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PAOC Ka Chi Secondary School 

加拿大神召會嘉智中學 

School Circular No. 28 (2020-2021) 

家長通告第二十八號 (2020 至 2021 年度) 

【School Arrangements before Lunar New Year Holiday (11/1-5/2)】 

【農曆新年假期前 (11/1-5/2) 學校安排】 

8 January 2021 

Dear Parents, 

Since the situation of COVID-19 is still very severe, the Education Bureau (EDB) has announced that all 

secondary schools will further suspend face-to-face classes and school activities until the scheduled 

Lunar New Year holidays. The school could extend the face-to-face classes to other forms students 

flexibly under the new arrangements. The school will adopt the following arrangements: 

1. Arrangements for lessons 

(a) From 11 January 2021 until the resumption of face-to-face classes, 

(i) all F.1 to F.4 students follow the DAY on the school calendar for online real-time lessons. 

(ii) Students need to turn on cameras during ZOOM online classes, otherwise will be 

considered as absent if there are no special reasons or notifications given to the school 

in advance. If any technical issues occur, students should contact the school at 2441 

3818, otherwise their absence will be deemed.  

(b) From 11 January 2021, F.5 & F.6 students will have face-to-face classes at school. The return 

time is 08:20, students must arrive in the classroom at 08:20, and leave school at 13:00. 

(School opening hours are 07:00-17:00) 

(i) If F.5 & F.6 students concern about the epidemic situation and would like to apply for 

online real-time lessons, please submit a parent letter at least one working day before, 

and the same day application will not be accepted. 

(ii) The school strictly adheres to all the related health protection measures, including 

compulsory mask-wearing within the school premises, maintaining appropriate 

social distances, and checking of body temperatures upon entry into the school premises. 

2. Arrangements for Examination 

From 27 January to 5 February, F.3 to F.6 students will have the examination. Examination for F.4 

and F.6 would be held in the morning while F.3 & F.5 in the afternoon. Details of examination would 

be announced later. Examination for F.1 and F.2 will be cancelled and please follow the DAY on the 

school calendar for ZOOM lessons.  

3. Leave Arrangements 

Parents can submit leave application and parent letter through eClass (applicable to face-to-face 

lessons and online lessons). Details are as follows: 

(a) Apply for sick leave/personal leave 

(i) If students need to take leave, their parents must inform the school before 8:05 am on 

the same day (in person or call 2441 3818). Parents must submit a leave letter with 

signature via eClass within two days. (Please refer to the attachment for detailed steps) 

(ii) For sick leave of more than one day, a doctor’s certificate is required. Parents should 

upload the leave application letter with parent’s signature and the medical certificate. 
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(iii) Parent’s letter and copies of certificates should be submitted 3 days in advance for the 

application for casual leave. The application will be examined by the class teacher and 

approved by the Discipline Master. 

(iv) The approval result of the leave application will be sent to parents through eClass within 

three working days. 

4. Other arrangements 

Parents’ Day on 30 January will be postponed to 20 March. 

To ensure a clean and hygienic environment, the school strictly adheres to the guidelines “Health 

Protection Measures for Schools” issued by the EDB and “Health Advice to Schools for the Prevention 

of COVID-19” issued by the Centre of Health Protection. Also, the school will continue to closely monitor 

the epidemic's development, review the aforementioned arrangements and related measures timely, and 

make and announce adjustments as appropriate. 

May God continue to protect our physical and mental health! Bless you! 

 

 Yours faithfully, 

 

 

 Principal Wong Wai Keung 
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PAOC Ka Chi Secondary School 

加拿大神召會嘉智中學 

School Circular No. 28 (2020-2021) 

家長通告第二十八號 (2020 至 2021 年度) 

【School Arrangements before Lunar New Year Holiday (11/1-5/2)】 

【農曆新年假期前 (11/1-5/2) 學校安排】 

 

敬啟者： 

因應 2019 冠狀病毒病疫情依然嚴峻，教育局宣布所有中學維持暫停面授課堂及校內活動，直至學校

農曆新年假期開始。在新安排下，學校可彈性延伸面授安排至其他級別的學生。校方現採取以下安排： 

1. 上課安排 

(a) 由 2021 年 1 月 11 日直至回復面授為止， 

(i) 中一至中四跟校曆表的循環日(DAY)上網上實時課堂。 

(ii) 如沒有任何特別原因以及事先與學校申請，學生於網上實時課堂(包括班主任課及所有課堂)

沒有開啟視訊，即當缺席論。如上課時遇上技術問題未能開啟視訊，請即日致電本校 2441 

3818，否則亦當缺席論。 

(b) 由 2021 年 1 月 11 日開始，中五及中六如常回校接受面授課堂，回校時間為 08:20，學生須於

08:20 到達課室，離校時間為 13:00。(學校開放時間為 07:00-17:00)  

