 0

Summer: short-sleeved shirt with school badge, light-blue striped skirt, long enough to cover the
knees, with a black or dark-brown belt and white socks.

PERORT BRZ I AR AFRIL R RAhEe G Rt Al 0 BHAESF 0 v d R
BRI RFERS AN REE R B d KT .

Winter: black school jacket or fleece with school badge grey woolen skirt, long enough to
cover the knees, with black or dark-brown belt ,long-sleeved white shirt with school
badge, school tie and white socks.

A . *4 v ARRY L= Rl (27 20+ bom) & 4 2424 kA B 5%k -
Earrings: Girls can only wear small(not larger than Smm) gold or silver bead earrings in the
centre of their earlobes.

fiiit Remarks:
1. BARGETFHAZFLORIL FIFRFHERD o
Students are expected to keep themselves well-groomed and neatly dressed at all times.
2. v A IRV RFAVNGT FEAMTIRY K o
Students can return to school in their P.E. uniform if they have P.E. lessons that day.
3. FARTFHG I PN MRS IFRI LR
Wearing a plain white undershirt. Dark-brown leather shoes are to be worn.
BAVGTEFHNS L 2 TN g e VBIREG I R 280 B ABRES 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. 22 @itHhHF 2Bt h  AE R ERAS AT R S RET
Students are not allowed to use make-up. No hair dyeing, nail polish, hpstlck or any kind
of accessories are allowed.
T. B4 7 FERDERMTIRE ERE T %o
PE uniform together with sport shoes are to be worn during PE lessons.
8. PMTRHMERIRE EF > NF AFLRYFT ¥ 27 F R MO T 4R
School sports team uniforms should only be worn during training time. They cannot be worn as
a replacement for the PE uniform.
9. ZEF P A H B BIAREIRZFIRE R g5 FiE L o
Students will be informed of the dress code for non-teaching days or other occasions.
IQ%J%é%&Lﬁ%’%é“%ﬂ%%*%%%’?i??%%é\%%ﬁ?éﬁﬁﬁw
R((AFTFEHB A 2GR > &R EARGFEL) > ARV EHET NS0 § bR
o
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.

O >
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2.4 Measures and Procedures for Handling Violations of Student

Uniform/Appearance/Behavior

B ¢ Purpose:

1. BIEFES PRIRKR T A

To maintain neatness of student uniforms and grooming

2. BIFHEDORE

To maintain a simple and honest school ethos

#2 B Procedures::

. $ =228 511 ERPRAFTERIRRY > L4772 B & Reeng 4 5 2 A FFLIRILS

-

m ©°

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. HXEF/EEEIRIRARE A PRIEENES > 2 TRIR/KRE /75 LMER &

+ 2o 7
Tl

3. Discipline teachers/prefects will record the names of students whose uniforms do not meet school
standards using the "Uniform/Appearance/Behavior Violation Record."

4, RPN EFFLEFEORIRRF? & PHREF > QP IR L2310 g b TR/ &

‘T = 24
g/f”ﬁa%\’ﬁa@*ﬁ-;c A S

If any teacher at the school notices a student who’s uniform or appearance does not meet the
standards, they will register the student’s name and class on the "Uniform/ Appearance /Behavior

Violation Record."

#3s & % # =% # Frequency

Je> Punishment

15 or more times

b =x #PaEEL o

5 times A warning letter

10 = Fodk Bh— =X

10 times A bad mark

15 =x &% 11} Ak BE- X2 F R D W Ariedb B X

A bad mark and another bad mark for every 5
times thereafter

5. HREMHENZPEM  RTUTRE » FPF I v FJIZRF A -
Depending on the severity of the situation, the school may call the parents to inform them and
arrange for the student to go home to address the issues.
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2.5 Measures and Procedures for Handling Classroom Disruptions

RS ER A AL A L E R

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

Hé: " -2 %
Targets: S.1-6 students

FREVFA:
Behavior that disrupts lessons:

HE¥ AWM 5 Inclass

5 3 + Ffx B Disturbing lessons

+ 3kpF Sleeping

T kA 2 3% 5 Forgetting to bring textbooks or stationery

& & » 2% Entering the classroom late without valid reasons

* K R EF :}F] ;= Not following the teacher’s instructions

g

b

o
ok =

If a student misbehaves in class, the teacher will record his/ her name and inform the class teacher/

discipline teachers /the parents. The procedure is as follows:

GHEL MR REY A AR MEL L RS e Ll A
frgudmd FEZ I @B/ EL R §F P

#3e & % ## = #c Frequency

Jeo> Punishment

15 or more times

5 =% #PaEEL o

5 times A warning letter

10 = T4k Bh— =X

10 times A bad mark

15 % & 11 ¢ I Y P e o

A bad mark and another bad mark for every 5
times thereafter
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2.6 “The Reflection Room Scheme”

Pt 3t Rleni & p el & RE S BT F P RRR] 0 Ao R RPFRLS 0 S
R FF L (0 B SRR PIBLE BT F AR Rga i
et R O - 3% AR E R R 5 R R FOREE o

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.

SREEEF D PIHEA T
Coordinator: Discipline Master

FHpdH . 2E
Implementation Date: Whole Year

HARPM D o2 A PP T EF FHRR D RERBPFERS O FHE LR
R R T AT IR R R AT F 0 B0 R E D K
KELIT v Y pPEZFLIINELE 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”.

HAARAE D EFREPITE IO RSN T MR R KR g hiley BXF o §
XTI F ERELFIFLE -

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”.

