PAOC Ka Chi Secondary School
MEAHEAESEEPE
School Circular No. 28 (2020-2021)
FREEF_1/EE (2020 = 2021 FE)
[ School Arrangements before Lunar New Year Holiday (11/1-5/2) ]
[ EEMERER (11/11-512) BRZHE]

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

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

(i)  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)

() 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.

(i)  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:

(& 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)

(i)  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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(i)  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,

() KQ’Z

Principal Wong Wai Keung
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[Reply Slip E1&]

Dear Principal,

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

Lunar New Year Holiday (11/1-5/2)

(11/1-5/2)

Name of Student

Class

Class Number

Name of Parent

Signature of Parent

Date
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[ Annex — How to apply leave through eClass ]

Step 1. Choose eClass application on your phone. Eﬂgﬁ%

Step 2. Click Menu and ‘Apply for Leave’.
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Step 3. Click "+, to open a new application for leave

= Apply for Leave

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



Step 4. Choose the period and date of the leave and provide the reason for leave.

Apply for Leave

s02

PL Training
06 Jan, 2021 All-da
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Ta

Duration

&) PROOF DOCUMENT

CAMCEL SUBMIT
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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.
Apply for Leave Apply for Leave
s02 s02
PL Training PL Training
06 Jan, 2021 All-da ¥
From (Wed) y Z From 06 Ja"'(aloezdl) - A"yd" -
06 Jan, 2021 All-da
T ) v . 06Jan,2021 _  Alda
9 (Wed) y To (Wed) ¥
Duration 1 Day(s) Duration 1 Day(s)
Leave Leave
€ PROOF DOCUMENT @ REACH UPLOADING LIMIT
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Step 6. Click ‘Submit’ and ‘Confirm’.

Apply for Leave
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Step 7. ‘Application Success’ will pop up and click ‘confirm’ to finish the application.

Application Success

Application have been submitted to school
successfully.

CONFIRM

Step 8. eClass will refresh the leave application record. Parents could check approval
status and re-upload certified documents if needed.

=  Apply for Leave +

2021-01-06 (Wed)
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Step 9. Parents will receive the Push massage, stating the School has received the

application and pending for approval.
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Please note that the leave application for your
child s02 (PL Training-4) from 2021-01-05
(WD) to 2021-01-05 (WD) submitted at
2021-01-05 16:41 has been received.

FEX 04:41:59 T4

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.

=  Apply for Leave + =  Push Message
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Please note that the leave application for your
child s02 (PL Training-4) from 2021-01-06
(WD) to 2021-01-06 (WD) submitted at
2021-01-06 14:37 has been accepted.

Today 02:37:41 PM
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