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Homework delinquency

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

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

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

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

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

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

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



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

8) Plagiarism is a dishonest behavior. If a student is found plagiarizing, such as direct copy of Internet
resources or Al Generated content without citation, it will be treated as late homework submission,
other punishment may also be applied.

Remark: S1 parents can check the homework items via the school intranet system or parent’s app. This

measure will only be available in the first term. Should you need any assistance, please contact IT unit

during office hours.
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Supplementary lessons

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

FEBEHE
ARERFREN  HEFERXAGHGE  RE HEIEREHELGLFGLES
AHEFRERG - FERE - RAFREYUABTESEA L AR URELE -

o BT IEN » A MR A R REF
@ PFEFHHFALMB(F—EFZ P00 FwEFL PR 4D ERERF UL
AERBGAARTOE T H);
%

® BEIFERAHT-LLT:

¥

b

E

® R EDHNR;

2
® REASFTERZUL(F—EF =)
Student promeotion

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

Students may not promote to the next Form if they:

®  had an overall average mark below 50 (Form 1-3); 40 (Form 4-5) or failed in more than 2
subjects (Form 4-5); OR

®  received a conduct grade below B-;
OR

®  did not meet 80% of school attendance;
OR

®  had 15 or more times of homework delinquency (Form 1-3)
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Report card

One exam is arranged in each term in the school year. Among most subjects in S1-S5, the exam marks
and term marks are calculated in the ratio of 6:4. The term marks comprise uniform tests, quizzes,
homework, lesson performance, etc. The annual score is calculated according to the scores of the 1st
term and 2nd term in the ratio of 4:6. For S.6, the annual score is calculated according to the First
Exam, Mock Exam and the Term Marks in the ratio of 3:5:2.

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

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

1) Attendance to uniform tests is mandatory.

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

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

4) In order to let parents understand student’s learning progress, student should complete the score table
in the student handbook (p.20-21). Parents should take a look at the marked test papers and sign in
the handbook.

(Please keep ‘UT Timetable’ properly)

Remark: The uniform tests for S4 to S6 students will be arranged by subject teachers during class time.
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Examination regulations

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

1. The personal leave was approved by the school in advance;
2. Student can present a medical certificate for the day of absence (either from Chinese or Western
physician) AND a parent’s letter for the sick leave.
Students who are absent from exam / make-up exam with ungrounded reason will be treated as truancy.

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

If your child needs to apply for testimonial, recommendation letter, copy of report card and SLP record,
please get the application form from the school office. Documentation will take 15 school days to
complete provided that all details are accurate. Please note that cost will be charged to certify a

document as a true copy, to print report card copies, or any other official documents. For details, please
visit school webpage www.kingling.edu.hk.
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Reading scheme for both Chinese and English languages

To nurture students’ communication skills, broaden their horizons and cultivate their reading habit,

both the Chinese and English Departments promote extensive reading so as to facilitate students’ learning.
After finishing reading one book or reading material, students need to complete an assignment. For
senior form students, such schemes may also be incorporated into the School-based Assessment (SBA).

Details are as follows:

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

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

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

encourage your child to read more.
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Friday Assembly
School assembly is held every Friday afternoon (9% lesson), class may end later than usual.

2. 249 H A4 F Student discipline and moral education
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Punctuality, appearance and behavior

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

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

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

The school is the ground for happy learning. Students should discipline themselves with mutual respect

and
obedience.
22 EREREH
BA A RERANESZFEAEREN  FOERBEIRZRELFABLENETTH - £
pesd TERERE  BHENEATEERDBM > wEHE > FRBHTRSHMEL

MRBRIE 85 - WA BIEN > HOBRP S BHTBRAE -

Usage of elevator on the school campus

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

In case of emergency, a student should apply for a "Temporary Elevator Usage Permit".
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Leave application
Please check the school calendar for school days and holidays. Students must attend all school
functions, including post-exam activities, closing ceremony and online lessons. Absentee with
ungrounded reason will be reprimanded according to the school rules. For sick leave, parents must
inform the school by phoning the school office in the morning and the student must submit a doctor’s
note on the following day. For casual leave, a parent’s letter with detailed explanation must be
submitted to the school three school days in advance. Except in certain circumstances, formal
permission will not be granted. For details about leave applications and approval criteria, please refer
to the student handbook.
1) Personal leave
1. Personal leave (during normal lessons and whole school functions) must be applied three school
days in advance through the class teacher(s) to the discipline section. The letter should include
time, date, and reason for the absence of school day/activities. Aside from serious family
matters, the school will not normally accept any other form of leave or post-application. Truancy
will be marked if students are absent without permission.
2. The school may reject personal leave, if the reasons are not substantiated.
3. Ifthe reason for a post-application is not valid, truancy will be marked.

