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SRR B IR

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

AlE BB ARREEIAETE - ABRMT - HBELESER - PEE - RUEZED - WATHAE
NERBIMERB EARELS - HITREMKIEMELFE - BERENRETANGE - F8E
TEBERH - EWBER - REEERE  BUERALELR -

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.

1. REERHE BB EOEHRI AL
Uniting whole school in fostering a positive and proactive attitude to life

o EWMAEERE - KA - HERATIEHLF  JEwTFRIZZREZMUBER S
#IT -
The Discipline Committee and the Counselling and Guidance Committee are responsible

for coordinating, planning, promoting, and implementing disciplinary and counselling and
guidance efforts, which are carried out by all teachers as a team.

o ZBTEHMBL/NETE - MREMEIIHBERVILE - BBEROSIEYE - Wi
BhE sl e LI ERAR KOS

Regular support group meetings strengthen teachers' understanding of the Counselling
policies regarding the execution of disciplinary and counselling and guidance work. This
not only deepens participation at the whole school level, but also encourages teachers to
share their experiences and insights in child upbringing.

o ZHATIWMEER  NIRBEBERFERIHENED - LAFRAMRDOEER
i -

Counselling teachers are kept informed about counselling matters through a rigorous
referral system and handle issues according to established procedures and regulations,
ensuring that they are tackled with fairness and impartiality.

o HFIBLEREM  MRABETEANSE - BEIHETRAZINEIE -

Leadership development includes appointing student gatekeepers, class monitors and
monitresses to assist in implementing school disciplinary and counselling and efforts.

2. HiEE— "EREEHEM  REEEE,



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

o ZEHWBEMNBELAMENFEZRRE —EEL - WHEMMEBEZEKRELH M
AR ANEAE - EEMRERVETER % -

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.

o HWITHREUEE  BBERKMERIA - HEEHMENRE -
We promote inclusive activities to teach acceptance and appreciation of others, building a
racially harmonious campus.

o (RERRZEOMER - #1T "HRETT. FHEIM "BETE, KfE -

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

3. UREHHBHNAXRZLVEBESRA HEEEREFRNMIE

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

o MBHETEEHNS HE2LESEMEC MELEmMNMBELm  FLEENED
MBPEKEMNEE -

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

o ZBRZTHBREMRIEE ERERRENESE - HE - 257 EMMSO0RE
R - RARRBBBEENEERNALITFERE -

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 RAERIETEl  REKIIRIEE - W0 "HRAGElL - "TERLEE, 0 "TIFRE,
% BUS4WEER  IEEBEKE  BKEH -
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 WERERE HORRUMNEZL ZEERINZHBIAEED L FHEBINBEEE
2 -
Discipline is implemented with a balance of leniency and strictness. For well-behaved
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students, teachers use methods of encouragement and praise to enhance awareness of self-
discipline.

BB TREERMINAREE - HEBRESAM - TRAEMBEZ2NEE -

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

4. ZRNEF BREBLEER

Developing students' potential through rigorous home-school cooperation

BFXREREENEE  EXR/EBEERANKRIER -
We maintain close communication with parents to help them understand their children's
performance in school.

EEaxXRAME - LHARRBE  EXRRMABEBEHNF LRI -

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



1. BEZE4N
1. Student Guidelines

1.1 BEERLZH KRB

Arrangements and Guidelines for Students Returning to School
o EBREAMEES LT 7:30 - £ 7:30 £ 800 #HE - SHREBLAE/NEEEE - £
8:00 &7 0JiR[EERE -

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

o BENAGHIEMERES)ELRE  BEBLELR « BEEKFRARMDT

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:

[Bl#R% Returning to School

o EBABXFFRESBNE  MWAKERSBEREERNERF[HERCHLE -
When students arrive at school each morning, they must personally use their student ID to tap
in at the school's card reader to record their attendance.

o WBETRKHELER ARNEZEENERER & "BEULERLCHER RLUR  BERF
HRREARFE - DRRER - AuZEilEEERS - MBEB =R EREBEFA
i RAOREEMFERTRIREER -

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

o WBEET H RINERFLHLFEN  LRE "EIBRLER BLUR BEHRK
BIRESE -

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."



EHBAEARR Leaving School

BENBHRASRR AR TR -

Students must tap out when leaving school after classes.

{#5¥ Remarks :

o MFHEMEAR "BER . NFAA  AEHEMAREF - HFRBAMARFE - AIE

HERTTRERE - EHIEREN

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.

MERBLER  WABRRERXRRREREEELI0 ETFRIFEBFMAE -

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.

NEENBE - ARIRBEMEFRFE  BRIFEXREE - BROHER - B2
SR THERFSERER,  BERLERREES - SoBEREA -

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.

BEARORGPBERARET E??T%%?EE?E CBR=ZRAERBRFPFETHEL - X
ROBTHESEREE M " BREH

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.



HFRLEEUT The procedures for tapping the card are as follows :

REEEHEE RS -
Align your student ID card with the card reader.
AR RE W, BE  BANRERLEEREENUS - VIH - BRER -

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

WRBEERXATUER IR EEERATRIBESKHHY -

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




1.2 JE ERRREHZEAN

1.2 Guidelines for Returning to School on Non-Class Days

o BEHRHARKRMRASTRINGSE  VAFEEERRAETELE -

When students return to school during holidays for make-up classes or to participate in
extracurricular activities, they must wear proper school uniforms and bring their student ID
cards.

