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Dear Parents / Guardians, 12" April, 2021

Follow-up measures on handling lateness & absence of students
during online lessons & class / school assemblies (Effective from 20/4/2021)

Since January 2021, it has been announced that S1 — S5 students should switch to online live and
face-to-face lessons on different days due to the worsening situation of the COVID-19 epidemic. During the
period of online live lessons, it has been observed that it is crucial to apply student disciplinary policies to
address their lateness and absence in this online learning platform in order to boost their learning attitudes.

In each live lesson, roll-call will be taken. Parents or guardians of students who are absent but have not
applied for casual leave or sick leave, or late will be informed of their child’s absence via Parent App on the
following school day.

A. Lateness (calculated per lesson)
1. Students report to their subject teachers later than the appointed time is considered as late in the online lessons.

2. When the students have certain number of the reported lateness, some follow-up measures will be
taken to tackle their poor performance.

® The 3rd late record: The students will be given a written warning.

® The 4th late record: The students will be given a black mark.

® The 6th / 8th / 10th / 12th late record and onwards: The students will be given a black mark.
® (lass teachers and form discipline teacher may also contact parents or guardians for follow up.

B. Absence & Early leave without permission (calculated per lesson)
1. Students who are absent from a lesson with no proper reasons are considered to have one time of absence.

2. Students who leave the lesson without the permission of the subject teachers will be counted as one
time of absence.

3. When students have accumulated a certain number of absence records, some follow-up measures
will be taken to tackle their poor performance.

® The Ist absence record: The students will be given a written warning.

® The 2nd absence record: The students will be given a black mark.

® The 4th / 6th / 8th / 10th absent record and onwards: The students will be given a black mark.
® (Class teachers and form discipline teacher may also contact parents or guardians for follow up.

Remark:

1. Students who are late for the lesson or absent from the lesson and have claimed to have wifi connection
problem should contact the office as soon as possible when the wifi problem is discovered. A letter
signed by the parent or guardian with the reason(s) clearly stated and dates should be submitted to the
school WhatsApp account, 67793439, the next day by the latest.

Once again, our school hopes to facilitate the students to become more independent learners before
they can make their way into university. We believe that with the assistance and guidance of parents or
guardians, our students can be effectively adapted to the new learning mode in order to explore the right
career to pursue.

Kindly acknowledge receiving and sign this circular by Parent App on or before 16" April, 2021.
Should you have any enquiries, please contact the General Office at 2323-4265.

Thank you for your attention.
Yours faithfully,

Dr. Chu Kai Wing—/
Principal

This circular is posted on the school website (http://www.ccchwe.edu.hk) Archives / Letter to Parents
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