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Circular No.: 19076
9™ April, 2020

Dear Parents/ Guardians,
Arrangements of Online Classes

Further to the circular 19073 dated 30" March, 2020, | write to inform you of the arrangements of
online classes which will take effect from 20" April, 2020 until further notice. Attached please find
the class timetables and instructions to students for your reference. There will be no online classes
on public holidays e.g. 30" April, 2020 and 1°* May, 2020. However, as the La Salle Day Prayer
Service will be suspended, the discretionary holiday on g May, 2020 will be cancelled. Online
classes will be conducted on 8 May, 2020.

Students should get prepared and reserve the time slots for online classes. Students should be
equipped with a mobile device or a personal computer with a microphone (preferably with a
camera) and a stable internet connection. If a student whose family is in financial difficulty, he can
contact the school secretary Mrs. Leung or the school social workers for assistance.

The online classes will be conducted through Microsoft Teams. If a teacher plans to use other
meeting tools, he/ she will inform students of the arrangement in advance. Students should stay
signed in to the Microsoft school account on the device they use the most and turn on notifications
so that they can get updated information promptly.

The general principles for the policies and procedures of online classes are no different from those
of classroom lessons. Students are expected to be well-behaved, attentive and engaged during
online lessons. Attendance will be taken at the beginning of each lesson. Students should fill in the
Attendance Form by entering their class, class number and name e.g. 6A01 Chan Tai Man.

If a student is sick and unable to attend the online lessons, his parent should either call the General
Office between 8:30 am and 9:00 am or send an email with the following details to
absence@csklsc.edu.hk : Class, Class Number, Student Name, Date of Absence, Reason, Parent’s
Name and Contact Number. Please put down “Leave Application” as the email subject line.

The attendance rate and the completion rate of assignments will be counted as part of the
academic performance in the second term. A good attendance rate and a good completion rate of
assignments are conditions for a student’s promotion to next class level.
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Students should respect privacy and copyright. They are not permitted to videotape or take photo
of online classes. Teachers will post their presentations together with the learning materials on
Microsoft Teams for students to do revision. These presentations and learning materials are for
internal use only. Students are not permitted to share these materials with any non-school
members or they will be disciplined.

If a teacher is sick or on leave e.g. serving as an invigilator for the HKDSE examination, he/she will
inform students of the cancellation of lessons and the arrangement of make-up lessons.

Learning tasks will be sent to students through Microsoft Outlook and Microsoft Teams as usual.
These tasks and the online lessons will complement each other. The next batch of learning tasks will

be sent to students on 20" April, 2020.

For enquiries, please do not hesitate to contact the General Office at 27118175.
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Lee Ting Leung
Principal
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