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

o BAGHKGAHESM  NWAERKETEESGH -
Students should clean the courts or any other facilities immediately after usage.

o REHE BEASERIELIRBEEARE -

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

1.3 Procedures for Handling Early Departure

o BLXEEER LWREARBEERARRRE SEARASAIETERZZELR  REBHX
R, ERAXREEE - HUBRMRAER -
If a student needs to leave early, they must fill out the relevant form at the school administrative

office and obtain signatures of approval from the school authorities and their class teacher, and
then inform their parents; only after obtaining parental consent can they leave the school.

o BE/ERE  BLAXERECR/ABEFBRRETHEAE -

The next day/upon returning, the student should submit the parent's letter and/or a doctor's
medical certificate to the class teacher.

11



1.4 EIESE R EEFIERRIERF

1.4 Measures and Procedures for Handling Student lateness

1. PABBRENEATE 830 N ZARERK - RRIZERZR - (BLACERAMENSRIF
s R K
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).

2. BEREBRBPEBEAE (FERRERI) BEEARRES - GAZEHRRED

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.

3. RRER 830 INEBER - BHERBLEEIRRE  ZERAOBERELE @ BULE

AEBERRIER R -
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.
4. FEZMESHEEMTNER  BEIUHEBL BRI IEETES2E BRI -

Disciplinary teachers may consider cancelling the students’ tardiness record or delaying the
time calculation for being late under the following conditions:

n EEFEHEWEBERE)KREE
Severe traffic congestion on major routes across Hong Kong (such as the Cross-Harbour
Tunnel)

m ZREIT B (WEs) LIRWE
Major transportation disruptions (such as MTR failures)
n PRFZBER (RRELEFLUOER ) LIREREEE

Severe blockage on main routes to school (limited to roads leading to Braemar Hill)
5. BEEBINEL  NREAERINIEZE -

Students who are seriously late must meet with a disciplinary teacher upon arrival at school.

6. BAEZ=IED  BEWILEE -
A second lateness will result in a warning letter.

7. BESARED  BERTRE—R - 2% SHREISTRTRE—R - NIE
i -

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

8. BEHFEERILCEH -
Punishment records are calculated every term.
12



1.5 mEEAFRNERF

1.5 Procedures for Handling Student L.eave Requests

AR XRAEBRERBRE P RHEREBXRSEWG () -
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).

ATEANIRERERBREE - ARIREMRINT -

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

SRR SE/BE:
ZERERBEBE=ELIEXRE - BREEERIRTTERN "B REF L TS -RBERER
FRERELIFBAREEFERT (HNE ) XRETBRTE - BIRASOD .

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:"

IHERIZX R - FRINPE T KIEE BEF KBRS - BLOARTE - WEFEHER
25785984 &g - B L 1E P ERFE

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

2. BN HEFSER/AE

Same-Day Requests for Planned Leave/Sick Leave:

a. FRENEHTE L 8:00 IREER - BHERAERLEFBREFE  RFEBENETE
ZREBLEIRABEEFERT (ABE ) XK - BIRATUT :

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:

'HEHX R . SFEEREFKEE EFER - FLAGTER  ARELEFE=X
A ERE IG5/ RELZWIELHAIIET - B EFHEK 25785984 Z55iRE - &
HiE P BRI

13



“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. REEBERBEERFLFE HIDRBWRAZRAESERNBZBLERR  BEEZ
FIRIRZZEBEZEHE - /HREEREEBERMNSINLFLHALERE - RS
ZBERHRE  RFEHMESERE L 10 KRUEFER (UE ) BHNABRERE
BRBEAZHABMAZKRABREERB/EFLHR - BRATOT .

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:

IHEHIXR - LFAEEERFREE EFKER  EMEZAILAEEFXEANE
AT FACER - WEAZATI A BB AE IR 25785984 E70iRE - L BIRES LRI
AR - ELEPERFE)E

“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.”

o EHEBIBERE RERRIBEMEERATFUHFR  TWRALRBERNEM - B ERE
ZREXRLFREMGRE - UEBMNEE FRERLIEFEFLIRE -

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.

Hit)FEFEE

o EFEEEEBEMABRRE RBEEBESHBEMNMEME  FNEENEXRRRE - W /#

14



BEfmn - WARAER (HIKE - WMz FeOR  RESEAREREE - LRE
BRBHERE PERE BEXEHERMT) -

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.

BEREERE=-AA  REXBRERIEE  NBERB=RIL LRRFE—ARN
BHEDERE  VWAERFRERBEEZBRER

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.

AHHERMESAXEXEAENRE JIEETEEERAEEEE - RNBRBFL

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

BRI REH ( 15' tZDHf&”_ CEBEESE)  JIEHEZAREMBRBRMAR - HEE
AR LREMREBEFRSEE -

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.

15



1.6 B4 BRERAEF

1.6 Procedure for Handling Student Absences

RE—EMX :

Absence for one to two days:

o WMEBARRE - BRAAMNKIR LRABEBAIXERERR  REEHERANERE F#RE -
TREXRRNWAERBHIEFRPBEEIIEE -
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."

EERFE=R=UL :

Absence for Three Days or More:

o WMEBABEHRE-—X BRAEARR LRIV EBIXERERR  REEHEANEERE
TRIRA TREXRNAERBHEFBRPBENEERZMEERIELINIEE - FREES
MERE REEBEEBMNETEMNIEEZEBHIBER -

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.

o FHIEXFEFMFE—REE  THRHEERE NERE  JIEXTOBELENFHEE
BM/#t TER3E

The discipline master, together with the class teacher, will follow up to understand the reason for
the absence. If necessary, the discipline master can refer the student to a counselor or social
worker for follow-up.

o WMBBPBERBE - X - FRERIEMBEAR LS - JIEXERECERBERDEIERE
[EIRR(BEIES)ER -

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).

