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Aot the Fandbaokd

1. This Handbook provides parents with the necessary information regarding school policies and
procedures.

2. The word ‘Parents’ in this Handbook refers to parents or guardians as registered in the school’s records.

3. There is an e-version of this Handbook on the College Homepage. The information provided in this
Handbook will be accurate and up to date one month before the new school year. Updated information
will be posted on the College Homepage whenever necessary. Parents will be informed at the same time
of any relevant changes.

To the parents

When parents enroll their children in our college, we assume that they are pledging to work together with
teachers and staff members in educating the students. Effective communication between parents and the
college is an essential part of this process. You are strongly encouraged to read this Handbook and also the
students’ handbook carefully.

During the school year, please check the Student Handbook every day for messages from the college
concerning your child. There is space in the student handbook for you to write to the class teacher of your
child too. You are also welcomed to call the General Office regarding any enquiries.
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Section | General Tnjormation

1.01 School Contact

Address
Telephone
Fax

URL

E-mail

11, Mei Lai Road, Mei Foo Sun Chuen, Kowloon.

2194 5707

2194 5718
https://www.plktnkjsc.edu.hk
plktnkjsc@plktnkjsc.edu.hk

1.02 Teaching Staff & Technicians‘

1.02.1 Teaching staff and their location

Principal
Vice-Principals

: Mr Wong Chung Ki
: Ms Chiu Man Ming

: Ms Wong Hiu Tung

Assistant Principal
Associate Principal (STEM)

Assistant Vice-Principals

: Ms Leung Pui Fan

: Mr Yeung Wing Shing
(IT) : Mr Lai Chun Fai

: Mr Kau Chun Ming

: Mr Kwan Siu Ming

Faculty of English

Dean of English
Department of English Language
Mr Lam Wai Kin
Mr Sze Chik Ki

Faculty of Chinese Language & Culture and History

Dean of Chinese Language & Culture and History

Department of Chinese

Ms Wong Hiu Tung

Ms Poon See See

Department of Putonghua

Ms Lu Yu Yun

Department of Chinese History

Mr Chan Hon Shing

Faculty of STEM
Dean of STEM

Department of Mathematics
Mr Kau Chun Ming

Mr Cheng Yuk

Department of Science

Mr Kwan Siu Ming

Mr Ma Kai Sing

Dr Chan Ka Yee

Department of Information & Technology Studies

Mr Yeung Wing Shing

Mr Woo Yue Tin

Department of Living Technology
Ms Li Man Yee

Department of Design & Technology
Mr Woo Yue Tin

: Mr Lam Wai Kin

: Ms Wong Hiu Tung

: Mr Yeung Wing Shing
: Mr Kwan Siu Ming

1/F General Office (WW)
1/F General Office (WW)
1/F General Office (WW)
1/F General Office (WW)
1/F General Office (WW)

1/F 141 (NA)
2/F 206A (WW)
2/F 206B (WW)

1/F Staff Room 1 (EW)

1/F Staff Room 1 (EW)
1/F Staff Room 1 (EW)

1/F General Office (WW)

1/F General Office (WW)
1/F Staff Room 1 (EW)

1/F Staff Room 2 (EW)

1/F Staff Room 1 (EW)

1/F General Office (WW)

2/F 2068 (Ww)
2/F 206A (WW)
1/F Staff Room 1 (EW)
2/F 2068 (WW)
4/F Phy Lab (SW)

3/F Bio-Tech Lab (SW)

1/F General Office (WW)
3/F D&T Lab (EW)

1/F Staff Room 1 (EW)

3/F D&T Lab (EW)



Faculty of Humanities
Dean of Humanities
Department of Social & Cultural Studies
Ms Wong Yin Man
Mr Yuen Chun Bong
Department of History
Ms Chiu Man Ming
Department of Geography
Ms Leung Pui Fan
Department of Finance & Accounting
Mr Chan Tsan Sen
Department of Economics
Mr Chan Tsan Sen

Faculty of Creative & Performing Arts
Dean of Creative & Performing Arts
Department of Music
Ms Wong Cheuk Yan
Department of Visual Art
Ms Wong Man Hoi

Faculty of Sports Science

Dean of Sports Science
Department of Physical Education
Mr Chung Kai Kin (Panel Head)

Assistant Teachers Ms Ren Jiaoye
Ms Shen Jiani
Ms Tin Kuk Wa

: Ms Li Man Kwan

Teaching Assistants

Mr. Tam Ying Yung

Library Assistant Ms Lo Tsz Kam
Technology Assistant

Lab Tech./Assistant

Mr Wong Tsun Kit
Ms Ng Tsz Ying
Ms Jiang Yingzhi

IT Technician

Ms Ng Hiu Mu Nina

Mr Chau Chin Man

: Ms Poon See See

: Ms Cheng Sau Chu

: Mr Kwan Siu Ming

1.02.2 Teaching Staff for Consultation on Specific Area

Area
Academic Matters

Application for Student Subsidy

Careers Guidance

Discipline & Guidance

Extra-Curricular Activities
Library Matters
Lunch Box Arrangement

Moral & Civic Education, Community Services
Parent Teacher Association

School Safety & Insurance

School Website/School App

Teaching Staff
Ms Wong Hiu Tung
Ms Chiu Man Ming

Mr Yeung Wing Shing

Mr Kwan Siu Ming
Ms Wong Yin Man
Ms Li Man Yee

Ms Leung Pui Fan
Mr Ma Kai Sing

Mr Sze Chik Ki

Ms Chiu Man Ming
Mr Kau Chun Ming
Mr Chung Kai Kin
Ms Wong Yin Man
Mr Yuen Chun Bong
Ms Tin Kuk Wa

Ms Wong Yin Man
Ms Li Man Yee

Mr Chan Hon Shing
Mr Ma Kai Sing

Ms Leung Pui Fan
Ms Li Man Yee

1/F Staff Room 1

1/F Staff Room 2
1/F Staff Room 1

1/F General Office
1/F General Office
1/F Staff Room 1

1/F Staff Room 1

1/F Staff Room 1
1/F Staff Room 2

1/F Staff Room 1

2/F 206B
1/F Staff Room 2

1/F Staff Room 1
1/F Staff Room 1
5/F Library

1/F Staff Room 2
3/F D&T Lab

5/F Library

1/F General Office
4/F Phy Lab

3/F Bio-Tech Lab
1/F Staff Room 2
1/F Staff Room 1

Location
1/F General Office
1/F General Office
1/F General Office
2/F 206B
1/F Staff Room 2
1/F Staff Room 1
1/F General Office
4/F Phy Lab
1/F Staff Room 1
1/F General Office
2/F 206A
1/F Staff Room 2
1/F Staff Room 2
1/F Staff Room 1
5/F Library
1/F Staff Room 2
1/F Staff Room 1
1/F Staff Room 1
4/F Phy Lab
1/F General Office
1/F Staff Room 1

(Ew)

(EW)
(EW)

(Ww)
(Ww)
(EW)

(EW)

(Ew)
(EW)

(EW)

(Ww)
(EW)

(EW)
(EW)
(Ww)
(EW)
(EW)
(Ww)
(Ww)
(SW)
(SW)
(EW)
(EW)

(WW)
(WW)
(WW)
(WW)
(EW)
(EW)
(WW)
(SW)
(EW)
(WW)
(WW)
(EW)
(EW)
(EW)
(WW)
(EW)
(EW)
(EW)
(SW)
(WW)
(EW)



1.02.3 Class Teachers

Class Class Teachers Location
1A Mr. Tsang Kin Pui Mes. Li Shun Nga 1/F Staff Room 1 (EW) 1/F Staff Room 2 (EW)
1B Mr. Chan Tsz To Ms. Wong Cheuk Yan 1/F Staff Room 2 (EW)  1/F Staff Room 2 (EW)
1C Ms. Chong Wing Ki Ms. Li Ying Qi 1/F Staff Room 1 (EW) 1/F Staff Room 1 (EW)
1D Ms. Yuen Sau Yan Mr. Sze Chik Ki 1/F Staff Room 1 (EW) 1/F Staff Room 1 (EW)
1E Ms. Chung Sze Pui Mr. Lau Kin Fai 1/F Staff Room 1 (EW) 1/F Staff Room 1 (EW)
1F Ms. Lu Yu Yun Mr. Woo Yue Tin 1/F Staff Room 1 (EW) 3/F D&T Lab (EW)
2A Mr. Ma Kai Sing Ms. Tong Li 4/F Phy Lab (SW)  1/F Staff Room 1 (EW)
2B Mr. Yuen Chun Bong  Ms. Wong Man Hoi 1/F Staff Room 1 (EW) 1/F Staff Room 1 (EW)
2C Ms. Li Man Yee Mr. Wong Hoi Wang 1/F Staff Room 1 (EW) 1/F Staff Room 1 (EW)
2D Mr. Mak Yue Cheung  Ms. Law Hon Yin 1/F Staff Room 1 (EW) 1/F Staff Room 1 (EW)
2E Mr. Cheng Yuk Ms. Chau Siu Tung 1/F Staff Room 1 (EW) 1/F Staff Room 1 (EW)
2F Mr. Chu Siu Cheung Ms. Lam WanYi 1/F Staff Room 2 (EW) 1/F Staff Room 1 (EW)
3A Ms. Poon See See Mr. Li Chun Ngan 1/F Staff Room 1 (EW) 1/F Staff Room 1 (EW)
3B Ms. Cheng Sau Chun  Ms. Ren Jiaoye 1/F Staff Room 1 (EW) 1/F Staff Room 1 (EW)
3C Mr. Lam Wai Kin Ms. Prasad Ananya 1/F Staff Room 1 (EW) 1/F Staff Room 1 (EW)
3D Mr. Yuen Chun Bong  Mr. Kwok Tsz Kit 1/F Staff Room 1 (EW)  1/F Staff Room 2 (EW)
Ms. Sana 1/F Staff Room 2 (EW)
3E Mr. Chan Tsan Sen Ms. Chan Wai Ling 1/F Staff Room 1 (EW) 1/F Staff Room 1 (EW)
3F Ms. Siu Wing Ngan Mr. Lai Hui Tung 1/F Staff Room 2 (EW) 4/F Phy Lab (Sw)

1.03 Opening Hours

1.03.1 Official Opening Hours

School Day

School Holidays

Mon — Fri
(Assembly Day)

Mon - Fri

Sat

General Office

7:30a.m. - 5:45p.m.

8:30a.m. — 5:00p.m.

8:30a.m. —12:30p.m.

Library 8:00a.m. — 6:00p.m. Closed
PSS e Closed
220, it5p.n= e Cosed

1.03.2 Stationing Day and Time of School Social Workers

Monday to Friday of school days from 9:00a.m. to 5:00p.m.



Section 2 readenic Tuformation

‘2.01 Whole-school Language PoIicy‘

2011 Aims

(a) To further enhance students’ proficiency in languages for the new curriculum.
(b) To enable every student to be prepared for the ever-changing socio-economic demand of Putonghua

and English i

2.01.2

n the 21% century.

Objectives

(a) To develop students’ English proficiency in the four skills: reading, writing, listening and speaking.
(b) To develop students’ Chinese (PTH) proficiency in the two skills: listening and speaking.

(c) To enhance students’ exposure to both Putonghua and English and its use in school.

(d) To facilitate the use of languages in a variety of meaningful contexts.

2.01.3  Medium of Instruction plans in practice
For Secondary 1:
English Language, Integrated STEM (Mathematics, Science,
English as medium ||Information & Technology Studies, Living Technology, Design &
) o of instruction Technology), Integrated Humanities (History, Geography), Integrated
:rln:_al:lly In Arts (Music, Visual Arts)
nglis
.. |[Integrated STEM (Information & Technology Studies, Living
Extended learning in ) s .
English Technology, Design & Technology), Integrated Humanities (History,
Geography), Integrated Arts (Music, Visual Arts)
PTH as r_’nedlum of Chinese Language, Putonghua
Instruction
Primarily in Chi L Chi Hi I dH ities (Social &
Chinese Chinese as medium inese ang_uage, |_nese |story, ntggrate .umanlltles ( oaa_
. . Cultural Studies), Physical Education, Life Education, Library Studies
of instruction . .
and Project Learning, OLE Lesson

For Secondary 2:

English Language, Integrated STEM (Mathematics, Science,
English as medium ||Information & Technology Studies, Living Technology, Design &
) o of instruction Technology), Integrated Humanities (History, Geography), Integrated
:rln:_al:lly In Arts (Music, Visual Arts)
nglis
.. |lIntegrated STEM (Information & Technology Studies, Living
Extended learning in ) . .
Enelish Technology, Design & Technology), Integrated Humanities (History,
8 Geography), Integrated Arts (Music, Visual Arts)
F’TH as r_‘nedlum of Putonghua
Instruction
Primarily in Chi L Chi Hi I dH ities (Social &
Chinese Chinese as medium inese ang_uage, |.nese |story, ntggrate .uman_ltles ( oua_
. . Cultural Studies), Physical Education, Life Education, Library Studies
of instruction . .
and Project Learning, OLE Lesson




For Secondary 3:

English Language, Integrated STEM (Mathematics, Advanced Science
English as medium ||[Physics, Chemistry, Biology], Information & Technology Studies),
) o of instruction Integrated Humanities (Geography, Economics, Finance &
:rln:_al:lly In Accounting), Integrated Arts (Music, Visual Arts)
nglis
.. |lIntegrated STEM (Information & Technology Studies), Integrated
Extended learning in o . . .
Enclish Humanities (Geography, Economics, Finance & Accounting),
8 Integrated Arts (Music, Visual Arts)
PTH i
. as r_’nedlum of Putonghua
Instruction
Primarily in Chi L Chi Hi I dH ities (Social &
Chinese . . inese Language, Chinese History, Integrated Humanities (Socia
Ch!nese as_ medium Cultural Studies), Physical Education, Life Education, Library Studies
of instruction . .
and Project Learning, OLE Lesson

For Senior Secondary 1 to 3 (Po Leung Kuk Vicwood K.T. Chong Sixth Form College)

English Language, Mathematics, Physics, Chemistry, Biology,
. o . . Geography, Economics, Business, Accounting and Financial Studies
Primarily in English as medium ) o
Enelish of instruction (BAFS), Information and Communication Technology (ICT),
8 Health Management and Social Care (HMSC), Tourism and
Hospitality Studies (THS), Integrated Arts, Physical Education
Primarily in Chinese as medium ||Chinese Language, Chinese Literature, Citizenship and Social
Chinese of instruction Development, Chinese History
2.01.4  The Arrangement of Extended Learning Activities

(@) Our school has transformed the Extended Learning Activities lesson time into teaching the non-
language subjects (Mathematics, Integrated Science, Advanced Science [Physics, Chemistry, Biology])
in English as medium of Instruction for all Junior form Students.

