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Circular No. 24003

Dear Parents/ Guardians,

)

)

Absence Procedure

If your son/ ward is sick and intend to be absent, please phone the school office by 7:55 am. On the
first day back to school, your son/ ward should give a letter of excuse (and a medical certificate if
necessary) to the form teacher. Failure to present a letter of excuse will be regarded as truancy.
Unacceptable excuse (eg. overseas vacation) will also be regarded as truancy. We hope students will
take every opportunity to learn and please do not let your son/ ward be absent from school at his
own will. The absence procedure is outlined in the table below:

(A) Casual Leave | (B) Sick Leave (C) Early Leave

Sick
(Parents should
come and pick

up students)

(Coming back Casual
after the recess is
considered a

half-day absence)

Submitting the letter | 3 school days or 1% day back to | 3 school days or | Not Applicable
of excuse to the form before school before
teacher (including the day (including the

of absence) day of absence)
Penalty for failure to Truancy Truancy Truancy Not Applicable
submit the letter of (1 infraction) (1 infraction) (1 infraction)
explanation

For details of the absence procedure, please refer to the Student Discipline Handbook (posted on
the board near the canteen) and the Student Handbook.

Regulations Governing Bringing Valuable Items to School

Students should not bring valuables, large amount of money or anything that is not required for

school.

(A) Wallet

Students should keep their wallets safe. It is better for them to keep their wallets in trouser

pockets instead of school bags, school jackets or drawers.
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Circular No. 24003
(B) \aluable items/ Items not required for school
Any valuable items (e.g. electronic dictionary) and items not required for school (e.g. MP3
player, electronic game machine and electronic products of any kinds) are forbidden. If a
student brings any of these items to school, he will be given an infraction. The item will be
confiscated. The item may be returned to parents if a formal request is made.

111) Attitude Improvement Class (AIC)

Teachers may ask misbehaving students to attend the AIC after school until 4:30 pm. If a student
cannot attend the AIC, he should get approval from the teacher concerned. Students have to submit
a letter of excuse and attend another AIC next school day. Absence without reasons will be regarded
as truancy and one infraction will be given as penalty. The school will send an eClass message to
notify the parent/ guardian.

Thank you for your attention.

Yours faithfully, ==
> \ e Ve 1

Lee Po Chu Fiona
Principal
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