16



EERFE LR -

Absence for Seven Days or Onwards:

WBEEERFE LK - ERGARR LRABBXRREFR  REERERANEER
TRRR  REXRUOARZAEFRFFEHELEZMEEREIIEE - AimbE
BRE  RBERERBMITENNEEEFREER -

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

E

AEETENBRNEZRERIEBRERX - JIEFTEEFNTT—REREE - EXEME -
EER VHELHRFRRRKEERD  NBAEEREEE B  ERGBEMATE - IEFE -
ofgEN SR TIRE

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.

AIEEEMRIRREBEEBR)FEABRORRER - WERHES
the discipline master and the Vice Principal (Student Support) will report the situation to the
Principal and notify the Education Bureau."

17



17 BEFREFEMUR

1.7School Policy on the Use of Mobile Phone

1. BI5R B89 Policy Purpose

THEREEEEELEEABTAMEAFRSER BV FREFHREZEZBARELRE
WTE - RELRE—EANNEEEER -

The aim of the policy is to cultivate students’ self-discipline and responsible use of
mobile uses

and to minimize disruptions to classroom learning and school life caused by mobile
phone usage,

creating a favourable learning atmosphere.

2. iE &8l Scope

AHRBARFIBERMEBENES - T FREEEE/NE - FRERERINGEHARB KRER
AT -

This policy pertains to all students enrolled in the school and is enforced during school
hours,

including lessons, recess, lunchtime and extracurricular activities, upon school premises.

3. FIREFEE AT Mobile Phone Usage Rules

31 _EFRFEE K/ During Lessons and Recess

BLHEARER - LARIEFIRERR -

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

BYRRESTHNERENEEFREERB/FEA -
Phones must be placed inside the designated “phone storage box” in the classrooms.

BEASE LRPE ( BRERREER ) B ERFRER - RIFELEAREA A (11
REEPFE) -

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

18



3.2 “FEERSAE Lunchtime
P—ZEP—RBEANEFREEEEHRFRER - FRIFEXENREL & (NFREBER) -
Forms 1 to 3 students are not allowed to use mobile phones during lunchtime unless
explicitly permitted by the teacher (e.g. for lunchtime activities).

PO ZEPARABEMIMNEFRUFEFRFRER  REZMEE FEI - WRFREERER
AR FEA -

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

3.3 & A RIEREARE Examination or Test Periods
ZAHE - PFEFREAVRBRILIMASZE - SIRAEMEREFW -
All mobile phones must be turned off and stored in bags or as instructed by the teacher.

HRIRBLHEDMEERER  BRFETARE  WolsEsORWERNRCREED -
Using a phone during exams will be treated as cheating, with possible confiscation and
disciplinary action.

3.4 FRINEEN RAFTERIE N Extra-curricular Activities & Special Cases

WERINEENTREHERE (MNPINER - HIBECHRS )  REEFHEM A -

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

ESENN (NBEBRE) - B 0[0HEMPREEHERR -
In emergencies (e.g. contacting parents), students may request permission to use their
phones.

BIrERPENARSEMERE  JRIERBEERERE:R
If students need to contact their parents for urgent matters during school hours, they
may use the school phone at the general office.

EEBRRUVBLEBEHTHBFREFAENNIEERYEAN ;| BABERNEBLEBEEZMEE A
eSS
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Students arriving late must store their mobile phones in the designated storage
compartment. Students leaving early must retrieve their mobile phones under teacher
supervision.

4. 775 Storage Guidelines

41 FH#EHE Device Preparation

FREFHEF AR E53 5 SRR ES -

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

FREFHREEBARIEEN " FHREFHEL -
Devices should be placed inside school bags or designated “Mobile Phone Storage
Boxes” .

42 L#EEAZE (EREMNEE ) Secure Locking (For Storage Box Users)

BLABHEEE  WERERFERERHEERIEERUA -

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

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

oy B =5

43 ®ELEIE Key Management Protocol

MEERWNBRZEENERIBE - FRNEN "RAECE ) PUBERBERER -

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

4.4 SZZEHH Important Notice

EIEEAEREHNENE  RAMAREFHIER - BRIIBEZIEE -

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

4.5 iBRUBREIEREF Lost Key Procedures

20



If a student loses their key:

FEL: IRFHERERBR (BEEOZE
Option 1: Borrow the spare key from the class teacher (with identity verification)

FER2: FERAAEHH (FREEERBSEEFIE) -
Option 2: Request school staff to cut the lock (replacement lock at student’ s expense)

ZEHEIE Consequences for Violations

51 HIRER : HEMOWRES - UERHLWFH - BEIREXWER (MF 5:00 A1) Z
RIFERBIFH - SHAFFCERE Smart Portal A -

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

52 HEEER  NABLARERCHG R —IE -
One bad mark will be issued for every five violations of the rules.

53 EBEER

BER—BHANBLWFRERN aa?mé}] SEHBBAR -  BRAUSE - /REBEIIEH
FEEE HEAEERR —BEEE  Wi/MNE—R - JIEZHBZHERXERNSEE -
If a student's mobile phone or electronic device is confiscated more than five times in a
term without behavioral improvement, the case will be referred to the Discipline Team.
The confiscated device will be returned after one week, accompanied by a demerit
record. The discipline teacher will arrange a meeting with parents to discuss the matter.

il

MEFFE - BEIES
ZHER
For serious violations such as examination cheating or cyberbullying: Disciplinary action

EBERTR  BTULCRED  LolfEEEFEERTFRERLER

@u

will be taken, which may include suspension of mobile phone privileges.