(b) Our school would conduct ELA in English for some selected subjects in the following modes:

(i) Teaching individual modules or themes in English in the relevant subjects: Non—language
subjects involved are: Information & Technology Studies, Geography, History, Economics,
Finance & Accounting, Living Technology, Design & Technology, Music, Visual Arts.

(ii) Strengthening the bridging programmes of relevant subjects to facilitate a smooth transition

for students to adapt the EMI learning at senior secondary levels.

2.01.5

Provisions and supports

(a) Inside the classrooms
(i) Creating language-rich classrooms (e.g. display students’ work on the boards, signs, posters,

slogans, etc.)

(i) Developing and conducting language-across-the-curriculum learning activities (e.g. Lab Report,

cooperation between Language panels and other panels such as Geography, History, etc.)

(iii) Providing self-access learning materials and equipment (e.g. books, keynotes, videos,

magazines, enrichment exercises, etc.)

(iv) Designating reading activities (e.g. sharing after reading, introduction of good books, extensive

reading scheme, cross-curricular reading scheme, etc.)

(b) Outside the classrooms
(i) Setting up language learning corners/rooms (e.g. language laboratory, multi-media learning

center, etc.)

(ii) Providing enrichment programs (e.g. summer bridging courses, after-school supplementary

lessons, etc.)

(iii) Providing interesting talks/activities (e.g. sharing on writing, drama performance, etc.)



(iv) Creating a language-rich campus (e.g. English & PTH sharing in morning assembly, English
drama activities, exchange student program, etc.)
(v) Organizing co-curricular activities/competitions for students of different levels.
(c) Outside the school
(i) Partnership with the community to motivate students to participate in public/inter-school
competitions (e.g. speech festivals, debates, etc.)
(i) Emphasizing the importance of gaining exposure through the mass media (e.g. newspapers, TV
programs, movies, magazines, website, etc.)
(iii) Collaboration with local schools/institutions in organizing stimulating activities (e.g. inter-
school oral practices)
(d) Other supportive measures
(i) Remedial teaching / split class teaching arrangement for language subjects.
(ii) Common slot in timetable for language teachers for collaborative lesson preparation.
(iii) Participation in training courses (e.g. ILLIPS) by teachers using EMI in teaching the subjects.
(iv) Sustainable development for teachers after the English Enhancement Scheme.
(v) Support from Native Speaking Teachers (NETs) to promote a favorable English learning
atmosphere for students.

2.02 Academic Assessment

There are two uniform tests and two examinations each school year. Promotion or not depends on the total
mark of the uniform tests, examinations and summative assessment.

2.02.1  Calculation of total mark

ltem Content Percentage
Test Test mark 25%
Assessment
Exam Exam mark 50%
Uniform Quizzes Quiz mark
25%
Self-regulated learning | Performance in self-regulated learning (Different
Summative _ _ percentage
assessment Daily homework Assignments distribution
Collaborative learning / Group learning in different
Other performance performance / Dictation assessments / subjects)
E-learning performance, etc.

2.02.2  The weightings of the assessment
Subject Weightings

Chinese and English: 300% each
Mathematics: 200%
Integrated Science (Form 1-2):  150%
Advanced Science (Form 3): 150%
School-based Maker curriculum: 100%
Other Weighted Subjects: 100%



2.02.3  Examination regulations

(a) Students have to come to school for assessment according to the test and examination timetable.
Latecomers must get permission from the chief examiner before entering the exam center. There
will be no extra time given for the exam duration.

(b) During the examination, students are not allowed to leave early or leave the examination center.

(c) Students who cheat will be penalized and the subject involved may be disqualified and given zero
mark for that examination paper.

(d) All extra-curricular activities and ball games are cancelled one week before the examination and for
the duration of the examination period.

(e) Students must inform the school on the day they take a sick leave during the examination period.
Students have to hand in a parents’ letter and the sick leave certificate on the day they come back
to school and contact the subject teacher for re-examination. No make-up examination will be
conducted if students are absent with no reason or play truant.

(f) Make-up examination papers will be counted as 80% of the total mark.

(g) If the EDB announces no school for all secondary school on an exam date, the school will set another
date for the examination affected. Examination dates for other subjects remain unchanged.

‘2.03 Promotion and Graduation Requirements

2.03.1 Form1and Form?2
(a) Students should get all passes in the three core subjects: English, Chinese and Mathematics.
(b) The average mark of all subjects should reach 50 marks or above.
(c) Form 2 students should get at least a Grade D in Project-based learning.
(d) The conduct grade should be Grade B or above.
(e) Students should have not less than 95% attendance rate.

2.03.2  Form 3 (Promote to Sixth Form College)
(a) Students should get all passes in the three core subjects: English, Chinese and Mathematics.
(b) The average mark of all subjects should reach 50 marks or above.
(c) Students should get at least a Grade D in Research Thesis.
(d) The conduct grade should be Grade B or above.
(e) Students should have not less than 95% attendance rate.

It will be regarded as a permitted promotion, trial promotion or repetition if students cannot meet the
promotion requirements.

2.04 Guidelines on Make-up Examination

2.04.1 Make-up examination will be arranged for sick leave or casual leave (must apply in advance) only.
Make-up examined subjects will be counted as 80% of the total mark.

2.04.2 No make-up examination will be conducted if students are absent with no reason.

2.04.3 Latecomers will not be given extra exam time or make-up examination.

2.04.4 Make-up examination will be held on or before the next school day of the last test or exam day.



2.05 Application for Testimonials, Transcripts & Letters of Attendance‘

2.05.1 All Form 3 students will receive their testimonials and transcripts from class teachers on the day of
the Form 3 Graduation Ceremony at the end of an academic year.

2.05.2

Parents can apply for the recommendation letters, transcripts and/or letters of attendance for their

child if they have the need for pursuing further studies.

2.05.3 Application forms are available in General Office.

2.05.4 Completed application form should be submitted in person to the General office at least 10
working days beforehand. Normal processing time required upon receipt of the application form is
10 working days (excluding Saturday, Sunday and public holidays).

2.05.5

Only one copy will be issued to the applicant. Applicants are advised to make copies of the

recommendation letters / certificates if necessary. The school will issue more recommendation
letters/ certificates upon the receipt of written requests from other academic institutes only.
2.05.6 The recommendation letter / certificate will be distributed to the respective applicant through the

class teacher once it is ready.

Samples of the Application Forms

TONG NAJ KAN JUMIOR SECONDARY COLLEGE ___RARRDRAGRE

15 Mal Lal Rood Shamdeipo. Kewloon. Tl 2IIT0T  Fac 2IMSTIR WRRASELS IR

Application for Recommendation Letter

ExiE/EGRRBE YRR

(For current students only)

11 Mol Ll Kood, Sharmbadpo, Kowloon.  Tet 21945907 Sax 21945718 ARRAMELE 1IN

PLK TONG NA| KAN JUNIOR SECONDARY COLLEGE  RARMDEBNSRE

Ploare read the inforwasion overienf Mcfove compieting this form
L Particulars of Applicant

Name: L § /
(in Englssh, BLOCK letters)

HKID Card No.: | | I ‘ l J| I [(7[

Date of birth: __ _ (day)/ (month) (year)

(ia Chinese, if uwb:a‘:l:l

Class: Class No.: ( ) No. of Copy: 1

Duwte of admission ~y 20

I Outstanding Other Learning Experiences at JSC

Year Activithes / Duties

1

- L
Sigrature of Applican

Sigmatuee of Parents'Guardian: Date:

1L For Urgent Cases

Date required (Supportisg document is attached.)

Application for Transcript
Uk b2tk Wik

(For current students anly)

For Official Use Only
a)  Applicassion reccived on by 00 behalfl of Chass towchver.
b)  Drafiod ketter approved by OOC o
s)  Prosfread by _ o
&)  Letier spproved by CGC o
€)  Letter peepared by G.O. ™
) Sigratsere of the recipient. Dute:

Pleese rend the iformativn orerfoaf before coupleting this form

L. Particulars of Applicant

Name

(in English, BLOCK leticrs)

Dase of hink (day) (msonth)) (year)

(im Chinese, if applicable)

Class Class No.: ( ) No, of Copy

Date of admission 20

1L Reasen for the application

Signature of Applicant:

Signature of Parents/Guardion Date

I For Urgent Cases

Date requared (Supporting document Is attached.)

For Official Use Only
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Section 5 Othen Learning Expencences (0LE)

In order to achieve the learning objectives of OLE, our school is providing students with a broad and balanced
curriculum with diverse learning experience to foster whole-person development through the four areas of
OLE (Moral and Civic Education, Community Service, Career-related Experience, Aesthetic Development).

Aims and Expected Outcomes of Other Learning Experiences (OLE):

(a) To widen students’ horizons, and to develop their life-long interests;

(b) To nurture positive values and attitude; and

(c) To provide students with a broad and balanced curriculum with essential learning experiences in
order to nurture the five essential Chinese virtues, ‘Ethics, Intellect, Physical Development, Social
Skills and Aesthetics’; and

(d) To facilitate students’ all-round development as life-long learners with a focus on sustainable
capacities.

‘3.01 Arrangement of the Gifted Education (School Teams)‘

The Gifted Education in our school is planned in accordance with the Three-tier Implementation Model
articulated by the EDB.

a

Level 3 3E
Levelo Hong Kong Academy for Gifted Education (HKAGE) nomination
Off-school support Web Course offered by HKAGE and EDB

Programs offered by Tertiary Institutions
Level 2 2C

. 2D

School-based pull-out Star Program, Leadership Subiect school t
programs training, Creativity school team ubject school teams
Level 1 1B

1A Differentiated instructions
School-based whole- MAKER Curriculum ) ) ’
class teaching subject-based enrichment

General enrichment Specialized

(Specific domain)

e Various school teams are provided for our students.

e The updated information of the school teams will be uploaded to the school homepage by the end of
August every year.

e Students can join the school teams of their own choices in mid-September every year. The selection of
school teams will also be carried out at the same time.

3.01.1 Star Program

(@) Our school has launched the “Star Program” since 2017 in order to provide more systematic nurture
to gifted students with high potentials in our school.

(b) Students can be nominated by teachers and parents in the following domains:
Chinese Language, English Language, Mathematics, Science, Humanities, Computer & Technology and
Leadership.

() Members in the Star Program will have priority in being nominated and receiving subsidy from the
school for Level 3 Gifted Education Programs. Members will also have the priority in being selected to
participate in gifted education-related exchange programs.

11



(d)

Major Level 3 Gifted Education Programs:

(for reference, information will be released via parents’ letters and on school website when confirmed)

Program

Organizer

Application period

1. Dual Program

The Hong Kong University of
Science and Technology (HKUST)

Late September

2. Program for the Gifted and Talented

The Chinese University of
Hong Kong (CUHK)

October and April

3. Nomination for membership

The Hong Kong Academy for
Gifted Education (HKAGE)

January and May

4. Online Web Course HKAGE and EDB October
The following chart summarizes the details of the Gifted Education (School Teams).
Gifted Education
|
| |
Academic Aesthetics Sports
Stream Stream Stream
| | |
| | | | |
Language M?th & Humanities PR Music Ball Games Athletics Martial
. Science 2 . . . .
Domain R Domain . Domain Domain Domain Domain
Domain Domain
English Basic Law &
Mathematics National Drama Volleyball . Taekwondo
= Language = ) ) = Orchestra = Athletics Team
Team Diplomatic Team Team Team
Team TeEmm
Chinese Bio-Chem and Economics Dancin Chinese Badminton Swi §
== |anguage = Research =& Accounting € = Orchestra wimming
Team Team Team
Team Team Team
Innovative Na.tional Visual Arts Percussion Table tennis
= Technology — History = Ensemble —
Team Team
Team Team Team
Robotic Backstage & Handbell Basketball
= Technology Photographic e
Team TEm Team Team
Creative Campus TV & e Hocke
== Thinking Film-shooting ~ fem Choir v
Team
Team Team
- Soccer
Team

12



3.02 Arrangement of the Extra-Curricular Activities Lesson (ECA)‘

3.02.1 According to students’ interests and school’s situation, various clubs or classes are established.

3.02.2 Several ways, such as bulletins, posters, banners, public announcements, newsletters and personal
contacts will be used to keep students and parents be informed about the activities.