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

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

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

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

Students who do not have any demerits will receive a NIL record slip.
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Student behavior and law
Parents are advised to take account on their child’s behavior in order to avoid breaking Hong Kong law.
Any activities leading to breaking the law will not be allowed in school.
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Clean my own classroom project

The aim of the project is to empower students to be responsible citizens within the school which always
emphasizes an ethos of individual development and civism. Students will be formed in different groups
by their class teacher(s) for the purpose of being responsible to clean their classroom once a week from
3:50pm to 4:10pm. If senior form students need to attend supplementary lessons after school, the cleaning
time will be postponed from Sp.m. to 5:15p.m. S1 to S5 students will clean the classrooms every

Wednesday.
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Tea culture

Fostering Chinese culture is our school’s mission. Students learn Chinese culture through different
activities. Chinese tea culture heritage is promoted and preserved in the school. The activity—Tea time
will be held from October 2025 to May 2026. Parents are free to decide whether drinking tea is suitable

for your child.
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Mobile Phone
Mobile phone must be switched off at campus and locked in the personal locker of each class.

3. 24324 B B3 & 8y Student welfare and financial assistance
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Financial assistance: School textbook assistance/ Student travel subsidy schemes (For first
application only)
Families who wish to apply for the above schemes may access to:

“SFO E-link — Mv Applications (Financial Assistance Schemes at Pre-primary. Primary and Secondan
Schemes)” website (https.//ess. wisfaa, gov.hk/essprd/jsp/pdf/apps0111 .jsp?language=en)
to use the electronic application form and refer to the relevant application documents. Applicants may also
obtain the paper-based application documents from District Offices or School Office or may download them
from the Working Family and Student Financial Assistance Agency’s webpage:

(https://www.wlsfaa. gov.hk/tc/sfo/primarysecondary/tt/forms.php). Applicants are required to submit the
completed application documents to the Student Finance Office (SFO) by 31 October 2025.
For details, please visit this website www.wifsfaa.pov.hk/sfo/en.
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Student activities support grant

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

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

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

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

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

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

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

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

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

may put the lunch box, labelied with class and student’s name, in the lockers at the security booth.
Students will collect it by themselves after lessons. Direct handling is not allowed. Ordering food

delivery is forbidden for students.

5. &4 H Student affairs
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School bags
The Education Bureau is very concerned about over-weight school bags, in particular the additional stress

and fatigue that they may bring to junior secondary students. In this regard, the Department of Health
recommends that, as a precautionary measure, students should avoid carrying school bags which exceed
10% of their body weight for long periods of time.

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

To help reduce the weight of school bags, students should:
1) cultivate the habit of packing school bags every day, so that students only bring those textbooks,

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

materials;
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3) maintain the correct manner and posture in carrying school bags; and
4) not bring magazines, toys or any other unnecessary items to school.
For details, please refer to the EDB website: hitp://www.edb.gov.hk/perc
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Student lockers (outside classroom)

1)
2)

3)

4

5)
6)

Lockers are for student storage convenience and for leaming-related items.

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

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

Lockers must always be locked. If a locker is left unlocked twice, it will be reclaimed and the
student cannot use a locker for the rest of the school year. Re-application is allowed the
following year with reasonable reasons.

The users of lockers should be responsible for all the cost of property loss in the lockers.

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

1. during and between lessons;
2. five minutes before morning assembly and afternoon assembly;
3. after closure of classrooms.
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7) Lockers are school properties. Students should take great care of them without graffiti or
decoration. If the locker is damaged because of misuse, student will reimburse as needed. Student
should inform the teacher in charge as soon as possible and compensate the cost.

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

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

If students fail to be abided bv the above regulations. thev will lose their richt to use the locker.

SIEAMETHEVURTEY
ARBEAHBAF BEPLHET R EMBHEETE - ETHEREHREETRE > HE
ZHRTEEME - AEREE TR LR ARCHIT T EFHER TR BER T
FREREET FREP AR HE BAXBEREFHER/ RS BEH T2
Wk AR 2B RAUEE > RBERMS RIS EERIE -

The use of e-learning facilities

Much investment and resources have been put for e-learning on campus. Regulations for using
Computer Aided Learning rooms and computing devices have been set, students must observe those
listed. Students will reimburse as needed if e-learning facilitics are damaged. Intentional vandalism
will result in reimbursement and reprimands.