21



6. E1E Responsibilities

6.1 B4 Students:

BEIGRER - AFTMANS St HFH

Adhere to the policy guidelines and employ mobile phones with responsibility and
respect.

6.2 FUBE Staff:

—EMAEMBMITEER -

Enforce the policy consistently and fairly.

6.3 ZXHE/EEA Parents/Guardians:

BB F AR E S N F R AR BRI

Support the school’ s policy by discussing appropriate mobile phone use with their
children to prevent overuse.

HERBER NEEREE  HEHBEFX I EREAFRERE -

Cooperate with the school in the event of violations.

MBE=EN - KREELSHERBE  MIFEERITELER -
In emergencies, contact the school office first rather than calling the student directly.

7. BER#®ES Policy Review

BRGERBETUEER - WIRERIBFNARE - L FHEBEAREANEE - B4
KEMABENRERERBAREPER -

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

o BRENREREARE LR -

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

o TEF . RBEM-

Students should raise their hand before asking questions during lessons.

o AoliEREEAL -

Do not leave the seat without permission.

o ATUEREANRR -

Eating is not allowed in the classroom.

o RIGTAREEZR -

keep the classroom neat and tidy.

o ZHERE  BEEARZE WA -

When the teacher is teaching, students must knock at the door before entering the classroom.

o LERHEIE  AEBMHRE - WATEZHMALE -

If students want to leave the classroom during lessons, they must get the teacher's approval.

]

o MEBEE BEEAYEMAYMUIRE - 2BER  EE - ...) BERL BL - Bl
B ERRRE -

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.

[X]

o [REMMBIKWBEI  EBEACEBRERE—EMNRRZER
=

Except for the students assigned by the teacher, other students are not allowed to operate all
information technology equipment in the classroom without authorization.
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1.9 5/ (RO AMEENZ3 ] YRS

1.9 Guidelines for Using Storage Lockers for Sports Balls or Other Sports Equipment

(1) E & Background
BRI T B PR LR AR RO A EE 254t - GBI &SRS - T2
R4 (2025-2026 FE ) BARFERATAEREAGRE » DLRIERTTHIESD -

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

(2) HHJ Purpose
Ry AR I OB S s - GEINEAI AN &85 - JT A EEER -
BN EERIEAGRE - DIRE B THIES -

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

(3) HIgEHE Application Method

® FF 9 HHVE— (B2 MGG Z s » BAJUEZHEER - 5480 Z4HER - FEYIME
HIR > SeFE -

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

® FEFVHENHES -

@® Anew application must be submitted every school year.

(V) ERCEEZEIE - Storage Guidelines:
o (E[R{FIEEEENHBARIAS - WIEEEK ~ EER ~ HEER ~ PIBBRIEE ¢

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

o ZELFRUEENR - EBNEE K BUESH R0 (WEEY)M - BRI - B
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%)

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

BRSBTS S R E ST R R -

Students must store their equipment properly and are required to bring their own
locks; they should take good care of their locks and keys.

EREAAEEREYEERE > EHEFREEESREE -

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

TRIRGEYINE SR AT ATHE H (E A A GRS A RO i 2 -

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

ERAHEANERYMAR

The school will not be responsible for any damage to or loss of items belonging to
students.
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ELmhE K
St. ZJoan of Arc Secondary School Vg_@

)

(FEERER ARSI ] iEsRs e

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

EH 5 A EFl Personal Information
%4 Name
E25% Class No.
FER/TESR CLlass
k&% E8a5E Tel. No.

BT E (7 Email

address

I EREE
1. ANEGEEST (EREYEES])D) -
2. KAPRESHEIFEZEFEYIR - WS riEstt -
3. WNA NG REFEYBIRE W) mER - AR RIEHESE -
Declaration and Commitment
1. | pledge to comply with the "Guidelines for Using the Storage Lockers."
2. |l guarantee to empty the locker on time and store equipment properly.

3. Ifthe lockeris damaged oritems are lost due to my negligence, | am willing to take
responsibility.

R AR EMANEL

Signature

Applicant’s signature

SE=p:R

Application date:

FxEH -

Approval date
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1.10 E A REHEST R
1.10 Regulations for Using Lockers

o BERNTNIIREERFEYE:

Students should use lockers during the following times:
v /B Recess

vV FREHEAR Lunch time
V' &% After school

o KREBLREEIEE  BEASRLARERFEDIE -

Without teacher's permission, students are not allowed to use lockers during class time.

o BENARKFEANINER  AEESIRMETTARNEYEAS -
Students must keep both the inside and outside of lockers clean and may not deface or
attach any papers to them.

o WAMREMEES BONEEHS - NEFE BLERABERYENEEER -

Any damage should be reported to the class teacher. If necessary, students are required to
pay for the repair costs of the lockers.

o BEASAERREDEI AT @ -

Students are not allowed to use lockers without permission or store items for others.