3.02.3 Student should take at least one of the ECAs to fulfill the “One Student, One ECA” policy.

3.02.4 Students can choose their interested ECAs on Recruitment Day by filling in the ECA application form.

3.02.5 Some ECAs may require students to pay for the course materials / coach fee.

The following chart shows the details of the extra-curricular activities:

.--
.--

\3.03 Requirement for Services\

Every student is required to participate in voluntary service for at least three hours each year. When a student
leaves junior secondary college after three years, they should have at least nine hours of voluntary service.
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Section 4 Other School Suppont

‘4.01 Student Subsidies‘

4.01.1  Application for Student Health Service

(a) All S.1 application forms will be distributed by the school on 1/9/2023. Applicants are expected to
submit the completed forms to their class teachers on 7/9/2023.

(b) Each participating student will be scheduled for an annual appointment at a designated Student Health
Service Centre according to the location of the attending school.

(c) An appointment letter will be sent to you through the school about one month before the appointment
date. Parents are invited to accompany your child to attend the appointment.

4.01.2  Application for Personalized Octopus Card (Student Travel Scheme)

(a) Students who would like to apply for the Student Travel Scheme must apply for a Personalized Octopus
Card first.

(b) Students can apply for a Personalized Octopus with "Student Status" or to Activate or Renew the
"Student Status" on their existing Personalized Octopus online through MTR web page:
http://www.mtr.com.hk/en/customer/tickets/student travel scheme.html
https://youtu.be/j5ZSfh3hr5I.

(c) Besides, application form can also be obtained from the MTR Customer Service Centre or download from
MTR website http://www.mtr.com.hk/ch/customer/tickets/terms.php. All application forms should be
submitted to General Office (Ms Rannie Wong) before 31% October for the school stamp first. Then, the
students should submit the stamped application form and pay the fee to the MTR customer service
centre in person.

4.01.3 Application for the School Textbook Assistance / Student Travel Subsidy Schemes / Subsidy Scheme

for Internet Access Charges

(a) Parents can apply for the Assessment of Eligibility starting from May each year.

(b) If applicants have provided all necessary information and can pass the means test, a notification of the
result will be issued by the Student Financial Assistance Agency (SFAA) to the applicants in late August
of the same year.

(c) For families who can pass the means test, Eligibility Certificates (ECs) will be issued to those children
whom the applicants have indicated the need for an EC in the application form.

(d) Parents receiving the Eligibility Certificates should select the appropriate scheme(s) in the ECs for their
children and submit the completed ECs to the class teacher (in normal situation) or General Office (Ms
Rannie Wong) (in school suspension period).

(e) In general, the SFAA will not accept any EC submitted after the deadline. Parents should fill in the
Eligibility Certificate and return it to school on or before the deadline within the academic year.

(f) From the date of 1% September until January, parents should submit the Eligibility Certificate to class
teachers or SAC teacher-in-charge as soon as possible during this period. Otherwise, the financial
assistance will not be released after the deadline even if they pass the means tests.

(g) Families that have serious financial difficulties should apply for the scheme with a written letter and
return it to the school with the Eligibility Certificate.

(h) For those who have not received any Eligibility Certificates and would like to apply for the Assessment
of Eligibility within the academic year, Application Form A can be obtained from the General Office, the
Home Affairs Department, the Regional Education Office or the Student Financial Assistance Agency
within the office hour on or before March each year.

(i) For those who have any enquiries concerning the eligibility and application procedures may visit the
SFAA website: https://www.wfsfaa.gov.hk/sfo/en/index.htm or contact the SFAA at 2802 2345.
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4.01.4 Application for the EDB Student Grant

(a)

(b)

(c)

(d)

(e)

(f)

(8)

(h)

(i)

The Student Grant will be non-means-tested. All students, as at the date of application, studying in
secondary day-schools that offer local or non-local curriculum in Hong Kong, are eligible for the Grant.
Holders of student visa for entry into Hong Kong for studies and holders of Form of Recognizance issued
by the Immigration Department are not within the scope of subsidy.

For the “Student Grant” Application Forms, there are Form A and Form B. Form A is a blank form
(applicable to students who are newly admitted to a school in this school year, have transferred to
another school, have not received Form B issued by the Education Bureau or have been urged to amend
some important information in the form). Form B is pre-printed with the basic information of the student
as well as that of the applicant (applicable to students who have been promoted to the next class level
in the same school).

Besides, electronic submission (e-Submission) of application for student grant is implemented starting
from the 2023/24 school year. To submit applications electronically in September in the new school year,
parents must have a user account of “iAM Smart+” with digital signing function. Parents may register for
“iAM Smart+” in person at the district “iAM Smart+” self-registration kiosks or registration service
counters at around 160 locations, including Post Offices in various districts. For details, please visit the
related government webpage: https://www.iamsmart.gov.hk/tc/.

Apart from submitting online applications via the e-submission platform, parents can still follow the
existing practice to submit the completed paper application forms to the EDB through the schools,
however, the disbursement of grant may be delayed slightly.

In general, Form B will be distributed by class teachers in early October. Students will receive Form A if
they have not received Form B. Besides, parents will receive a guideline. Based on the guideline, parents
must fill in the form and make sure that all the information is correct in order to avoid any delay in
receiving the Student Grant.

In order to reserve sufficient time for handling applications, parents should complete the forms and urge
students to return them to their class teachers before the deadline. After preliminary check, the school
will send application forms to the Education Bureau.

If students cannot return to the school due to special circumstances, the staff members in the General
Office will contact parents to come to school and handle the applications. Parents must bring their
passbooks, fill in the application forms and submit them to the school.

It is estimated that the deadline of collecting the application of Student Grant will be in early November.
Except under special circumstances, the school will stop issuing and handling applications of the
academic year after the deadline of application.

Please be reminded that the procedure above may be updated by the Education Bureau. The policy and
procedure may be subject to change. If further inquiries are needed, parents can contact the Special
Duties Office of the Education Bureau on 38502000, or by spdoenquiry@edb.gov.hk. In addition, parents
can browse the following website for more information:
https://www.edb.gov.hk/tc/student-parents/support-subsidies/student-grant/index.html

‘4.02 Locker Arrangement‘

4.02.1 The aim of providing lockers is to build up self-management skills of our students.
4.02.2 The lockers are located in the corridor of each floor.
4.02.3  Students are required to lock their lockers properly. It is the responsibility of the students to take

care of their personal belongings.

4.02.4  Alocker is assigned to each student in September of every academic year.
4.02.5 Students are required to take their belongings home during long holidays.
4.02.6  Allfood and drinks are not allowed to be stored in the lockers.

4.02.7  Students are allowed to use their lockers until the last day of 2" term.
4.02.8 2/F students can use the smart lockers with their student cards.
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‘4.03 Common Log-on

In order to help parents to manage different school app accounts in a more convenient way, the school has
provided a Google account for all parents and students for common log-on purpose. Parents can use the
assigned Google account to log in school website (w.TNKJSC) and different school app services including
Xx.TNKIJSC, p.TNKJSC, m.TNKIJSC, I.TNKJSC and b.TNKJSC. The account details are as follows:

Example student’s account: s1234@plktnkjsc.edu.hk

Example parent’s / guardian’s account: p1234@plktnkjsc.edu.hk
Password: Y1234567

**The default password of both parents’ and students’ school accounts

are HKID Card number (Capital letters) of the corresponding student. **

4.04 School Website (w.TNKJSC)

4.04.1 Login & account settings
Step 1) You may login to the school website via the following URL:  https://www.plktnkjsc.edu.hk/
using the school login account.

User fogin. Username [ login |

Po Leung Kuk Tong Nai Kan Junior Secondary College

w. INKJIS(

'. ' ’ ‘-"‘
wldF N ; 1, A _4‘ ol

The default bassword "of both parents’ and students’ school accounts are HKID Card number
(Capital letters) of the corresponding student.

Example student’s account: s1234@plktnkjsc.edu.hk

Example Parent’s / guardian’s account: p1234@plktnkjsc.edu.hk
Password: Y1234567

Step 2) If you have successfully logged in, your account username will be shown at the top-left hand corner.
testparent@plktnkjsc.edu.bk My account Log out

Step 3) You may click ‘My account’ to edit your password and update your email (not recommended).

View Edit My Reservations

Current password

Ender your curret pastwerd B0 CNAe The £ ' addrens o Mmssworyd

E-mail address *
teuparerd Podatricnc odu ha
A i - a00oein. AL £ ads T ThE Spieen will Be St 10 TR AOOvens. T -l B000aas 6 St Fade SVONC A il ety D el F s R D0 PR & e

pasyword Or Wb O Teceive Cortain rews or sotfications By e-mad 16



4.04.2 Website sessions

4.04.2.1 Frontpage
On the frontpage, you may find the navigation menu and homepage tabs on the top, and the
sitemap at the bottom. Some information requires users to login to see.

— ———— o
—————— ——— e——
- —— e — ——— e ——

[

g Y de e mder (e

u’-':‘t: 7"‘5:‘_ ::::- —_—— - r———

R -———

S t—— e — ——
————
. — et e -r—————

T 4 — e ————
. ———

Navigation menu and homepage tabs Sitemap
Below show some frequently used sessions of the website.

4.04.2.2 Latest Notices (requires login)
Parents may find electronic copies of school notices in ‘Latest Notices’.
(or under the ‘School Life’ > ‘Notice to Parents’).
The school notices are in PDF format. Click on PDF link to view and download the notice.
: . B v 3

Lanest Noties

1 Dowsend 2000071900004 1190, 547 (849,04 KB)

Downloading the Adobe Acrobat Reader for Viewing the Notices.

If you are using Windows platform, you may need to install Adobe Acrobat Reader for viewing the
e-copies. You can download the software from the Adobe Homepage in the link below:
http://get.adobe.com/tw/reader/

Refer to the steps below to download and install the software.

1 ENAEEPTEIRS - B . 3 Lo 2 T R R
r'....'u.. wreR rrawr ]
LS e L FATanENEx
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L e .":IE-P: 83
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TeaRsscen : = . e
‘ a7 i L
FARSEREN TRAAM T <
s "
" e el o b
2 Lo ) LR LB ’ ’ M

o T

4 B" geanraw PaTas Be ey

S aRpares E
qfian Abnt et WUNT
WACNTE A Sy Wit S s shad

e 4 en ) rivw
v @cpasii W T
<
Aa2iR 23
AlTRAn e P L £
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4.04.2.3 Latest Messages (requires login for internal messages)
New announcements can be viewed in ‘Latest Messages’.
(or under the ‘School Life’ > ‘School Messages’)

h 4

w. TNKJS(

SMM

The *Po Leung Kuk Chiness Opera Programme Fisal Parformance™ will Be held at Ko Shan
. Theatre from 2:00p 20 S:00p on 10 July. Al S.1 students should come Lo school at
[somenemen | ;oo n 10 3y

[BARAAEARERERY RINOETFFNRINERLEISS B -GRIARTS
Ll L SO

4.04.2.4 Student Conduct Marks (requires login)

Students and their parents can view their conduct mark summary in ‘School Life’ > ‘Conduct Marks’

Conduct Marks

: Grade

B-

o Comduct marks: 81

o Mygjor meril: 0

o Minor menit: 0

* Meric o

o Demenii 0

« Minor offence: 0

. ‘,‘.l'h - 'L‘_'tv\.‘v 0

b [-_.ll." “l Qo

« Unacoeptaie Uniform Appearance: 0

o Missing Homework: 0
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4.04.2.5 Calendar (requires login)
School Calendar shows all relevant events to the corresponding users.
(or under the ‘School information’ > ‘School Calendar’)

o

w INKIM

Calendar

p Mo Tus Wes T™hu Fe Sat

ey

& PUD e HOECaY Schoo

There are several frequently used calendars in this tab, which shows all relevant records and events
according to the classes, study groups and activity groups of the corresponding users.

Homework Record After School Lessons / Activities

Detention
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4.05 School App (m.TNKISC)|

4.05.1 Introduction of the school app
m.TNKIJSC is a universal app for Android and iOS devices. It displays updated information about the

school.

Android phone

4.05.2 Procedure for downloading

(a) From the school website
You may go to the school website using your Android or iOS device(s) (Android Phone, iPhone or

iPad), and go into ‘School Connection’ > ‘School Apps’ to find the download links.
You may also scan the following QR codes to get to the download pages directly.

For iOS in App Store For Android in Google Play

(b) Search in App Store / Google Play
You may also go to the App Store / Google Play to search for ‘m.TNKJSC’ to download the app.
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4.05.3 App Functions

(a) Home

u A N =

~N

®

10
11

13

16

17

There are 2 pages of icons for the users to access in the app. Swipe left or right on the home screen

to switch between the pages.