5.4 £ EKMR
A FERBBEEGRZIATHENHF TREARGR VMBS - FRETLELAETRRZA
i BTHE - AFERME T

Winter uniform

Information for winter uniforms will be posted outside the school office; students should prepare on
their own:

| | % % Boys | 4 Girls _4
# REEFHEBREABRACAHE)

Dress a _ | Grey dress (with standardized colour)

# REBWRAM(FERERIAR K E)

Pants Grey trousers (with standardized colour) |
AR SR & & fiblad

‘Shirt ‘White long sleeves with school badge . White long sleeves

AR EEAR(T-EYER); BAAB(TERETAR) REAT(F A& BTEE)
Tie Red tie (S1 to S3); Blue tie (S84 to S6); Grev tie (S6, optional) |

B ORES®EREE AR o
Blazer  |Dark blue blazer with school badge

% RAFRRAEAE EXXY
Socks  |Same as summer | Long grey soft nap

AR | FREFMMAAN ) WEER T
Sweater |Grey V-neck pullover with a school metal badge

% L E R RALE A ) ESENT TR )
Shoes Same as summer Same as summer

2AREEITEAE AERFEEALSA  ABREBMET A HATERHBA
BE -

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

at the school office.
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Lunch ordering
1) Ordering
a. Lunch is ordered on a monthly basis.
b. All lunch orders, including the completed lunch order form and the fees (for the amount and payment
method, please refer to the lunch order form), must be handed in in person to the school canteen on or
before the deadline stated in the form. Late submission will not be catered.
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c. For cheque payment, please check carefully the name of payee, amount and signature are correct (For
details of the payee name and amount, please refer to the lunch order form.). Please write the student’s
class, name and class number at the back of the cheque clearly.

d. Students will get a personal lunch order card. It shows the month of ordering, menu choices and
student’s information. Students must keep the card clean and safe without cutting or losing.

e. If the card is lost, students must report loss in the canteen and re-apply for a new one.

Handling fee will be charged. (*Before getting the new card, please follow item 3)j. to get the lunch.)

f. In any circumstances, no one can use other’s lunch order card. A major demerit will be reprimanded
otherwise. Lending lunch order card to others is also an offense which will also be punished.

2) Cancelling order

a. In case of sick or causal leave, cancellation of lunch is permitted.

b. Parents must send a message via Whatsapp to 84812436 informing the service provider (class, name and
class number must be clearly stated) before 9am on the leave day. Parents must ensure that the message
is successfully sent with two ticks as the proof. Late messages will not be proceeded.

¢. Without successful notification to service provider, refund will not be granted.

d. Refund will be given in the next lunch order or the end of the term, the earlier one will be applied.

¢. Should there be any special weather conditions or unanticipated circumstances, group cancellation
will be valid. There is no need for parents to send Whatsapp messages. Lunch rearrangement will be
announced via eclass.

3) Getting and eating the lunch
a. Wash the hands before and after lunch.
b. Bring along the lunch order card, personal cutlery and items needed to the canteen. Line up in the
designated zones of A, B and C according to the ordered menu.
Before getting the lunch, mark the menu of that day (do not mark it in advance)
When getting lunch, students could tell the staff how much rice/ vegetables/ sauce they want.
After getting lunch, please follow the route, leave the food stall and eat in the dining area.
While eating, please keep clean and avoid food waste.
After eating, please:
i. tidy up the table, bench and the dining area.
1. throw rubbish into the bin.
til.  put the leftovers into the recycling bins.
iv. return the plates, forks and spoons in designated areas.
h. When disposing leftovers and returning cutlery, please keep the order and cleanliness. Do not jump the
quene.
i. Please handle the plates and cutlery gently so that the soup/sauce and leftovers will not be splashed onto
the school uniform or everywhere.
* j. If any student forgets to bring/lose the lunch order card, after the peak flow, lunch will be served (By
providing an identity document with a recent photo for identity verification).

o rh o Ao

6. £2 R %M Safety and emergency measures
6.1 LIRRBARPAKAIFRAR G

BRBHF HIET] > wiBH LRGN AXEBH - BRZBABANRLE - LEREE
ERELER RIFRFTHELEHES > ZRELELF A LEREHE ERASR
2HEATATRELE > FREFAETERES - (FHFALMHE— )

sboh o REHFTAFHNES ARB P EASE IS YR LR TEL{TH ¥
FRUFERZROES  BABRLLUGEREEE S EETEERE - 24 45546
B REROFRLERAMRABRTH - £H LB hEEE FF2F4T BRABRE#EA
Ih 0 ARBAEZRREBWHWBARE T -

Arrangements for tropical cyclones and heavy persistent rain
According to EDB’s guidelines, when Tropical Cyclone Warning Signal No.1, No.3 or Amber/Red/
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6.2
1)

Black Rainstorm Warning Signal is issued during school hours, school will operate as usual unless the
EDB has made special announcement on closure of schools. Students will be allowed to return home
when safe conditions are ensured. Parents are not recommended to rush to school for picking up the
children. (Please refer to Appendix 1)