2.B4ER

2.1 1R

# £ Student Award and Punishment System

2.1 School Rules

BHEE —RIERRED
TREBS i) B

1. ERN(EBARTE—(EGRE) 1
2. ZRRERA ~ XEel LRFIEY @ 1
3. | BRARRINFE 1
4, RN B A B T 1
5. HERE 1 1

a.EZE 1 1
6. b. ZkE 2 1

c. B3R 2 1
. a. MIRERE 1-2

b. TR EEREED 1-2
8. SIE AT 2 1

a. BAEASBERARZE 1

b. EMGE AREMITRIRZE 1-2

C. MOGEASEBNEER 1-2
9. d. 1T/ 1 1

e. WIEMF 1 1

f. BHAREEN 1 1

g. HUETA 2 1
10, a. BHARKSH E/EAREEFA Y m 1 1

b. ?‘%’F"ﬁ/ﬁ%/{@%ﬁ@% ZHET 1 1
11. | AXT4H (MNEE/2E e BHAIh) 2 1

a. BE1H 1
12. | b. #&fth ABEH 1-2

c. IEHHEAERRKR 1-2

a. BRI E B S m 5 1
13. | b. IRJE 1

C. BRI 1
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d. #E A IRE

14.

a. IR

b. R EFEE

c. MAKBMYHES

d. BE /B AFTER
e. BRITMA

R R R RN

R R R e

PREIAR

—MRAICERED

i ANV R

15.

a. MEERIMA =

b. BEZERBETEFRENRREE
c. it A

d #R

2
2

1e6.

SERREABRRIERIEZ A HSH

17.

a. 55

b. &

e e
e e R e

18.

a. DEEINR

b. BEENDH

c. EREHARA

d. fE88 (*) ol K/ BUBS AR B4R

19.

a. HRBREEM
b.EXE®RR
c. M ER/ R R &R

N
N N R (R R R

20.

a. AIRIEERNIER

b. HEMR AR

C. BREESMRES

d. HEMREEWS/BE&

N
=

21.

ERBRAY AR A RE

22.

ALK - BRI/ EEY)m

23.

2. RIRF BRI
ENEERERYEE

1
1
1
1

24.

S 480 k75 B 4=
S ERETH

RERB N ZEENRE
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AERGHAEEBRL "BERBE" AR HRIAES 1 1
25 | WRATSRAEAAEED
” a. RAEFFoEARRIZE 1
' b. RBEFRRIZEFRE] AR A 1
27. | EERATHKE 1
a. Z5ERYm 2 1
b. £5EEYm 2 1
28. C. WREBRYm 1 1
d. BIRE2Y M 1 1
e. BR1THR 1 1
HthJUAREIR REF BN ZBEMRE
. MBEFREHRE - B
' EERIFR  BEEFER
School Rules
Punishment
Description Bad Demerit Major
Mark Demerit
1. | Five times of lateness 1
2. | Repeated failure to bring textbooks, stationery or learning 1
materials
3. | Repeated failure to submit homework 1
4. | Failure to bring student card or handbook 1
5. | Using vulgar language 1
6. | a. Ditching classes 1
b. Truancy 1
7. | a. Absence from detention class without prior approval 1-2
b. Absence from school activities without prior approval
1-2
8. | Theft by finding 2 1
9. | a. Late entry into or leaving the classroom without prior 1
approval
b. Entry into other classrooms without teacher’s permission 1-2
c. Entry into the Sick Room without prior approval
d. Misbehavior at school 1-2
e. Breaking class rules
f. Delivery of inappropriate information 1 1
g. Bullying 1 1
1 1
2 1
10. | a. Bringing unauthorized materials to school 1 1
b. Possession of pornographic or violent materials 1 1
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11.

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

12.

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

13.

a. Bringing or having alcoholic drinks
b. Smoking

c. Bringing cigarettes to school

d. Instigating others to smoke

p—

14.

a. Fighting

b. Offensive behavior against schoolmates
c. Possessing offensive weapons

d. Instigating others to fight

e. Assault

—_—— == (N DN DN

—

15.

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

c. Menaces

d. Extortion

16.

Entry into prohibited public places in school uniform

17.

a. Theft
b. Possession of stolen goods

— e | |

[N [T U

18.

a. Copying assignment of others

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

d. Cheating in assessments (*)

[a—y

19.

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

N DN == = =

20.

a. Disobedience to teachers

b. Willful insolence to teachers

c. Disobedience to teachers leading to severed
consequences

d. Humiliating teachers

1-2

21.

Late return of school properties

22.

Littering or spitting

23.

a. Improper school uniform
b. Improper hairstyle

— | | —

1

24.

Misbehavior which brings disgrace to school

(Depending on the seriousness of

the case)

25.

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

1

26.

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

27.

Misbehavior during assemblies

28.

a. Defacing school properties

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

d. Damaging schoolmates’ personal belongings

NN ==
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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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22 "EREAN ) BRI EIRBEIRITHR
2.2 St. Joanian Award Scheme and Student Conduct Grading

BHHY Aims:

1. HEBEESMMIFSEMBIEKRSH ;

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

2. BERENBERES  ENELERUHE  Rifmis;

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

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

A.  ZE[E) Reward
E i 73 =0 Implementation :

EMAS £ SMART Portal ‘& _ERCEBEREL MERIFHEFRIR

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

== Xni BE /A RIBREE E P EVS I A AR Achieving good results in dictations,

) uizzes, tests, or exams (1
Academic d ’ ’ (0

r 2 RIFRB Y Performing well in class (1)

iR 7R R Performing well in assignments (1)

AR B B iR 35 3R IR R ¥ Performing well in reading-related tasks (1)

FEE g ARFE Mt Serving others (1-5)

Non-academic RIR R mfE Displaying good character (1-5)

RIREIEE F FEAHRA R = Demonstrating virtues related to the theme of the
year (1-5)

ZMNRALIRINLEE Participating in internal or external competitions (1-3)
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RAHARIMNEE P FRIR R Excelling in internal or external competitions

(3-10)

E(E B HATXAER 2R Arriving at school on time every day throughout the
school term (10)

I PRI F 2N B T EEE ) O IE SRR Z A0 R KB

SEHEE 10 RETactt - BENNBERTSEER—HE -
The number in brackets indicates the maximum records a student can earn in each category.