1. Principal’s Message 10. Homework Record - Class specific homework
2. School Information calendar
3. School Life - Photos and Videos 11. Activities and Tutorials - After school activities
4. What’s New - News & Events and Achievements | 12. PTA
5. Message - School announcements 13. Conduct
6. Electronic Notice - School notices 14. x.TNKJSC (Communication App)
7. Admission 15. b.TNKJSC (Library App)
8. Calendar - Important events and holidays, .

including school days and cycle info 16. p.TNKISC (SchooLink App)
9. Location - Contact details, including map and . .

: 17. Login - user login status
street view

(b) School Life
In this section, users can access to the school photos and videos, users can search photos for up to 6
academic years. (including current academic year)

Action button for Save,
Copy, or Email current
photo.

You can use the spread
and pinch gestures to
zoom in the photos, as
well as swiping left or
right to flick through
the photos just like the
i0OS’s  built-in  Photos

app.

Search bar to narrow

down selection by title.

/

Lo e Y

T COC L Mamtr vy Py w
09V33

L e ]
Progrom 387033

R OO0 vk Guamrsairg 2031 23
(Ima Torw)

OO 2oh Sammdarinn 709V 03

B A L L T
NIV Pem T

- b selection
" 1P ALY san
R i d T

Tap “More” for
additional year

21



(c) What’s New
Under “What’s New”, there are two sections, including the “News and Events” and “School
Achievements”
(i) News and Events
The News & Events section keeps you inform of the latest news at the school. Users can get more
details including the descriptions and the photos of different events.

Search bar to narrow
down selection by title

53 A5 Talh "Tradions Cormers o
Mowty [merges Cwveny

Stederts maric concert: Samence of
Lt wany

[#24- 11 S2and by e progr ewee

) ) Each entry is likely to be
Swipe left or right

i —_— e Ao IO accompanied by its own
to view the photo .
) photo collection for the
collection .
i Gt B €t i Camtres enhanced experience.

Tt ation Corvmr | ey

’ f T e Wita Loarming Doy 29213032
I L e N o ]

(ii) School Achievements
The Achievements section lists the students’ scholarships, academic and non-academic achievements.
You can quickly narrow down your interested entries by title searching and type filtering. A list of
student names will be displayed by tapping onto the desired entry.

New Achievements

Search bar to narrow down
selection by title

i) iy Spmed b Cordaal 2333
Farm 1)

Phorng Korng Spach Cortiont 2973 (fowm 1
AN

| [
Morg Korg Speech Contant 29237
160w pheihng! (T 1)

Mong Kong Speech Content 2022
(horyieiingl (Ffoem 2)

'r

wh

Mong ong Speech Content 2022
orpieibng) (Torm 2)

.

More) Bire) Speech Conteat 2322
{wmoryniiag) (form 1)

i - The Hars Lane Lshani Lassis

{ﬂ
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(d) Messages

For the message section, it enables teacher users to send messages to individual, a certain group of
students, certain classes or even an entire form of students. (User menu and procedures for uploading

and sending messages will be provided when the function is ready for use.)

The Message section lists the latest school announcements and personalized messages for logged in

users (see Login section).

< Home

UNTEAU e
[A4]

Drag the message title right,
toggles the read and unread v
status of the message

(e) Electronic Notices

Message

“Po Loung Kuk Chinese
Opera Programme Final
Performance”™

Arrangamant of the "Po L
Kuk Chinese Opera Progyr
Final Performance™ on 10

Seminar on 'SFC
Adméssions Procedures’

Sominar on 'Post-socodary
3 Education Pathways other
than SFC'

Seminar on 'NSS and
Subject Selection

Seminar on 'Preparation on
promoting to SFC*

Electronic notices are for logged in users only. (To accept notices, please see SchoolLink)

{ Morm

Electronc Notice

Po Loung Kuk F.1
. @ Leadership Traing Day
UNread iCoN

Read icon

A Parent’s Lather for 5.1
Shscents

Prirrary
J School Life informasion for

£ Po Leung Kuk F.1 Leadership Tr...

®~---—--—‘- B

Notices can be zoomed in and
out by the spread and pinch
gestures.
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(f)

(8)

Calendar
Users can refer to the calendar in order to know the important days in each month, the school cycle and
the day in the cycle.

< Home Calencar
;: s o X Month Switch
School cycle  m—— 123 hool d
) =1 School da
column 8585958 y
711 12 13 4 16 17

18 19 20 21 22 23 24
18 25 26 27 28 20 30 31
52 Progect Based Laarning
Presenmation Day / §3

Graduation Thesis Presentation
Dwy

Colour marker legend

- Calendar is filled with important school events and holiday details.

- All the events of the months are listed below the calendar, and you can tap on a specific date to view
only the events for that date.

- Different events are individually colour coded and explained by the legend at the bottom

- Current month is displayed by default, but you can switch to different months by using the month
switch arrows at the top of the calendar.

- School cycle information is displayed on the left column.

- School day information is displayed on the top right corner of each date cell.

Homework Records
This section enables users to check the homework records of different classes according to either the
start date or the due date.

Available records are

marked on the calendar, Date display

and the marked dates

« Apeil 2015 > Month switch
can be toggled between B SO 77 50 L,
dates. ,

6 7 8 nﬁ 11 12 gngiish (2C) {start: 10/04 - due: 13/04)

The homework records 15 13 14 15 16 17 18 19
for that date will be 20 21 22 23 24 25 26 '
listed out by tapping on - o ) e s I nemag o Details of the
the marked cells in the 215203920 homework
calendar.

History (2E)
Current month is
displayed by default. Mathe (18)
You can switch to
different months by
using the month switch English (2C)
arrows at the top of the ast (A0St
calendar.
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(h) Activities and Tutorials

This section enables users to check the after-school activities or tutorials students need to attend.

- After school activities, tutorials and the students involved

can be viewed.

- Available records are marked on the calendar.
- Current month is displayed by default, but you can switch to
different months by using the month switch arrows at the

top of the calendar.

- Tapping on the entries below the calendar lists the students

involved.

(i) Student Conduct Marks

« June 2015 »

Com Vi Te Wt T Mo

-
PO . I

Month

W 8 9 10 11 12 13 14 \ qyitch

15 16 17 18 19 20 21
22 23 24 25 26 27 28
20-30: 1 23 4

Mathermatcs Extra Tutorial Classes -
Form 3C

Student conduct marks checking is available in the mobile school app m.TNKJSC. Swipe to the 2" page

of icons, tap “Conduct” icon to view conduct marks summary.

Grade

A

Conduct marks: 81

Major medit(s): 0
Minotr meritis). 0
Maoni(s): 0

Demerit{s) 2

Minor offenca(s) 0
Major Offence(s) 0

Late arrival{s) 0

Usacoeptabie Uniform Appearence(s). 0

Missing Homework(s) 0
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(j) Login
School users will be allocated login accounts for a personalized experience, including personalized
messages and electronic notices.

MPLKTNKJSC -

mobde CaTeus DU

Login button can be found on the
home screen, where the opened and
closed padlock indicates the logged
out and logged in status respectively

A logged in user (see Login section)
might get personalized messages and
A , there is an option for the user to send
Usermarme Usermarme a reply back to the school.

Paayword Faasword  sesssnns

* The default password of parents’ and students’ school accounts is HKID Card number (Capital

letters) of the corresponding student.

Example student’s account: s1234@plktnkjsc.edu.hk

Example parent’s / guardian’s account: pl1234@plktnkjsc.edu.hk
Password: Y1234567
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‘4.06 E-Payment App — SchoolLink [p.TNKIJSC] (Attendance, e-Notice & e-Payment)‘

The school introduced the SchooLink Apps in order to provide electronic services to different stakeholders
including teachers, parents and students. The services include the following:

a) Attendance — parents and teachers may know the arrival status according to students’ card swiping

record every day. Push notifications will be sent to parents; their status can always be checked online
by teachers and parents.

b) e-Notice and e-Payment — parents may read and sign electronic notices online via the mobile app.
Electronic payments can also be made via this platform with proper credit card association.

Step 1) Search and download the mobile app. p. TNKJSC in App Store (iOS) or Google Play Store (Android).

%t

For iOS in App Store For Android in Google Play
pnkjsc o < Q
‘-i PINKISC o - i p.TNKJSC
= 3 bcab Tasen Sachanic
o
- v sm— 3

About this app 2?

Step 2) Click Google Login for login with Google.

Please Login
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Step 3) Parents may tap Announcement to view and sign the notices.

SINPATLRENNASRN MDD NN rgortart Detes on Promoting %0 PLX
Viewoos 1.1 Crhong St Fam Colege XTC) and Deciw Sutpect Comturanons

Atendanca Notco

R L L e o bl
S Vo . W = )8 et gy S B ¢ g W
——— ¢ ——

B e e i
e e R T il
. ARNN NI AL e

D

< Attendarca Notce

13  Procent ( G
1C 1619
- 14  Precent 07.:48
e © 17:00
15 W Present 0751
LD 15:43
 Prosant 07:45%
16:08

Step 5) Parents may upload the RAT result by tapping the RAT Submission.

o7

Today RAT Result 01 )

Rody Temp ('CF)

Not Submitted

SUBMIT RAT RESULT

’

Vaccinated - 181 Vaccine 25 Aug 2021

Vaccinm
» Logout ' )
' ' » Expired - Till 24 Jun 2022
Not Suby
30 Jun 36.5°
Nasjative
Wegatee Result Phate Detals
28 Jun 36.8°

RAT Submession

AR 1l and studests must submit their bedy
temgerature and RAT records on or defore
9730 am every day
RRARSLHANGFELYOIIONRAL
ERAREZREANAN -

@
% Current Day Record

Tempeaatre {'C) *

» RAT Repalt *

RAT Retalt Mo
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‘4.07 E-Message App — Moxo [x.TNKJSC] ‘

4.07.1 Procedure for downloading, set up and logging in

Step 1) You may go to the school website using your Android or iOS device(s) (Android Phone, iPhone or
iPad), and go into ‘School Connection’ > ‘School Apps’ to find the download links. Parents/Guardians

and students can also download “x.TNKJSC” from App Store (iOS) / Google Play (Android).
x.TNKJSC

¥

x.TNKJSC
Love @

a+

Step 2) Open the apps after installation and login.
i. Choose ‘Login’ and enter the School Google account to login.

Single sign-on

Google

r

* The default password of parents’ and students’ Google accounts is HKID Card
number (Capital letters) of the corresponding student.

Example student’s account: s1234@plktnkjsc.edu.hk

Example parent’s / guardian’s account: p1234@plktnkjsc.edu.hk
Password: Y1234567

ii. Click ‘Allow’ to enable using Google login and push notification function.

3
WMLS 10 OCCess your GOoge r 2
Account “Moxtra” Would Like to Send
P1234@plktnkjsc.edu.hk You Natifications
T v — -~ Notifications may inchuce alerts
g T - soundds and icon badges. These can be
& e . o Bt B o il Dt configured in Settngs
» - catad o Ses o Don't A " Allow >
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iii. Login successfully. Parents and students may now tap the contacts and the groups on the
frontpage to communicate with their related parties.

Home r

AR EOGE-E0

G G a

iv. To start a conversation, need to go to ‘Contact’ under ‘Account’ to find the target. Then click
‘Chat’.

v. Users may a use different functions at the bottom of the conversation window, such as instant
messaging, file transfer, whiteboard, video conferencing, etc.

gﬂ 2122 PBL - 281

[ (Y A Curn
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4.07.2 Useful functions in x. TNKJSC
1. Video Conferencing
After answering the call, here are the details for conference interface:

Minimise window

Chat box (not suggest)

™ O,

Mute |} CGmers /| File/ Screen sharing

Step 1) Select “Camera” icon to turn on front/back camera. Select “File/Screen Sharing”,
to send or share a file. For Screen Sharing, participants can see your screen.

ously Shared Fles

Back Camera

Share Flles

Stop my video

. @ -

Step 2) Select “Minimize Window” to see the conversation and chat there.

Share Screen

Home @ za 23S o '
Testing [w] Chae Foes Altaen

fosday

R
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2. Scan
Step 1) Click “*+” select “Scan”.

Testing grou a ~ -
Chat Files Actions
-
INPROGRESS 1 bedore you

DUE TODAY

Started B Testing group Meeling

[3) 19 Sy 2022 at 23:51 -

Ended B Testing group Meerting

[3) 19 Adty 2022 at 23:53 -~
Ll‘. ':,"fl‘) Iva I..':‘ e u 1"",'.."‘]
group Moeting

ao Testing group Meeting.mpd »

Due today [E

Test

x 0
i [ B & K Bk [E
Fides Library Galery Camara Approval Ackrorwie fie Requ Note Whiteboars Cle Wed

Step 2) Make sure capturing the whole paper, and it will automatically scan the file.

Step 3) Click “Send”, a pdf file will be sent out.
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3. Camera

Step 1) Click “*+”, select “Gallery” or “Camera” to send a photo.

Testing group
23 2 Swdem/Parent

.

Chat Files

Actions

INPROGRESS 1 before you

DUE TODAY

Stavted B Testing groun Meeting

3] 19 2y 2022 at 23:51 o
Ended B Testing group Meeting
[ 19 Xty 2022 at 23:53 '

Recording availsble 8 Testing
Qroup Moeting

Qo Testing group Meeting.mpd »

Due today [

Test

©

T

Rl R L 8 [ [

= Bk [&
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4.08 Library Website [L.TNKJSC]

4.08.1 Login & account settings

Step 1) Once you have been given your user credentials, you can log in to the school website by opening
http://library.plktnkjsc.edu.hk in your web browser and log in at the top right corner of the page.