(i) 如中五及中六學生因疫情關係，希望申請網上實時課堂，請於至少一個工作天前呈交家長信

予班主任，即日之申請恕不受理。 

(ii) 校方再次提醒學生必須嚴謹遵從各項衞生防護措施，在校園內必須戴上口罩，保持適當的社

交距離，在校舍出入口量度體溫等，以保障學生健康。 

2. 考試安排 

中三至中六學生將於 1 月 27 日至 2 月 5 日回校會進行考試；中四及中六會於上午進行，而中三及中

五則於下午進行。中一及中二的考試取消，如常以 ZOOM 進行課堂。 

3. 請假安排（面授課及網課適用） 

家長可透過 eClass遞交請假申請及家長信（面授課及網課適用），詳情如下： 

(a) 申請病假/事假 

(i) 如學生需要告假，必須於當日上午八時零五分前由家長通知學校(可到校通知或致電 2441 

3818 通知)。家長須於告假後兩日內透過 eClass 上載具家長簽署之告假函件。(詳細步驟請

參閱副件) 

(ii) 凡請病假超過一天者，必須經醫生診斷証明，家長須透過 eClass 同時繳交具家長簽署之告假

函件及醫生証明書。(詳細步驟請參閱副件) 

(iii) 如學生申請事假，家長須於三個工作天前上載家長信及有關證明文件副本，班主任聯絡家長

核實，由訓導主任審批。 

(iv) 請假申請的批核結果將於三個工作天內透過 eClass 通知家長。 
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4. 其他安排 

1 月 30 日之家長日將順延至 3 月 20 日。 

學校會繼續保持校園環境清潔衞生，嚴謹遵照教育局發出的《學校健康指引》及衞生防護中心的《預
防 2019 冠狀病毒病給學校的健康指引》，亦會繼續留意疫情的發展，適時檢視上述安排及相關措施，以
適當調整及公布有關安排。 

願神繼續保守我們每一位的身心靈健康！祝福大家！ 

 

此致 

貴家長 

校長 

 

 

謹啟 
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To be submitted online on or before 15/1/2021. 

請於15/1/2021 或之前於網上填妥及呈交。 

 

 

【Reply Slip 回條】 

 

Dear Principal, 

 

I have read and understand the details of School Circular No. 28 regarding【School Arrangements before 

Lunar New Year Holiday (11/1-5/2)】. 

 

敬覆者： 

 

頃接家長通告第二十八號，藉悉  貴校有關【農曆新年假期前 (11/1-5/2) 學校安排】事宜。  

 

 

此覆 

加拿大神召會嘉智中學校長 

 

Name of Student 學生姓名:  

Class 班    別:  

Class Number 學    號:  

Name of Parent 家長姓名:  

Signature of Parent 家長簽名:  

Date 日    期:  
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【Annex – How to apply leave through eClass】 

Step 1. Choose eClass application on your phone. 

Step 2. Click Menu and ‘Apply for Leave’. 

 

Step 3. Click「+」to open a new application for leave 
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Step 4. Choose the period and date of the leave and provide the reason for leave. 
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Step 5. Upload the leave letter with parents’ signature by clicking ‘+ Proof Document’. 

Please upload the leave letter and medical certificates (if sick leave more than one 

day) Please take all documents in the same photo as the system only allow at most 

one photo. 
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Step 6. Click ‘Submit’ and ‘Confirm’. 
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Step 7. ‘Application Success’ will pop up and click ‘confirm’ to finish the application.  

 

Step 8. eClass will refresh the leave application record. Parents could check approval 

status and re-upload certified documents if needed. 

 

  



Address: 273 Wu Chui Road, Tuen Mun, N.T    Tel: 2441 3818      Email: kcss@kachi.edu.hk     Website: http://www.kachi.edu.hk 

Step 9. Parents will receive the Push massage, stating the School has received the 

application and pending for approval.

 

Step 10. The School will confirm and approve the application within 3 working days. 

Parents will receive the Push message again, stating the leave application is 

accepted and approved. 
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【副件 – 如何透過eClass申請請假】 

步驟一、在手機上選擇eClass應用程式  

步驟二、按左上方功能表「請假」，進入「請假」頁面

 

步驟三、按右上方「+」開啓請假申請表 
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步驟四、選擇請假日期及時段，並打上缺席原因 

 

  



Address: 273 Wu Chui Road, Tuen Mun, N.T    Tel: 2441 3818      Email: kcss@kachi.edu.hk     Website: http://www.kachi.edu.hk 

步驟五、上載具家長簽署之告假函件，請按「 +證明文件」。 

上載具家長簽署之告假函件和醫生証明書（如病假多過一天）。由於系統只能上載最多一張照片，

請將兩者拍於同一照片中（如圖中所示）。 

 

步驟六、 按「呈送」繳交，再按「確定」
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步驟七、「申請成功」視窗會彈出，請再按「確定」以完成申請。 

 

步驟八、eClass會更新貴子女的請假記錄，家長可在「請假」頁面查閱審核狀況及補交請假

證明文件。 
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步驟九、家長會收到即時訊息，表示校方已收到請假申請，此申請有待校方確認。 

 

步驟十、校方會於三個工作天內確認請假申請，屆時家長會再次收到即時訊息，表示請假申

請成功。 

 

 