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

B. 3E#R17%4 Punishment:
E 73 =0 Implementation:

174 Behavior S0#E Record

S EHIE R R Being late five times in a school term | —{EIFRES - WNUEEEIE - 1 bad mark,

and so on

hR#E SMART Portal ‘¥ & ERCEM—RRERTS | —ETRES - LALLM - 1 bad mark,

. o and so on
Five records for violating school rules accumulated on

the SMART Portal platform

BB E R IRIRTT A Serious violations of school rules 22 F it Refer to the handbook

#5F Remarks

o EBENERINESRERRE - ERRNEMERL -

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

SERECSMEBRMNELE  HETSERBEAR -
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+)
o SEREAMERBNEL HBTSRBEER -
Students who receive two bad marks in each term will have their conduct grades downgraded.
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(B+—>B--C—D - E)

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

o MNMEHE/REECREABENBRITHER  BRERTRTEENELRE - RBRBIIE

FHAERR/REEE -

Class teachers/level coordinators can propose upgrading a student's conduct grade. Final
decisions on whether to upgrade are subject to the approval of the Discipline Master/Vice-
Principals/Principal.

o BARITIFAR#EH Student Conduct Grading Criteria

BT &1 1K) = 3/7\If

Conduct Grade Criteria

1/h3) = 3183

A+ 6 {8 %4 credits or above . .
1R%E = 3/h8
A 4 183 credits
1/0\i@ = 3 GRE4
A- 2 B credits
B+ R A ER R BIRC iR 1 Major merit = 3 merits

T aanmeeid — Y Aw~dien

No reward or punishment records

B 2 fR®5 bad marks
B- 4 i~ %4 bad marks
¢ 6 fR%G bad marks
D 8 fR % bad marks
E 10 TR E43%A L bad marks or above
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2.3 BRRIEEEXK

2.3 School Uniform and Appearance Requirements

1. —fix EERE

o EAJHATEERONIR - FEECRAE T R BE R A BB A -

Regular Class Days

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

2. fGFE H

. ﬂ%Tu%ﬁ%ﬁ Y- 4 RESRE AL

o CHEGHARHEIFNEERRIRIEK E%éE_IB\5%5éﬂﬁﬁ5§€ﬁﬁé§ﬂﬁﬂﬁéﬁib%%’ B ETLDUN
HAIEIISRESRECy o

. Days with Physical Education Classes

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

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

3. A HiAG

o ERIRTEEEONICHR - WWEE LERG TR (FRIESSAE M) -

School Ceremonies

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

4. JF FER H M2 PR EE)

o REEEDRRI SITIRATAM ©

Non-Class Days with Scheduled School Activities

® Dress requirements will be announced in advance separately.

5. /NE R A HER

BAEERNINTARFHEEER - IR EEESR L - BRI EAER -
Break and Lunch Periods
Students must maintain a neat appearance both inside and outside the school. After
participating in sports training on campus, they should tidy their appearance.

S & Boys
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X ERME ROREREE  BEFBEE  FEH FIRRKE -

i

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.
Bk aefaaiieBiA R RE ORISR - KB OBMEOET - dHE
T -
Summer: short-sleeved shirt with school badge, light-blue striped trousers with black or

dark-brown leather belt and white socks

AERR HERMMMCECARR > ERE - IKEH R - BEsRTRE L
Htf T - 2R FELAIROEER > WHRY #ﬁ?ﬂiﬁff*& » SHIMZA Z@
R~ 4l BB R € -
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.

& it AdfAEEUER -

Remark : no earrings.
Z & Girls
£3. SOl FOREREE NSEAEINBEEAE  IEARGSNGE

S22 KL L -

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.

AP LZERAR Junior:
EEMH: REORSUEEE - R - NEIK B EERE > ot
o

LB KEHSGHE - AORAMMCECARE > ERAE - BRSET > 4
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HERET -

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

Winter Uniform: Grey woolen dress, white long-sleeved shirt with the school badge, knee-
length, school tie, and plain white socks.

5P LERAR Senior:

Bk el icaRg  BEORRSCEERE - R > R R AR
TRy A TR

Summer Uniform: White short-sleeved shirt with the school badge, light-blue striped knee-
length skirt, short black or dark brown leather belt, and plain white socks.

KER: BERMMEEERE  BRET  KEFESE  wEXE  FREeD
SRR - AR o SHMZAGEK ~ @R EERER T -

Winter Uniform: White long-sleeved shirt with the school badge, school tie, grey woolen
knee-length skirt, short black or dark brown leather belt, and plain white socks. The scarf
must be plain grey, plain black, or plain dark blue.

B =B XERJEHKRPRUEBMEBA/) (ATUAARR Smm)EEIRBREER -
Earrings: Girls can only wear small(not larger than Smm) gold or silver bead earrings in the
centre of their earlobes.

® i BAERZFEERREIINE (B SERHIEIINERE) © Skt
AR > WZAFYNE T EEREE BRERAR IR R BB RSN E -

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

® & LIRERF LA KRR HTALRAES  SENFERE - FEK
EHPIERE (A EFEE A MEEE AR - BAREgSiREmRK) - LESEH]
FE AR A ) R

If a cold weather warning is issued by the observatory at 6 AM on a school day,
students may wear black, dark blue, or grey down jackets to school (other jackets or
sweatshirts, including those from clubs or sports teams, are not permitted), and
female students may wear plain black or plain white thick tights.
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7. i3 5 HREE5K Physical Education Attire Requirements:

HhE B RS B ARBC A K B K B ES K B 1 E i 1 -

Jacket: School physical education jacket with dark grey sweatshirt or old blue and white
windbreaker.