—> & Logn = Vew

&) 1rkusc

Q=X

HKPL #RLAEEN: Summer

Amrangement of Closing Library
Reading Fiesta W BRIt

b.TNKJSC - A Moblle School
(19-20) RSN (19-20)

Library Service

The ey ol 5o oot whatng Som 208 S W Pockng
Warg Al sarven rehafieg e veey et ok
GOl Mt W De waperied  Besies P
POCACOPYI) MrVCE el ANO D BpenOnd S Yo
245 Thark you o your hnd sterscn. RSN TREN - B
AERCOANNE *HNEA

The Morg King INlle | Avas pawes & Srps s
e B B L
Pansrms and SN e SOCOUIORT T IS OpeTe 0
B afen oy Pese A0 andd un eadivg Achvilen
B e e TR I SR R TR

Step 2) To use Google mail to log in, press “Google Login” in the middle of the page.

& Barcode

Q, Password

%) Login

Step 3) You can log in by using your School Gmail account.

G Sign in with Google

Signin

to continue to plkinkjsc.edu.hk

[ Email or phone

Forgot email?

Create account “




Step 4) Log Out — Simply click “Logout” in the “Menu” to log out your account.

@) 1.Tnkasc T—p sie

b.TNKJSC - A Mobile School Arrangement of Closing Library

(19-20) BRI 2 (19-20)

HKPL R LR ENR: Summer
Reading Fiesta J B B3R%

Library Service
The Wray wi e closed artry bom YO0 Ae b Moosieg
Wy Al rveen suikaiey s ey el ooy [anea
SOMPAN  BMAN) W T sapended  Beuies e
PIORCTONIG MNVCE Wil SN0 De MADWNORS WG Som
MO Thars you for your M seton. ARRYAAN B
RERrAESE HeBA

Audible Stories: Free Audiobook

Parerm a0 oW % SOUER W el
BT WPen Oy Tene WWAZ and L readng Bcvvees

T‘ Bummer ety Fasis 2000 Aot B

. :

° . -,'/~ Farshe 2990 Lobie
B TS peiviion & vty of rine Minary setvems mah o
P Ll u l % Link
I Ty WD Sl e

(S T

% Lk : Y O E
Lenmdn-L Nt onee s

Information Box

4.09.2.5

&

ent Fine Cument Loan

4.09.2.10 4.09.2.11

(=

n Histor

4.09.2.13

4.08.2 Functions

According to the previous picture, there are many more functions you can use under the “Menu”
section. The “Home” button directs you to the homepage. Other functions are listed below.
4.08.2.1 Browse
(a) You can browse all the books which are collected in the library. “Search” function is also

available. You can simply enter the keywords and related information, such as ISBN, to the
search bar and search the books.
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(b) You can press the book title which you needed.

> Space i" Into deep space é‘ 100 things to know about
Author Prinja, Raman Author Vier, Paul S...
Classiication 520 PRI Classification £294 VIR Author Frith, Alex (Children's
Publisher Kingfiaher Publisher Cariton Books author)
<0 FR1
Publication Year 2017 Publication Year 2016 Claseification 520

Publisher Usbome Publishing Ltd

(c) You can check the detailed information, such as author, publisher, call number, and make

reservation. You can also add the book to “My Favourites”.
Space
Mrrya Narvan
Othet Tie In ocus space
Nodes
GMmD ..&
Langusgs g ke ncex
Classdcaton 520 PRI
' 2 2 & & &L Pubiaher Kinglsher, Locdon, 2017

Subyect Somnce
Serms n oo
Descrigton 64 pagos | colour Bustratons ; 27 om
IS0 ITROTEMTIEON
Sutatie Feomm 1 T02

No. Narcoce Brancs Lacaton Cal Na Stave Duw Dute ¢

' ENGOG1 Litvary L34 2 520 PRI A e Apserve

Tots t Recoess . Cument | /2 Page

Ratng 1 v Creato

(d) You can rate the book and submit an online book review.

4.08.2.2 New Books
You can browse the new arrivals.

4.08.2.3 Recommended
You can browse the recommended booklists.
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4.08.2.4 Top List
You can browse different statistical reports, such as top resources, top borrowers and top classes.

2018-09-01 - 2020-08-31

ATezam: .88

REHE

HAEE
AR

- =29 =0

4.08.2.5 Information Box

Author

REOe

REx el

Han e
SENfra

You can check the updated information of the library.

Vo e et AGNINER
ESR 2WREA

SRERDBRACERE

R et

() r-

4.08.2.6 My profile
You can browse your profile, e.g. name and email.

Barcode
DEMO003

L=
e

MERWF

Nickname

Email
demo003@ pikinkjsc.edu.hk

Address

HKPL @84

WRGCERHNLE 2002 73
RE e 2003 =2
ANEE 1960 63
Bt 1699 62
FAER 2002 58

SHRERE: Summer

Reading Flests B GRERS

The Hong Karyg Pbse Lirsws g & e
e ealrg By L SR e ety
Fava Paerts wrd thishen s sreowesged W vt
KB ¥ b whet gwtey Feds ewid wnd b

R B )

Suvver Paaceg Fawn X000

L et L B T

% Lk

Male

P.Name
Demo003 Library

Contact Person

Telephone

-

audible ™

W oder 0 SOches Muteey newd 0 et Daghen
Bt Auiiom. & sempaty el Asiann, & few
MG Te MUBDOORE DOME (PRI ) DOoAs a0
St N Bune ah st e bt den W
P Comme Of MROOR AN pubic DL Neter
g st v v W cempaed T
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4.08.2.7 My Favourites
You can see the books you added to “My Favourites”.

4.08.2.8 Book Review
You can see the book reviews that you have written before.

4.08.2.9 Overdue Notice
You can see the overdue notice.

4.08.2.10 Current Fine
You can see the fine history.

4.08.2.11 Current Loan
You can see your current loan. If renewal is allowed, you can go to “current loan” to renew the
books that you borrowed.

4.08.2.12 Current Reserve
You can see the status of your reservation.

4.08.2.13 Loan History
You can see the booklist that you borrowed and returned.

4.08.2.14 Fine History
You can see the payment history.
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‘4.09 E-Library App [b.TNKJSC]‘

4.09.1 Installation & Login
Step 1) The library app “b.TNKJSC” can be downloaded from App Store / Google Play.

. B.TNKJSC D. TNKJSC
AiM Boota b .
>
5\ bTNKJSC e
3 B s

App Store Google Play

Step 2) After installation, open “b.TNKIJSC” and click “Continue” to enter the login page.

"b.TNKJSC" Wants to Use
“google.com” to Sign In

This allows the app and website 10
/ share information about you
§

Lance

Step 3) Users can login by using their School Gmail account.

& accounts.google

G Sign in with Google

Signin

to continue to LibraryCEOQ

Create account m
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Step 4) Enter “Display Name” for the account, such as user’s name.

Display...

_——

Step 5) Login successfully.

Chan Kin @
!
G ©

KEHR LAERA
Author 1)
fFraE
Classification 1
947.41
4440
Publisher {1
Publication Year 1995
=&9lll /EBE

Author D e
Classification 301 26

1-30 /15717 Next =

B ©® o ©

Message info OPAC Profile Setting
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4.09.2 Features
4.09.2.1 Message
To read messages, press the “Message” button at the bottom. Press the message’s title, then you

can read the full content of the message.
YT

st Notice
- » B k‘\—
s v B ~# | 1st Notice
1oRowing Temda) 15/ M0 Now owerdue
Ploase netum 1/'Tem as 5000 a5 possbie. For
» general overdue Bem, the fine is $2 per day Dear stuert
por o
Each ermn can DO serdwed 10 Set More L The followeg Bemisl /e now overdue. Messe
et 1L/ Therm a8 500N a8 posaitie. For & penersd
overdun mem, the fne is 52 por day per tem
T oneiee Each Nem can be renewed 1or not more than 2
J tames
Dwar shucdert
The following ferris) i/ are Nnow owerdue A stated In Be Shucdent Manchook, a0 Overtue e
Plodse meturm L' Tem s 400N a8 poMsibee For 2ot has reached the maodmum Sne (350) s
# general overcue e, the fne i §2 per day ssaumned lost. The user will Be charged with o tobte
por tam. amourt caloudstied on the basis of {1 B

repiacament comt of the Jos! Rem, (1) & processng
fou of $50, anxd (4) the saossum overdue frm

4.9.2.2 Info

To browse the latest library news, press the “Info” button at the bottom.

Library Opening Hour (JEAXE3R0)

Cpening Hor Mondey 10 Fridy (000AM. - 5000 M)
Opering Mours for Mbiic Ltrares ardd Sty Rocera
Contral Library | Major/ Dstrict Lbearies | Svad Litrories

OGN & K | Svel Livaen INT) Neotde
Litwaries | Stuchenty” St
% Link
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4.09.2.3 OPAC

(a) Please press the “OPAC” button at the (b) Press the book title which you need and
bottom and enter the keywords or scan check the detailed information, such as
the ISBN with the phone camera. author, publisher, call number, etc.

pace
(:";-
Privga, Mlarman

Other Titke In focus space

oo 'I&

Language R
Classihcation 520 PRI

Pubdisher Kinghsher, London, 2017

Sublect Science

Mestage info OPAC Prohie Setting

Metage into P AL Prohile Setmmng

(c) Make reservation. (d) Score the book and submit your online
book review.

No. Barcode Branch Location € “Ratingl 1 i ( Croate )
1 Reserve ENGOSIM Library XXMM 5 ’

Total 1 Records , Current 1/ 1
Page:

wrating 1§ ( Create )

e Messag AC Prof %
Massage « N4 WAL 5 Arstape nio OP A rotile yettng
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4.09.2.4 Profile
Press the “Profile” button at the bottom. You can check current loan, current reserve, my favorites,

loan history, current fine, fine history, book review, new books, recommended, top list, discussion

board and topic search.

o

|lll“l T"':fl Curront Reserve $ Current Fine
a—
008 >

S\ My Favorites m Fino History
QCM Loan B Loan History
:_:..\_. - . s Fine @ Book Review

P { 3 New Books
L/ My Favorites m Fine Histoey

. Recommended

@aoouawb- @ Joatist

Omouuloneo.d

Bavcods | COCO0Y
008

Dus Date ; 2098-00-21 Dens 278

Excoed Rorew Limit, Renew Falea!

Qc«mlkw E Loan Mistory AWl

#§  Current Roserve s Curront-Fice Due Date : 2005-07-02
T Excoed Rerew Limit, Rersew Falec!

$/ My Favores E Fine Hastory , —

T— a| Bercode : PHO00N0
Dus Date : 2090702
Revew

(@ ook R
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In ‘Current Reserve’, you can see the
status of your reservation.

In ‘Loan History’, you can see the book
list that you borrowed and returned.

|IIIII In ‘Current Fine’, you can see
the fine history.
008
- -
Q-

[ M Curert Neservd

1

— ’

{ CQurrert Fawm }
| —%

In ‘My Favorites’, you can see the
books you added to ‘my favorites’.

In ‘Fine History’, you can see the
payment history.
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4.09.2.5 Others

Double click on the button Message, Info, OPAC or Profile can enable you to return to the

information of that button’s first page.

phore X

Barcode : CCOOM

Due Date : 200806021 (Days 278)
Exceod Recew Limit, Renew Falled?

A Wort
Barcode : WO0002
Due Date : 20180702

HAx

Barcode : PHO00Y
Due Date | 200890702
licwro

Double click

@ o

008
Qw Lom @ Loan History

Kz Current Raserve s Curront Fine

Excend Rocew Limt, Panew Falled? . e
'\\ ) My Favorites m Fine History

@mm
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4.10 E-Learning App

4.10.1 Bio-Tech AR Experiment App — AR Experiment [e. TNKJSC]

1. Introduction
This application is mainly used to popularize the application method of scientific tools, and the specific
operation method of some experiments.

AR

Biotechnol
Labomtoryogy

2. Compatibility
e. TNKIJSC is compatible with Apple devices. Below is a list of compatible devices.
- iPhone requires iOS 11.0 or later.
- iPad requires iPadOS 11.0 or later.
- iPod touch requires I0S 11.0 or later.
- Mac requires masOS 11.0 or later and a Mac with Apple M1 chip or later.

3. Installation
For Apple Devices:

i. Search “e. TNKJSC” in the App Store and then install the application.
L e.1nkjsc © Canc

s @ TNKJSC oft
Biot

ec
Laboratory

ii. Home
From the home screen, you can choose “Apparatus” or “Experiment”.

\«.

Apparatus Experiments
P
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iii. Apparatus
There is a list of 15 apparatus.

1. Select an apparatus. 2. Play the video to watch the demonstration of

using the apparatus.

Apparatus

3. Rotating the 3D model to show the 4. Touch the button to view the features of the
apparatus in 360° view. apparatus.

e e T e
e et W BT ¢ AN -,
L e et
D I Y
Y immn v v o

An DA T 4 —0 W D .

e e

Autoclave

An mmateen & d © Swrtee sepos
Cara el s W VAN -

e e R
Sdw by oty Frnn el rad——
d rmmea e v bows

At - - .
ST eIy Cat——y

S s A Dan s T -
i oe PO WDty \Citea BT ereew
e e Sarme wl e
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iv. Experiment
There is a list of 12 experiments.