BRLEZN I E/ TR
Work/Arrangements in the” Reflection Room™:

FEXFFES G MPTAED AFLT B
FEXFETURERN B A AR T L BT A (V TR Sl gk
AR ) B A ERIHER QTR YT f RV R FELLNER LG T FHS

Ritp P & pfl s
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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A X AZE B o ok
When the referral teacher’s class ends, they should:

(D AZz#F& 4 FEIEIFLZNEELTEDIMTNE EF > B i%E ?i%‘i
% ﬁf%iﬁi’ifﬁgi‘l/ﬁzﬁ“% (BAe) » HE g an 0o it gy pgs
) STREFR S TR L £ s S

(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;

1531\»

(ID 33,?5%2‘3'_*—’5' ¢

3

= M

Sk A ¥FEEFEFIRELNFE  BFAEYHRET o B
I EFFf ez d e | B? -Nin J LE oSN REA VERIMTNZE EF o EEF Y
,pﬁﬂmWﬁ%(ﬂﬁ)g %§4 ﬁ%w_*ﬁuﬁﬂﬂm:&“’ﬁﬁ%ﬁﬁﬁ%ﬁ
FAraRapdd  a AT A3/ EF g gEirive- 4o

(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.

E (g e
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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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2.7 “Love Cheque Program”

A P BAFA A EEREEAAFL S BB A Z B RGEE
Aims: To nurture students to have good performance, respect others, develop a caring attitude
and be willing to take responsibilities.

B. #%: 2fegs
Target students : S1-S6

C. 33l 3 : %82 bnT 254 Ui

A A

o R

s
G

fF
fF

# o

Details: If students have good performance in the following items, teachers can give a love
cheque or a digital love cheque to show their appreciation.

Vi.

D. 47

N\

T

Keep the campus clean
Hr R el B

Be willing to help classmates
AR

Be polite

L

Be caring about others
EEwA

Respect others

A REF =

Be willing to take responsibilities

Implementation

1.

11.

FAEINzZRESAL AN R FRFEFG

Students who can get three love cheques or above will receive a letter of
appreciation.

FAEINIRE AL AN b Fefg- B -

Students getting five cheques or more will receive a merit.
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2.8“Demerit offset Program”

(1)

(2)

(3)

(4)

>
r

‘éL 2] P = Objective
ﬁ**ﬁﬁmﬁﬁ’%xﬁ”ﬁﬁ§4ﬁjﬁ@ﬁﬁﬁ%g,%&M%—éﬁ%

BLedr o BEFL O KARBREPESPEEEFERDER -

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.

o §- B33 ARG REE DTS
Target: Students with one or two bad marks.

PR BAT e B SRl kY ERS S B 4 R,
T fg (7 PRIE 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]& & Requirements:
FA R LML & o X Y B A anTe s Y G
7 ",f 3k BE % 4% o
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.

@ iwH2 LR ARAFIEE > ¢ H A JRIFFFHC -

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

@ F:AFAHERPFER FRTEE LI
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”

Application Form
Document No:
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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3. 4

Others

3.14_% % &5
3.1 Fire Drill Procedures

BEEFVERY =5

Conduct fire drills three times a year

YRR RS O T R

Teach students to remain calm when the fire alarm sounds.

TTE /RSP B TR EERM

The last student to leave the classroom should close the door.

AV ERANE PR R A IRA 2T 2B B

Exit the classroom following the fire evacuation route, maintain good order, and
immediately gather at a safe location.

EFRFOFL S KAV ES T > RAGRIPR g T 0 22 R 2 e R
L o

had

Students in the medical room should follow the instructions of the staff and immediately
gather at a safe location when the fire alarm sounds.

3.24 VERMF
3.2 Fire Evacuation Route Map

@ iEeHIAEVELS AR REART S -
Teachers should explain the fire evacuation route map to the students and post it on the
classroom door.
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Appendix (1) Student Counseling Referral Form
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St. Joan of Arc Secondary School
Guidance and Counseling Committee
Student Counseling Referral Form

Case no. :
Student name: Class : Class no.: Gender: Boy/Gril
Referral’ teacher: Subject:
g A Student behavior (choose more than one | Others/Remarks
Reason for referral option) (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 OLow self-image

Mental Condition O Mental tension

O Low mood

O Anxiety

O Self-destructive tendencies
O Fear

O Delusions

O Depression"

Family Financial O Financial difficulties in the family
Support issues 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 OlInappropriate 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
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Further education OPlacement / Public exam results are unsatisfactory
and employment O Feeling confused about future prospects
issues O Dropping out of school"

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!

44



iz () EAF 4 BT A
Appendix (2) Student Violation Record Form

#HE e ()
A EFE L 4 p Hp
(4 P EEFED)

o1
5=z 5

=

WEKEF p iy




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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St. Joan of Arc Secondary School

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:

48



P (w ) B4R RE B e
Appendix (4):”Student Violation Record Notification”

g A
i

F1 3R nd

R Sk

pap:

S
€E:
AA e FeFE ol i Ao

TR

.
o~
2
e




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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ST. JOAN OF ARC SECONDARY SCHOOL

= W
55 Braemar Hill Road, Hong Kong. &AL AE HB1LE 774 5%

Tel. % 3£: 2578 5984 2578 5570 Fax.® E :2578 5725 Website 4 EH 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.)

53



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

[ ] Application letter [ ] 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 [] approved. [ ] not approved.

Signature of Principal:
Date:

Please put a tick (0) in the appropriate box
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