PR FriE Bk (408~ BEEEiskt) ~ BREER (BOtses LK) -
HEEE

Top: New physical education attire (red, blue, or green), old physical education top (blue
and white).

o K= HiEEIRACE CUEENE M - BERE B RO R ES CEE) kG - Summer:
New physical education attire with black sports shorts, old physical education attire
with dark blue sports shorts.

o K= kG EINACE e EEN R - RS S ARBCREE C B R
Winter: New physical education attire with black sports long pants, old physical
education attire with dark blue sports long pants.

fHiaE © Hh—(2025-2026) Kl IE AR 22 A 0 DVEZEEFTCGEE R
Note: Students in Form One (2025-2026)and new transfers must wear new physical
education attire.

8. BRI 7E Shoes Regulations
o RtETLRZEE ¢ - BEERKE -
Dark Brown Leather Shoes: - Simple style.
- WHRERE (RRIZEEEER) -
- Must be low-cut (no high-top shoes allowed).
o [tiEH%EE White Sports Shoes * - Hf S+ (IR 90% f1H )
Predominantly white (at least 90% white on the
upper).
- ETEMBY - AEALYT -
The design should be simple, not ornate.
- WHBEE CRAZFESEER) -
Must be low-cut (no high-top shoes allowed)

% Remarks:

1. BEMWRAFEEBRREENRR - RISESMAEKE -
Students are expected to keep themselves well-groomed and neatly dressed at all times.

2. MEXBEER BEUFEEERREBRER -
Students can return to school in their P.E. uniform if they have P.E. lessons that day.

3. BAERFEMABAK : ERARBENE -

4. Wearing a plain white undershirt. Dark-brown leather shoes are to be worn.

5. BA0FEMKEEI - WAERIMAH EERE - SEMUNBERAEK - AENARES -
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.
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6. BEABFESFUENIT - 15 - KEBEUEHY - AoEREtERREEEES -
Students are not allowed to use make-up. No hair dyeing, nail polish, lipstick or any kind
of accessories are allowed.

7. BEWRAFERENEREERMEE = LEBER -
PE uniform together with sport shoes are to be worn during PE lessons.
8. BRBREINERKESE  RuERBEABRZE  AUBAEARWEBSHIR -
School sports team uniforms should only be worn during training time. They cannot be worn as
a replacement for the PE uniform.

9. FFLRHFIEMBFABRZIRIREK - ERITHERS
Students will be informed of the dress code for non-teaching days or other occasions.
10.5LREXRBLEAR  RNARERLARFES  BEUFEERR - REIXKENPHD
B (AOIFEEMIESFK - IFEEFHREENK )  XBLUSABRAAAENER
e
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.

1A © BS B RHRAIHIAR S AE BN E (R RIS 22 - A USRS S
iz -
Team Uniforms: Uniforms and sports shoes of the athletic teams may only be worn
during after-school training sessions and must not replace regular physical education
attire.

12 90R S © WARARE (WBRIER) - EEAER T H gt -

Special Requests: Students with special needs (such as medical reasons) must apply for

approval from the school in advance.
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24 RIEBERR/EE/TRRRERANEIERER

2.4 Measures and Procedures for Handling Violations of Student
Uniform/Appearance/Behavior

B &Y Purpose :

1l #FBENRNRESES
To maintain neatness of student uniforms and grooming
2. HESASERNRE

To maintain a simple and honest school ethos

2 Procedures: :

1. RExERE AEXEBIRERERRESR  LWHERATERNWBE - IEZIIKEMORE
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. AIEZE/BRESRRABEATRATENRE - M "RB/EES/TARBERTHE
EN-E=I

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. RAZMERBENRRESASFERER - BEZRENERMIRIELE "R/ &
B/IRRIRERTRER, A -

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."

41



25 RIEARREEBTRIERKER

2.5 Measures and Procedures for Handling Classroom Disruptions

BiR: SRR EERRNRZBBRETRERA -

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

Hg: p—EhRELE
Targets: S.1-6 students

BREETA:

Behavior that disrupts lessons:

REFRIRFIHE In class

EX18 L3R Disturbing lessons

LEREEB Sleeping

KGR AS, 3R A g Forgetting to bring textbooks or stationery

B A\ FRZ Entering the classroom late without valid reasons

AEEEZEMTE7R Not following the teacher’s instructions

FEEERE LRIRBRBETR  EHREREREBERLS - WRIRBESRELREARL
-

- ZEIEBAMER R KA EE/IERER -

If a student misbehaves in class, the teacher will record his/ her name and inform the class teacher/
discipline teachers /the parents.
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2.6 E?/p\é |:|'|' IJ
2.6 “The Reflection Room Scheme”

HE : LRI EIMERENEEKRBERTRE LRRA - MAEERKBRERENT - FEM
[ERZERREHNE T ZBEEFLHIFRE  FEMUETERNREHNZTAE -
BEETEIATERRE —8 ) - HREBRTHARKIRIRE

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.

mEEe . IEEXE

Coordinator: Discipline Master

BitHE : =F

Implementation Date: Whole Year

BARA . WBEE ERBARERER - BRERRA }%‘ZE%%?EE%%*%E?‘ - ¥ 48 It PE B
EMNRENBTE - ZEIEBNEE - BERARENRE A 7 RIEZMEETERRE
HETF - ZMAZEREZBEFEFERE

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™.

BhER . ZHAZPNRIKBERLABELR  RBEREZERENZEZEN -
EEMEZIRELZERBEFTEHEE -
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”.