1. Select an experiment. 2. Touch “Start” to start the experiment.
R A T
E’”ﬂm"'. :r“w“?"." 5 Used Niotechnology Apparutus

et el et
g w—— | St - e - by P
aad omam wye s ger e
[ et e et L I
WR0Ng P swten Aeoes e Ay

D e T L T
i e el
ot N WD Bl e e W T
B st Thay sens sant & g ooin
baba btr Aremee @ e Arge et
B T e
D EE

- b w #% gy ey tw
e S g Vo e bl e o
e e WL O L P NN S
O m e e mte = e

ton . Cl P bmpm vt el Lt
- — .

Semrt

3. Perform the experiment step by step. 4. Touch the arrow to continue to the next
step.

v. 3D Object Detection
1. Touch this icon. 2. Scan the apparatus of interest. The details
of the apparatus will be displayed.

Apparatus Experiments

—— —— — S—
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4.10.2 AR Learning App — Virtual Learning [v.TNKJSC]

1. Introduction

The learning app (V.TNKIJSC) is funded by Quality Education Fund and is designed for learning with

Augmented Reality (AR) by students.

2. Installation

The app is designed for Apple mobile devices —iPad (with iPadOS 11.0 or later) and iPhone (with i0S 11.0

or later).

There are two ways to locate the app for installation.

2.1 Search v.TNKIJSC on the App Store: 2.2 Scan the QR code:

vINKJSC

3. How to use it for AR learning
When the app is opened, the home screen will be displayed:

Qw20
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3.1 Touch the bottom left icon (the lock) to sign in with the Google account for students.

3.2 When signed in successfully, the user name will be displayed at the top right corner of the home

screen: ]
u G i

' - O m
\ Maiher

{rewerk By 2021-2022 3L B Zius

3.3 Get a marker ready, take an example as below:

This is the AR Marker that you may scan
Take a picture and let our application to scan this AR Marker!
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(a) Touch the left icon “AR Scan” on the home
screen to open the scanner:

P :?;[5’-'* @

trowark by 0002002 T Wie isin

(c) Place the lens above the marker to scan
(detect) it.

Scan an image

(b) It will normally take about 10 seconds for
connecting to the cloud.

(d) When the marker is recognized, the relevant

AR materials will show up for students to
explore the particular subject area, as for the
example of 3.2

Preasentation
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4.11 BYOD (Bring Your Own Device) Policy‘

4.11.1 Objective

By the development of BYOD and fully implementation of e-learning, students’ learning will become more
personized and mobile. Various IT teaching and learning materials will be adopted in lessons, so as to raise
the learning effectiveness.

4.11.2 Rules
When on campus, students can use approved tablet computers or headsets for learning activities during
lesson and non-lesson periods under the instructions of teaching staff.

(a) Without the school’s permission, students cannot use their tablet for learning activities in school such
as photo taking, video recording, and sound recording.

(b) Except for the tablets that have been enrolled in the mobile management system and under the school’s
supervision, students must not bring other electronic devices into the classroom.

(c) Smart cabinets for mobile phones and smart watches are placed on G/F outside the tuck shop. Upon
their entry into the campus, students must place their mobile phones and smart watches into the
storage immediately. They must switch off their phones and smart watches and disable the timer/alarm
within before doing so.

(d) If students forget to bring their student cards or are late for school, they should keep their mobile
phones in the smart cabinets in DGC room.

(e) For students who have applied for early leave, students should go to General Office to seek GO staff’s
help to open the smart cabinets for them.

(f) Smart cabinets for the tablet computers are placed in each classroom.

(g) If students have school team trainings after the end of the school day, they should get back their
electronic devices before leaving. For other students, they should get back their electronic devices
before 5:45 p.m. (or 2:00 p.m. during test or examination weeks).

(h) All electronic devices cannot be kept in the storage overnight. The school will not take the responsibility
if there is any electronic device loss or damage after the school closes.

(i) Students must ensure that their tablets are kept properly and safely at all times, and parents should also
teach students to use them wisely. Students are solely responsible for any electronic device losses, thefts
or damages resulting from their negligence. The school will not take any responsibilities for that matter.

(j) Students are responsible for the maintenance and charging of the battery of their devices. To ensure
productivity, students are expected to come to school every day with a fully charged battery.

(k) Students should obey the intellectual property law of the HKSAR, students should not use unauthorized
photos, sound effects, music pieces or videos in their homework.

() If students use the electronic devices improperly, penalty will be given according to the severity of the
misbehavior. If students violate the regulations the second time, the electronic devices will be kept in
the school, parents are required to come to school to get it back.

* Improper Use of Electronic Devices (Mobile Phones/ Smart Watches and the like) (moderate level):
including, but not limited to play mobile games in Mei Foo area, browse websites which include
improper contents, use electronic devices when crossing the road, etc.

- 9 conduct marks will be deducted at the first time of violation,
- 9 conduct marks and 1 demerit will be deducted at the second time of violation, and
- 9 conduct marks and 1 minor offence will be deducted at the third time or more of violation.

J Improper Use of Electronic Devices (Mobile Phones/ Smart Watches and the like) (serious level):
including, but not limited to take photo or video inside the school campus, take photos or video of
any teacher or classmate, or record their sound without the school’s permission, etc.

- 27 conduct marks and 1 minor offence will be deducted at the first time of violation,
- 27 conduct marks and 2 minor offences will be deducted at the second time of violation, and
- 27 conduct marks and 1 major offence will be deducted at the third time or more of violation.

(m) Both parents and students will need to agree with the policy listed out in the acceptance use policy

while using their mobile tablets at school.
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Section 5 Home- Scthool (onnection

5.01 Parent Teacher Association‘

Name in English
Name in Chinese

Address

E-mail

5.01.1 Objectives:

Po Leung Kuk Tong Nai Kan Junior Secondary College Parent Teacher Association

REREEY P ER R RRAETE
Inside Po Leung Kuk Tong Nai Kan Junior Secondary College, 11 Mei Lai Road,

Mei Foo Sun Chuen, Kowloon

pta@plktnkjsc.edu.hk

a) To enhance cooperation between teachers and parents to achieve the best education outcome.

b) To establish a good relationship between the school and parents for better communication with one
another.

c) To establish a close partnership between parents and teachers to take utmost care of students’
personal development and academic achievement.

5.01.2 The 19t PTA Executive Committee:

Chairperson Vice Treasurer Secretary Recreation Publicity Publication
Chairperson
Parent Ms Yeung Mr Chan Ms Kwan Ms Lee Mr Wong Ms Yue Ms Yu
Po Yan Fun Keung Tsui Man Fung Chun Chun Hung Bo Yee Kit Wah
Teacher|  -—-----—--- Mr Ma Mr Cheng Mr Chan Mr Wong Mr Kwok Ms Poon
Kai Sing Yuk Hon Shing Hoi Wang Tsz Kit See See

Other than the first executive committee, an executive committee shall meet at least three times every
academic year.

5.02 Notices to Parents

5.02.1

5.02.2
5.02.3

5.02.4

5.02.5

5.02.6

School notices foster communication between the school and the parents/guardians. Notices are

given out to keep parents informed of school policies, programs and activities.

All signed reply slips are expected to be collected on the following day.

Please read the notices carefully in order to understand all the school policies and programs. The

reply slips need to be signed by parents and/or approved guardians.

The signature on all school documents must be the same as that in the record of the student

handbook.

School notices regarding the special uniform test and examination arrangements for students with

special educational needs are issued in early September. Parents are welcome to contact the

Student Support Team or Vice Principal of Student Activities and Support for more information.

Other means of communication

To ensure high quality education for our students, it is important for teachers, parents and

students to get involved and stay informed of the educational process. Apart from regular notices,

the school communicates with parents through a variety of means:

a) S1 Parents Orientation Day and S2 & S3 Parents Night are held in mid-August and late
September respectively to present the academic curriculum and other important aspects of
school life.

b) Parents are kept informed of their child’s progress via report cards that are issued four times
per year.

c) Parents’ Days are held in February/March and July each year.

d) Parents are advised to check and sign the Record of Merit / Demerit and Message from school
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to parents in the student handbook regularly.

e) Important / urgent messages and students’ daily homework are posted on our school webpage.

f) Students are requested to call their parents if they need to stay after school concerning
homework or study issues.

g) Parents are encouraged to call the school to discuss with teachers if they have questions or
concerns.

5.03 Preventing Communicable Diseases in School

With reference to the guidelines provided by the Department of Health, the diseases shown in the following
list are communicable. To prevent the outbreaks of such diseases, parents have to refrain from letting their
children go to school before complete recovery if they have contracted such diseases.

The followings are examples of statutory notifiable communicable diseases, please refer to the following link
for the most updated list from Centre for Health Protection:

https://cdis.chp.gov.hk/CDIS CENO ONLINE/disease.html

e Bacillary dysentery, FRE %

e Chickenpox, 7Kig

e Cholera, EHl,

e Conjunctivitis, Z[ARYE

e Coronavirus disease 2019 (COVID-19) , 2019 T ARIE T
e Diphtheria, ¥

e Hand, foot and mouth disease, /& 195

e Measles, #f2

e Meningococcal infections, RESHE & EEEK
e Mumps, HERER

e Poliomyelitis, /|\5gJiitBE

e German measles, {EER#EZ

e Scarlet fever, JE4TZk
e Tuberculosis, Hifig&Ef%

e Typhoid fever, {&3E

e Viral gastroenteritis, 578 {544H
e Viral hepatitis A, FHAEIFT %
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Section 6 MWliseellaneous

6.01 Location of Special Rooms‘

Location
Room/Place Block Floor

Bio-Tech Lab (320) SW 3
Campus TV Room (621) SW 6
Chemistry/IS Laboratory (520) SW 5
Conference Room 1 (120) SW 1
Computer Room A (509) EW 5
Computer Room B (510) EW 5
Debate Room / Conference Room 2 (620) SW 6
Design & Technology Lab (308) EW 3
Detention Room (142) NA 1
Fab Lab (220) SW 2
Geography Room (208A) EW 2
Hall (110) NW 1
Living technology Lab (407) EW 4
Language Centre (309B) EW 3
Learning Common (Canteen) NW G
Lecture Theatre (G41) NA G
Library (503) WW 5
Multi-Media Learning Centre / Computer Room (434) NW 4
Multi-Purpose Room (508) EW 5
Music Room (445) NA 4
Physics Laboratory (420) SW 4
Reception Room / Life Planning Training Centre (121) SW 1
Student Activity Centre 1 (G03) WW G
Student Activity Centre 2 (143) NA 1
Student Activity Centre 3 (720) SW 7
Study Room (501) WW 5
Visual Art Room (209) WW 2
Assistant Vice-Principal Offices (206AB) WW 2
Associate Principal (IT) Office (141) NA 1
Education Psychologist Office (505) WWwW 5
General Office (102 — 108) WW 1

Principal Office

Vice-Principal Office

Assistant Principal Office

Associate Principal Office

Interview Room/Small Conference Room
PTA Office (541) NA 5
Social Workers Office (405) ww 4
Staff Room 1 (112) EW 1
Staff Room 2 (115) EW 1

8l BT §

[| North Wl.ng r_g,.-

| v

- 8 wth Wln'

(ﬂv) '
1 "*1 ?
Jlu L..; Py,

ow ne
1 (NA) l Wosrt Wtag(WW)

G, - 4 "——'\

School Entrance



6.02 Floor Plan of Campus & Emergency Evacuation Procedures

6.02.1 Floor Plan & Emergency Escape Route of Campus
FHE SW
7' Floor
720
SAC3 /SR 10
6" Floor
%g EW 620 621 @g wWWwW
CR2/DR | Campus
TV
5t Floor 5th Floor 5t Floor -——————————————————————
508 | 508A | 508B 509 510 520 501 502 | 503 | 504 505
PR2 SR7 SR8 Computer | Computer .
Multi — Purpose Room Room A Room B 1/Chem Lab SSR2/SR9 Library EPO
—14 Floor 4t Floor 4% Floor -—————————————————————
407 408 420 401 402 403 404 405
Living Technology Lab SR 5 Physic Lab SR 6 3F 3E 3D SWO
3" Floor 3" Floor L i L:-:,.
308 309B 309A 320 301 302 303 304 305
D&T Lab English Corner 2A IS/Bio-Tech Lab 2B 2C 2D 2E SUO
2" Floor 2" Floor 29Floor - ——————————
208 208A 209 220 201 202 203 205 206A 206B
1A Geog Room Visual Arts Room Fab Lab 1B 1C 1D 1E AVPO1 AVPO2
~15t Floor 15t Floor 1% Floor
112 115 116 120 121 102 103 104 105 106 107 108
Staff Room 1 Staff Room 2 Store Rm CR1 RR/LPTC APO1 PR PR1 APO2 VPO1 VPO2 PO
- _Ground Floor d FI General Office
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6.02.2  Whole School Emergency Evacuation Procedure

(a) All students and staff are required to evacuate the building immediately when a fire alarm sounds, or
some other evacuation signal is given.

(b) Follow the evacuated layout instruction on each room to leave the building and assemble in school
playground.

(c) The last person to leave an office, classroom, or lab will close the door behind them.

(d) Keep calm and follow the instruction of teachers.

(e) Use the nearest exit to leave the building.

(f) Use the stairwell only (hold on to handrails).

(g) Do not use elevators.