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

FEERRAPEFH AR A B LS

BEREEARE  RMNEFEULERALRMBAG/F - RES 4L FHASE AR B IRER
Ao UTFAB > HFEE - BERT:

@A FEEEANAR LR - (RAURFRAB WEXRASNHER T EGER99.5 &)
MBEY ~wRERAFERERSHHER IS E(ER100.4 B)FRBEF <)

B A BLOREELERE  RFAFRERYER RREFLHRLER -

(RFEEEE 2702 9602)

Jo@ A MEEE SRR L RER LR BRLOE RERE s pYARY
RE - B R BRRES BERALEIRR A TEREARE -

BERESE  BEREANEREE  BRLY -

FEMsha > BB OB AaP ol EENMBHN -

BFhREFuSaT  LAHDIRBEFETR REFLRBREMGALRL P RAKD -

2) #AZARRKR A ER BREZEIAUELAERBL TR  HEMNATRRRBER

BREFEE AR BUMBERNAERRAESR  ERTEIZHRELAERBLBTHEY Rk
BRS¢

3) BITEHMAHE R > LARBFER BBAFERBREFTE FROAFAETEN -5

WL B REHE AN FERANSE  BRHEREFEEL > STHE A EL RO -
(Mt @ #7 4 3 P oo @ik www.chp.gov.hk)

Stay vigilant to gunard against seasonal influenza or other communicable diseases

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

®

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

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

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

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

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

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

2) The school will prepare lessons necessarily for home study or make-up sessions for students who are
absent if necessary; make-up tests and exams may also be arranged. Parents need not worry about learning
progress.

3) All parties must cooperate to ensure that personal hygiene and environment are in their best condition.
Parents’ support in educating their children, and running a clean household will defimtely prevent any
illness from spreading.

(Centre for Health Protection website: www.chp.gov.hk)

SISH
P.15



7. &4 A F R Library rules
AR (EZEHR) OHIAMNSE—  HRERE EFE2-RHE -

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

Appendix 1

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

Weather condition

Action to be taken

When Tropical Cyclone Warning Signal No. 1 is issued

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

When Tropical Cyclone Warning Signal No. 3 is issued

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

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

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

-All schools are to close.

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

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

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

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

-All schools are to resume with the next
5€ss810n.

Heavy persistent rain

Parents should listen to radio or television announcements regularly during rainstorms. For more detailed
information regarding rainfall distribution, parents may visit the webpage of the Hong Kong Observatory at the
following URL: http://www.hko.sov.hk/en/wxinfo/rainfall/isohyet past/hr.shtml

Rainstorm Warning Signal

Corresponding measures

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

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

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

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

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

-1f students learn about the class suspension
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announcement on their way to school, they
should decide whether to proceed with their
journey to school taking into consideration
the rain, road, stope or traffic conditions.

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

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

(iii) Issued from 8:00 am onwards

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

Library Regulations

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

2. Loan rules
2.1 Borrowing
2.1.1 A valid Student ID Card or a registered student status Personalized Octopus Card must be produced
when checking out library materials. The Student ID Card and the Personalized Octopus Card is
not transferable; students are responsible for the use of the Cards. For students who lose the
Student ID Card and the Personalized Octopus Card, it is their responsibilities to report to the school.
2.1.2 Borrowers should go to the appropriate Library counter to check out and return materials housed.

2.2 Loan Quotas and Loan Periods

Loan Period
Loan Request , =
Users Category Quota Quota Renewal Media
Books Resources
| Collection
Students Sitems | 2 items once 14 days 14 days
Students
{ 14 days before the end of 0 0 [ R
2nd term examination )
Graduating Students
{ 14 days before the end of 0 0 0 | ee——-—- | -
mock examination )

2.3 Returning

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

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

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

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

2.4.4 Overdue items are not renewable.

2.5 Recalls and Holds

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

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

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

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

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

2.7 Overdue Fines

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

Users Category | Loaned items Fine Rate

Students | Books, Media Resources Collection | $0.5perday |
2.8 Payment of Fines

2.8.1 All fines should be paid at Library counters.

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

2.9 Loss and Damage of Library Materials

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

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

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

2.10 Departure from the College

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

3. Conduct of library users

3.1 All library users should follow the instructions on the proper use of the Library as displayed 1n the Library
or given verbally by the Library staff.

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

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

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

without the permission of the Library team.

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

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

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

permission of the Library team.

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

permission of the Library team.

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

allowed.

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

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

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

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

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

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

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

4. Special rules

4,1 Breach of any Library Regulations may result in the suspension or cancellation of library privileges. Any
student infringes any Library Regulations may be referred to the Disciplinary Committee.

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

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

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