E?/uéw E/JI'VE/ﬁ}jF

Work/Arrangements in the” Reflection Room™:

E2EZMSLEREMERERBELCIREK
EEEMZERERBEZBEN LB TFZEEFREATH(BIFRAETENAEE
BT ; MBEERIBENMETAEF  SEZMITABELREA - EEACIETE
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FRER LHES ;

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.

B EMEZETAER  WOR

When the referral teacher’s class ends, they should:

) ZRZEEWNE  BERIFEERCHERLDESERENERE - EZERBERE
RELBEERE/HE (B ) - BB LRFEBTRA ; U9 - ENZEINEZERELE
MUBEM - THREZSEEN I EZMNBEEMFE—DIRE ;

(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;

) RBREELHMNINE SREZEEMZARBLEER FRLERORELR B
NEMBEZZN/NEE - BERIFEE  URCHERHESERESRREE - BNEME
ATEIRE/BE (1B ) ZERBE - B LRIJEEBTRA ; ILH - BNZEMINAEER
BEERNBREN  MRERGENIISZNNBHEEMFE—DIRE -

(IT) If they need to continue teaching other classes, the on-duty teacher in the” Reflection Room will,
based on the student’s situation, allow the student to return to class. The referral teacher should go to
the” Reflection Room” during a free period or break to fill out the record form and sign it. The referral
teacher must proactively follow up/counsel the offending student to instruct them on adhering to
classroom rules. Moreover, the referral teacher should consider the severity of the misconduct and
decide whether to refer the student to the discipline master or counseling teacher for further follow-up.
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" Reflection Room” Record Form

(Need to fill out one for each student)

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

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

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

Time the Referring Teacher Received Back the Student:

Referring Teacher's Signature:

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

Assignments/Work

Lesson
Arrangement

Remarks On-duty Teacher's Name
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3.

Hfth Others

3.1 EXERER
3.1 Fire Drill Procedures

o BFEMAKEEB=R,
Conduct fire drills three times a year

o HEBLETNEEEFB/RIFETE ;

Teach students to remain calm when the fire alarm sounds.

o NMEK/GEMERENLRZERMM ;

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

o IREXERGFIEBMARE  BINUF  UZALEMHTES ;

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

o HEBEEREWNBLE  BRAXEEZRE ZRRBEBERER UZRZEMHEE

O
=]

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

3.2 EXEELARE
3.2 Fire Evacuation Route Map

MEEMBEEBBRKERERERE - RMERZEREM L -

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 JA Student behavior (choose more than one | Others/Remarks
Reason for referral option) (Please specify)
Learning issues Low learning motivation

Disrupting classroom order
Poor academic performance
Sleeping in class

Frequently missing assignments
Frequently late / absent"

Behavioral issues Frequently violates school rules

Engages in eccentric behavior to attract attention
Addicted to online gaming

Cyberbullying

Theft

Physically bullies classmates

Runs away from home

Unhealthy habits (smoking, drug abuse)

Deviant values

Emotional and Low self-image

Mental Condition Mental tension

Low mood

Anxiety

Self-destructive tendencies
Fear

Delusions

Depression"

Family Financial Financial difficulties in the family
Support issues Housing environment issues

Parents' marriage problems

Single-parent family / Guardian custody

Poor relationships with family members

Domestic violence

Caregiver neglect

Family member illness / death

New immigrants"

Peer relationship Inappropriate social skills

Negative influence from peers
Alienation in peer relationships

Being ostracized or teased by classmates
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Issues with interacting with the opposite sex

Further education Placement / Public exam results are unsatisfactory
gnd employment Feeling confused about future prospects
1Ssues 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!
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St. Joan of Arc Secondary School
Student Violation Record Form

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

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

Date of Incident: Time: Location:

Date Parent Notified:

Nature of Incident:

(Brief description)

Suggested Follow-Up (Punishment):

Referring Teacher's Name: Referral Date:

(For Disciplinary Teacher to fill out)

Result:

Remarks:

Disciplinary Teacher: Date:
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Appendix (3): "Student Violation Warning Letter
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XREA:

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:
g
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Appendix (4):”Student Violation Record Notification”
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HER -

St. Joan of Arc Secondary School
Student Violation Record Notification
Date:

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

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

attention.

Yours Sincerely,

Class Teacher:

Head of Discipline Committee:

Principal:

I have acknowledged the above notification.

Parent Signature: Parent Name:

Date: "
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Appendix (5) Sample of Application letter for Leave of Absence in Chinese and English version

ST. JOAN OF ARC SECONDARY SCHOOL
o gk B
55 Braemar Hill Road, Hong Kong. &F1tBEBE BT

Tel.ZE5E: 2578 5984 2578 5570 Fax.fB8HE: 2578 5725 Website AE www.sja.edu.hk
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ST. JOAN OF ARC SECONDARY SCHOOL

oA o B

N

& - D 55 Braemar Hill Road, Hong Kong. & #kAb A% S 1158 7o 70595
¢ REsPoNSBILY
Tel.E555: 2578 5984 2578 5570 Fax.fBE: 2578 5725 Website A8 E 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.)
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The following parts are filled in by the school:

Part A) The student submitted the following document(s):

O Application letter O Doctor’s certificate
(Sick leave application has to be submitted within 3 days of returning to school and application
for leave of absence due to personal reasons has to be submitted 3 days in advance.)

Name of Class Teacher: Signature of Class Teacher: Date:

Part B) The application is O approved. O not approved.

Signature of Principal:
Date:

Please put a tick (V) in the appropriate box

63