(h) Never attempt to travel through smoke-filled or other imminently hazardous areas.

(i) If you encounter smoke in the stairwells, close the door and use a different exit.

(j) Never assemble near exits or fire lanes.

(k) Do not return to the evacuated building unless you are told to do so by in-charged teachers.

6.02.3  Bad weather warning procedures

(Tropical Cyclone Warning Signal No.8 or above / Red or Black Rainstorm Warning Signal)
Bad Weather Warning

Hoisting Time

Before 6:15 * Schoolisclosed | * Parents should pay attention to th

announcements of the Hong Kong Observatory o

EDB about the school suspension on TV/Radio.

During 6:15 a.m. to 8:00a.m. | * School remains | * Teachers will be responsible for looking after

School Condition Notice to parents

(school starting time) open for the arrived students
arriving ¢ Students will remain in school until parent picks
students them up.

* |f parents cannot come to school, students will
remain in school. With the permission from
parents, students can leave school after
contacting parents by telephone under safe
condition.

* When the Hong Kong Observatory announces
that the bad weather condition persists and will
get worse very soon, all students will be sent
home within 1 hour. Students should contact
parents by telephone before leaving.

Tropical Cyclone Warning | ® School remains | Same as above

Signal No.8 or above is open for the

hoisted / will be hoisted arriving

during 800 am. to students

3:45/4:15 p.m. (school time)

Red or Black Rainstorm | ® School remains | ® School operates as normal.

Warning Signal is hoisted / open * If the bad weather condition persists after
will be hoisted during 8:00 school, students will stay at school until the
a.m. to 3:45/4:15 p.m. weather condition gets better.

(school time) e |If parents want to pick up students by

themselves, they may contact school (Tel. No.:
2194 5707) before 3:30 p.m. The students will be
arranged to stay at school until 5:30 p.m.
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6.02.4  Suspected gas leakage

(a) In case of suspected poisoned gas leakage, school will inform the police and the fire station at once.

(b) If it is accessed that the school is not safe to stay, all the students will be dismissed. Class teachers will
inform the parents individually by telephone.

(c) Parents’ letter will be issued on the next school day.

\6.03 School Environmental Protection Education Policy{

In order to enhance students’ sense of responsibility to the community and the world, and in the area of
environmental education, the school has organized a number of activities and implemented various
measures to cultivate their awareness of the earth and of the importance of resources.

This policy designed to allow every member of the school to work together to take advantage of every
measure to avoid waste enables students to raise their awareness and work through personal experience.
Teachers aim to teach students the knowledge of environmental education, environmental attitudes, and to
encourage them take the initiative to take action to protect the environment.

Measures on:

(a) Energy Saving

e Use more energy-efficient electrical appliances.

e Turn off all power when leaving the classroom.

e Choose the appropriate cooling capacity of the air conditioner model according to the size of the room.

e (Clean air conditioners and air filters regularly.

e Doors and windows should be closed to avoid hot air infiltration when air conditioners are on.

e Open the window when the temperature is lower than 25.5 degrees Celsius.

e Maintain the temperature at 23-25 degrees Celsius when using air conditioners.

e Pull down the blinds to reduce the room temperature if the sunlight enters the room directly through
the window.

e Encourage teachers and students to use natural light if possible.

e Equip all classrooms with T5 light tubes to help save energy.

e Affix insulation film to reduce room temperature in some classroom windows.

e Turn on the computer and the projector only when necessary.

e Turn off the projector when not in use.

e Remind teachers and students constantly the need to save resources.

e Broadcast videos about the concept of "carbon footprint" regularly on campus.

(b) Saving paper

e Encourage employees to use "green paper" or double-sided printing or photocopying.
e Set up “paper recycling bin" next to the photocopier.

e Set up "waste paper recycling bin" in all classrooms, special rooms and on all floors.

e Encourage students to keep old exercise books.

e Use electronic systems to archive and compile documents.

e Delete unnecessary electronic files, merge and shrink electronic forms, records and notices.
e Use green paper as draft paper.

e Use the "Duplex" and "Multi-page to print on 1 page" functions to save paper.

e Use the recycled single-sided paper for the original copy or print.

e Collect used envelopes for reuse.

e Use e-mails to communicate and deliver messages.

e Use electronic archives to store and distribute documents and school information.
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e Encourage students to congratulate school staff and classmates with e-cards.
e Install dry handsets in all toilets to reduce the amount of paper towels.

(c) Water Saving

e Save water consumption.

e Encourage members to save water, cherish resources, and remember to close the tap after use.
e Install infrared sensor device for saving water in all toilets.

(d) Environmental management and maintenance

e Focus on the beauty, tidiness and security of the campus environment, and to encourage employees not
to casually place items around.

e Encourage employees and students to cherish the school's public facilities and equipment, make good
use and preservation of them.

e Develop good habits and self-discipline attitudes of the members gradually regarding the use of the
school facilities and the importance of keeping the campus clean.

(e) Environmental procurement

e Buy environmentally friendly cleaning agents for campus cleaning, reducing pollution of the environment.

e Buy durable and easy-to-repair products.
e Buy refillable or partially refillable products.
e Purchase products that can be recycled.

(f) Waste utilization

e Reuse old envelopes, noticeboard decorations or paper.

e Set up recycling/environmentally friendly boxes in the teacher room and the school office; reuse single-
sided used paper.

(g) Green campus

e Place wastepaper and waste plastics recycling bins in each class.

e Collect the wastepaper and waste plastics in each class periodically, and put them in wastepaper and
waste plastics recycling boxes in the covered playground.

e Encourage students to put plastic bottles / aluminum cans in a collection box in the covered playground.

e Encourage students to actively participate in various recycling activities organized by the school.

e Encourage staff to put wastepaper and waste plastics into the recycling box in the staff room.

(h) Green plant campus

e Plant different kinds of plants on campus, so that students appreciate nature, cherish the environment.

e Offer students the opportunity to participate in planting activities which cultivate students to cherish
life.

(i) Environmental activities

e "School Recycling Campaign"

e "Environmental Ambassadors" and "Energy Ambassadors"
e "Light off half an hour" plan

e "After school three minutes tidy up" program

e "Understanding the Carbon Footprint"

e "Environmental School"

e "No Air Conditioning Day"

e "Environmental Training Seminar"

e "Green Christmas"
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6.04 National Security Education Policy‘

National Security Education (NSE) is an important component of value education, which is inseparable from
national education and indispensable in school curriculum. To better implement national security education
in school, different committees and subjects will carry out the following:

(a) Academic Committee (AC)

e Instruct all subjects to review the curriculum according to the National Security Education Curriculum
Framework of Education Bureau, to ensure the curriculum complies with the regulations of Education
Bureau.

e Instruct all subjects to review the curriculum according to the Value Education Curriculum Framework of
Education Bureau, to ensure the curriculum complies with the regulations of Education Bureau.

e Review all subject curriculum, make sure for all major fields of national security are covered, for major
fields that are not covered, learning activities will be held so students can have a preliminary
understanding of all major fields of national security.

e Develop policies, instruct all subjects should review teaching and learning materials to fully comply with
national security education regulations.

(b) Moral, Civic and National Education Committee

According to the national security education framework of Education Bureau, Moral, Civic and National
Education Committee promotes national security education through classroom teaching and life-wide
learning activities, such as flag-raising ceremonies, lectures, workshops, visits, etc., to strengthen students'
understanding to the law and national situation and the importance of national security, to enhance students'
national identity. In addition to national security, relevant content also helps students learn about national
situation, strengthen their understanding of the country's history, culture and latest development, and to
deepen their understanding of national security, the Constitution and the Basic Law.

(c) Subjects

e Follow AC’s instructions, review the curriculum every year according to the National Security Education
Curriculum Framework of Education Bureau, to ensure the curriculum complies with the regulations of
Education Bureau.

e Follow AC’s instructions, review the curriculum every year according to the Value Education Curriculum
Framework of Education Bureau, to ensure the curriculum complies with the regulations of Education
Bureau.

e Follow AC’s instructions, review the subject curriculum and identify major fields covered in the
curriculum for national security education.

e According to AC’s policy, review all teaching and learning materials, to ensure they are fully comply with
the national security education regulations.

e Cooperate with AC and MCNEC, organize national security education activities, so that students can
understand different fields of national security.
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6.05 Guidelines for Handling School Complaints

6.05.1 Objective
Our school would like to establish a good communication culture and maintain a close partnership with our
stakeholders so as to enhance the effectiveness of handling of public enquiries, opinions and complaints.

6.05.2 Scope of Application
(@) This is applicable to the handling of the following types of complaints lodged by parents, students,
or the public through various means, including post, fax, email, phone or in person:

- In the spirit of school-based management, the Education Ordinance has entrusted the Incorporated
Management Committees (IMCs) with the power and responsibility to manage schools. Schools
should, therefore, collaborate closely with their sponsoring bodies to develop their school-based
mechanism and procedures for handling school affairs, including complaints related to schools. A
complainant should lodge his/her complaint directly to the school for effective handling if it
concerns the daily operation and internal affairs of the school;

- The school should handle complaints about daily operation and internal affairs in accordance
with the Education Ordinance, Education Regulations, Codes of Aid, relevant circulars, guidelines
and codes of practice to ensure compliance with the relevant requirements;

- If a complaint is about education policies, Education Ordinance and services directly provided by the
EDB, it should be lodged to the EDB for direct handling, even though the case may have taken place
in the school. If complaints related to suspected breaches of other legislations of Hong Kong should
be lodged to and handled by the relevant law enforcement agencies (e.g. the ICAC, Hong Kong
Police Force);

- If a complaint involves both school(s) and the EDB, it should be handled by the particular school(s)
and related division(s)/section(s) of the EDB.

(b) The Guidelines are not applicable to handling of the following types of complaints:

- Complaints related to ongoing legal proceedings;

- Complaints under the jurisdiction of other organisations / government departments;

- Complaints governed by other ordinances or statutory regulations such as complaints against
corruption, fraud or theft;

- Complaints lodged by school staff (if a school receives any such complaints, it should handle them in
accordance with the specifications of the school-based or the sponsoring body’s mechanism and
guidelines for staff complaints [if applicable]; if the EDB receives such complaints, it will handle
them in accordance with the current procedures and reply to the complainant direct.)

(c) In general, the school need not handle the following types of complaints:
(i) Anonymouscomplaints

- Whether the complaint is made in written form or in person, the complainant should provide
his/her name, correspondence/e-mail address and/or contact phone number. If in doubt, the
school may request the complainant to show his/her identity documents. Should the complainant
fail or refuse to provide these personal details, thus rendering it impossible for the school to
investigate the complaint and reply in writing, the complaint will be deemed anonymous and
the school may not handle it.

- However, under special circumstances (e.g. when there is sufficient evidence or when the case
is serious or urgent), the middle or senior management of the school may decide whether to
follow up with an anonymous complaint, such as treating it as an internal reference, informing the
respondent about the complaint, or taking appropriate remedial and improvement measures. If
follow-up actions are considered unnecessary, the school should briefly state the reasons and put
on file for record.

(i) Complaints not made by the person concerned

- Generally speaking, the person concerned should lodge the complaint by himself/herself. Anyone

who seeks to file a complaint on behalf of the person concerned has to obtain his/her prior written
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(iii)

(iv)

consent. If the case involves a student (or a minor, or an intellectually disabled person), then
his/her parents/guardian, or the person authorised by the parents/guardian, may lodge a complaint
on his/her behalf.

If a complaint is lodged by more than one person on behalf of the person concerned, the
school may require the person concerned to appoint one of them as the contact person.
Sometimes a complaint is lodged on behalf of the person concerned or referred by other
organisations/groups such as Legislative councillors, district councillors, trade unions or the media.
Since there is no current legislation which empowers any organisation/group to complain on behalf
of someone else, schools/sponsoring bodies may stipulate in their school-based mechanism
whether they would accept such kind of complaint. If, however, the organisation/group has
obtained prior written authorisation from the person concerned, schools should handle the
complaint in accordance with their prescribed procedures.

Complaints involving incidents that happened more than one year

Normally, complaints related to the daily operation of school should be lodged within the same
school year. If the incident involved had happened more than one year, the environment might
have changed or evidence might have disappeared, or the complainant/respondent might have
already left his/her post or the school. The school will not be able to investigate the complaint
because of the difficulty in collecting evidence. To provide greater flexibility, the one-year limit
within which a complaint may be lodged should be one calendar year from the occurrence of the
incident involved.

Even though the complaint is filed after the incident had taken place more than one year, the
school may decide to conduct an investigation under special circumstances, e.g. when there is
sufficient evidence, or when the nature of the complaint is serious and urgent.

Complaints with insufficient information

The school may require the complainant to provide concrete information regarding a case. |If the
complainant fails to provide sufficient information to allow investigation to proceed, the school may
not handle the complaint concerned.

6.05.3 Guiding Principles for Handling Complaints

(a) Clear and transparent mechanism

The school will consult teachers and parents to ensure that the relevant procedures are accepted
by all stakeholders.

The school will prepare guidelines for stakeholders on the relevant policies, procedures and
responsible staff for handling complaints. We may make parents and staff fully aware of the
details of the procedures through different channels, e.g. school websites, circulars, student
handbooks, staff meetings, parent-teacher meetings, seminars and school events.

The school will ensure that all staff responsible for handling inquiries and complaints understand
and comply with the relevant policies and guideline.

The school will regularly review the complaint handling policies and guidelines by consulting
our staff and parents, and revise the handling procedures whenever necessary.

(b) Timely and efficient handling

The school will handle and respond to all verbal or written inquiries, opinions or complaints as soon
as possible to prevent any uninviting situation from worsening. Upon receipt of an inquiry/a
complaint, our frontline staff will either directly handle it or immediately refer it to the designated
staff/task force for action. If the responsible staff cannot resolve the problem, they will seek help
from their seniors.

(c) Confidentiality

All contents and information of complaints should be kept strictly confidential and restricted to
internal reference or reference by relevant persons only.
When the school need to collect personal data during the handling process or when they receive
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requests for the disclosure of data/records in respect of the complaint case, they should observe the

regulations and recommendations laid down in the Personal Data (Privacy) Ordinance. This

includes clearly stating the purpose and the form of collection of personal data, and that the
data will only be used for handling the complaint or appeal cases.

The school should adopt appropriate security measures to protect personal data and privacy, such

as keeping the data in safe places (e.g. cabinets under lock and key).

The school should establish procedures to ensure that only authorised persons are allowed

access to information relating to the case. The responsible persons should not disclose or discuss

in public any contents or information relating to the case withoutauthorisation.

The school can incorporate the arrangements for interviews or meetings with relevant parties into

the school-based complaint handling mechanism. To avoid misunderstanding, schools should:

(1) state clearly whether the person(s) concerned can be accompanied by others (e.g. relatives,
legal representatives) during the interview/meeting and reiterate this stance before the
interview/meeting starts; and

(1) indicate before the interview/meeting starts whether audio/video recording is prohibited or
whether the consent of all attendees must be obtained if the session is to be audio/video
recorded. This stance should be reiterated before the end of the interview/meeting.

(d) Fair and impartial handling

The school should approach complaints positively and treat the complainants and respondents of

the complaints fairly. The school should ensure that sufficient appeal channels are provided
and consider inviting independent persons to participate in the complaint/appeal handling process,
if necessary.

Before an investigation begins or where appropriate, the designated staff and related individuals
should declare interests. If there is any conflict of interest, the persons concerned should not
be involved in handling the case or have access to information relating to it.

To avoid conflict of interest, any staff member who is the respondent of the complaint should
not be involved in handling the case, supervising the investigation, or signing and issuing letters to
the complainant.

The school should see to it that the rights of the complainants or other persons involved in the
complaint are being protected and that their future communication and contact with the school
would not be affected.
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6.05.4 Procedures for Handling Complaints

Diagram 1: Flowchart of School Complaint Handling Procedures

{ Informal Complaiot Handlng Precedures

Handle Inquiries, opindons or informal complaints

[

Person comcerned lodges a formal complaint

~ % '

’ Formal Compiaint Investigation Procedures

School appoints appropriate staff to conduct formal
investigation and reply to the complainant

!

Investigation stage

| Complainant accepts the investigation resalt | Yes
- — J
l No
8 Complaimant puts forward reasons or
wew evidence for appeal

School appoints appropriate staff to conduct an
Investigation and reply to the complainant

N I

Appeal stage

[Complalnant. | Complalnant s the J
\. | lodges new | No nccept
| allegations, | £ SPPA Retan "
which shoald I Y
be handled as a |
Separate case ] Close case

(a) Informal Complaint Handling Procedures

(i)

(ii)

Immediate/prompthandling

If the school receives an inquiry, opinion or informal complaint from the public, whether verbal
or written, the frontline staff should clearly distinguish its nature and take appropriate action.
In general, if the case does not require an investigation involving evidence collection, or the
person concerned does not request a formal written reply, the frontline staff may handle the
matter following the informal complaint handling procedures of the school.

The frontline staff should listen to the concerns of the inquirer/complainant with care and
understanding. If the incident is not serious, they should provide whatever assistance or
information required or promptly respond to the concerns raised by the inquirer/complainant
and help resolve the problems involved.

If necessary, the school staff in charge of the relevant issue should have direct talks or interviews
with the person(s) concerned to explain the schools’ stance and remove any misunderstanding,
misgivings or worries of them.

If necessary, the frontline staff should refer the case to a designated staff or a senior officer for
prompt follow up actions and resolutions. The principal may decide whether to take up the
handling of the case, depending on the situation of the school and the nature of the case.
Replying to complaints

For verbal inquiries/opinions/complaints handled by the informal complaint handling
procedures, oral replies will suffice and written replies are normally not required. For
opinions/complaints which are presented in written form or if the school wishes to make
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(b)

(iii)

(iv)

clear its stance or provide necessary details, the responsible staff may decide whether a simple
written reply to the person(s) concerned/complainantis appropriate.

Complaint records

Cases handled by the informal complaint handling procedures normally need not be documented
in formal written records. If an inquiry/complaint has been answered or resolved instantly, it is
suggested that the designated staff or the principal may record the key points in a log book for
future reference.

Appropriate follow-up

The school should review whether the policies or procedures regarding complaints have been
properly followed and suggest appropriate measures to improve the handling of similar cases or
prevent similar cases from recurring. If necessary, the responsible staff may brief the person(s)
concerned on the follow-up actions that the school has adopted and the results that follow.

Formal Complaint Investigation Procedures

If the school has made its best efforts to resolve the problem through the informal complaint
handling procedures but the complainant still does not accept the school’s response or the problem
remains unresolved, the formal complaint investigation procedures will be initiated by the school.
Investigation Procedures:

If th

e school receives any formal complaints, a special complaint investigation team with not less than

3 persons will be setting up by the school to follow the complaints; if the complaint is regarding the
Principal, the case will then be referred to PLK education department to follow.
(i) Handling Time

(ii)

acknowledge receipt of the complaint within 7 working days, seek the complainant’s consent to
obtain his/her personal data and information relating to the complaint, and inform him/her
of the name, post title and phone number of the staff responsible for handling the case for
contact purposes.
the school will complete the investigation within two months after sending out the
acknowledgement of complaint, and send a written reply to inform the complainant of the
investigation result. Meanwhile, a copy of the investigation result will be sent to PLK education
department. If the investigation is still in progress, the school will also inform the progress of the
complaint to complainant; an appeal system will also be embedded into the written reply so that
complainant will know the whole system thoroughly.

Investigation Stage
when school receives formal complaints, assign appropriate staff or special team to investigate
the complaint;
all complaint details should be recorded in the complaint register;
the designated staff or the special team will start the preliminary checking to see if all the
evidences are valid. If yes, the designated staff or the special team will start the investigation; if
no, the case will be closed and be recorded,;
if necessary, contact the complainant and other persons involved or arrange meetings with
them in order to have a better grasp of the situation or request them to provide relevant
information;
handle the complaint according to our committed handling time, and send a reply to inform the
complainant of the investigation result;
if the complainant accepts the investigation result, conclude the case officially, but if the
complainant does not accept the investigation result or the way the school handled the
complaint, and is able to provide new evidence or sufficient justification, the complainant can
lodge an appeal.
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(iii) Reporting Procedure
Reporting to IMC
The school should report to IMC regularly about all complaint cases.
Complaints about the staff
The special complaint investigation team should report the result and all follow up work to the
Principal. After seeking the approval by school supervisor, Principal can issue warning to the staff
who has been proved to be misbehaved or under-performed.
Complaints about the Principal
The case will be followed by PLK Education Department and the result will be reported to CEO and
school supervisor. Reply to complainant will be signed by school supervisor.
Appeal system
- if the complainant accepts the investigation result, conclude the case officially; and
- if the complainant does not accept the investigation result or the way the school handled the
complaint, and is able to provide new evidence or sufficient justification, he/she may lodge an
appeal in writing against the school’s decision within 14 days from the date of its reply. PLK Education
Department will be responsible for all appeal cases. PLK Education Department will complete the
investigation within a month and send a written reply to inform the complainant of the appeal
result.

if the complainant accepts the appeal result, conclude the case officially;

if the complainant does not accept the appeal result or the way the PLK Education

Department handled the appeal, the PLK Education Department should cautiously review

the appeal process to ensure that proper procedures have been followed;

% if the complainant raises other new allegations, the school/PLK Education Department
should handle them separately in order to avoid mixing up the old complaints with the
new ones.

(iv) Monitoring

- If the case is handled by the school, the school should keep a clear record, including

correspondences, investigation reports and interview records. This record should be signed by the
Principal.

- Ifthe case is followed by the PLK Education Department, PLK will keep a clear record. The record will

be signed by CEO regularly.

The school should keep statistics of complaints and appeals lodged through either the informal or

formal handling procedures for 3 years for future reference.

R/ R/
R X X4

6.05.5 Review of Complaints

(@) Some complaints may remain unresolved after the investigation and appeal stages. Complainants
or relevant organizations (including schools/the EDB) may request the “Review Board on School
Complaints” (Review Board) to review these cases under the following circumstances:

- The complainant provides substantial grounds or new evidence to show that the school/EDB has
handled the case improperly.

- The complaint has been properly dealt with through established procedures by the school/EDB but
the complainant refuses to accept the investigation result and continues to complain.

(b) All review cases should have already passed through the investigation process and appeal arrangement
by the school and the PLK Education Department respectively. In requesting a review, the complainant
should state explicitly in the application the reasons for his/her discontent (e.g. the case has not
been handled according to proper procedures or the investigation result is prejudiced) and provide
substantial justifications or new evidence. The EDB will then forward the case to the Panel to decide
whether a review should be conducted.

(c) For the membership of the review board, the functions and powers of the review board, review
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procedures and the result of review, please refer to the Guideline Handbook for handling school
complaint provided by EDB.

6.05.6 Handling of Unreasonable Behaviour

Under general circumstances, schools should not put any restrictions on complainants making contact
with the school. However, sometimes certain unreasonable behaviour of complainants may have a
negative impact on schools, e.g. draining a considerable amount of the schools’ human resources,
interrupting their operations or services, as well as threatening the safety of staff and other stakeholders.
Schools may therefore develop appropriate policies and measures to handle this kind of unreasonable
behaviour to ensure that their operation would not be affected.

(a) Definition of unreasonable behavior
Complainants’ unreasonable behaviour can generally be classified into the following three types:
(i) Unreasonable attitude or behaviour, such as:

- Acts of violence or intimidation

- Making complaints with abusive language or in an insulting and discriminatory tone

- Providing false data or deliberately concealing facts

(ii) Unreasonable demands, such as:

- Requesting a huge amount of information or demanding special treatment

- Making telephone calls incessantly to ask for a dialogue or an interview, or to command a certain
staff member to reply

- Commanding a certain staff member to meet at a specific time and place

(iii) Unreasonable persistent complaints, such as:

- Insisting on rejecting the explanations and findings of the school/EDB, and/or requiring the
school/EDB to discipline certain person(s), even after appropriate investigation procedures have
been taken

- In respect of the same case, repeatedly making the same complaints or presenting similar
justifications as before without providing any new evidence

- In respect of the same case, persistently bringing in new allegations or new complaint targets,
but failing to present concrete evidence

- Interpreting things in an unreasonable or irrational manner, or wrangling over trivial details

(b) Handling of unreasonable behaviours
(i)  Unreasonable attitude or behaviour

- Any unreasonable attitude or behaviour, including acts of violence, intimidation, and
abusive/offensive conduct or language, whether performed face-to-face, by phone, or in
writing are unacceptable. The staff member handling the complaint should convey this message
clearly to the complainant and demand that he/she stop acting in such a way. If the complainant
refuses to comply after the warning, the staff member may terminate the meeting or
conversation with him/her.

- Schools should develop contingency measures and guidelines to remind staff responsible for
handling complaints to stay alert and take suitable action to protect their own safety. Schools
should empower the staff member to make decision, depending on the situation, on
whether to terminate the interview or dialogue with the complainant and ask the complainant
to leave, if his/her behaviour poses an immediate threat to the staff’'s personal safety or
damages their personal interests. In an emergency or if it is deemed necessary, the school
should take appropriate and decisive action, such as reporting to the police or taking legal action.

(ii)  Unreasonable demands

- If a complainant makes unreasonable demands which have an adverse impact on the school,
e.g. interrupting its operation/services or other stakeholders are affected by the
unreasonable behaviour of the complainant, the school may consider putting restrictions on
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(iii)

the complainant’s contacts with the school, including specifying the time, frequency, date,
duration and modes of communication (for example, requiring the complainant to make an
appointment before visiting the school, submit his/her views in writing, or contact only with
the staff designated by the school). The school must notify the complainant in writing of such
arrangements and handling procedures.

If the complainant’s behaviour improves, the school may consider whether the restrictions
should be lifted. If the school decides to keep the restrictions, it should regularly review the
conditions for imposing them.

Unreasonable persistent complaint

Faced with these complaints, if the school has carefully examined the case and handled it
properly under the prescribed investigation and appeal procedures, and sent a detailed and
unbiased written explanation regarding the outcome to the complainant, the school may decide
whether to restrict or stop contacts with the complainant, and cease handling the case
altogether.

To avoid any unrealistic expectations on the part of the complainant, the school should
communicate to him/her in a firm manner that a final decision has been made regarding the
case and that the decision is irreversible.

In response to these complaints, the school may send a “Reply Card” to the complainant, referring
him/her to the replies previously given, and reiterate that the school will neither respond to
the same complaint nor contact him/her again.
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