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24 June 2014

S4 and S5 Summer Tutorials

The school will arrange tutorials for S4 and S5 students during the summer
holidays. Please refer to the attachment for details. Parents are advised to remind
students to attend the tutorials punctually in tidy school uniform. Students who are
unable to attend the tutorials should apply for leave of absence through the usual
procedures. Sick leave applications must be supported by medical certificates issued
by a doctor. Leave for personal affairs must be applied and approved by the school
in advance. Absence without compliance with relevant school rules will be regarded
as truancy.

For enquiries, please contact the school office.

Ng Kit Yung
Principal
Y% -
Reply Slip ((To be submitted to form teacher by 26/6)
June 2014

| am notified of the school’s arrangements for the summer tutorials. |
will remind my child to attend the tutorials punctually.

Class: No.:

Name of student:

Parent signature:
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S4 and S5 Summer Tutorials: Notice to Students

All students are required to attend the tutorials. Students advancing to S5 or S6 provisionally should
attend the tutorials with their original classes.
Students repeating S4 or S5 and those applying for subject withdrawal can attend the tutorials with
their original classes. The decision, however, rests with the subject teacher.
Students must attend all tutorials punctually in tidy school uniform. Attendance in PE uniform is not
allowed.
Application for sick leave:
Call the school office to apply for sick leave.
Obtain a medical certificate from the doctor. (Medical certificates have to be issued on the day of sick
leave or one day before.)
Download the sick leave application form from E-CLASS (see appendix 1) and fill in the form.
Present the medical certificate to the subject teacher on the date of the subsequent tutorial of the
relevant subject (or on 1 or 2 September for absence from the last tutorial), and ask the subject
teacher to sign the sick leave application form.
Submit the medical certificate (original copy) and sick leave application form to the form discipline
teacher_ before 3:00 on 3 September. Students who fail to do so on the specified date and time or fail

to submit relevant documents could be penalized with one minor demerit.

Application for leave for personal affairs:
Students who are aware of the need to apply for leave for personal affairs prior to a tutorial must

notify the relevant subject teacher in advance.

Download the leave for personal affairs application form from E-CLASS (see appendix 2) and fill in the

form.
Students who need to take leave for an emergency after the start of a tutorial should call the school
office to apply for leave for personal affairs. They should provide an explanation to the subject teacher
on the date of the subsequent tutorial or the relevant subject (or on 1 or 2 September for absence
from the last tutorial), and submit the leave for personal affairs application form afterwards.

Submit the Leave for personal affairs application form to the form discipline teacher_before 3:00 on

3 September. Students who fail to do so on the specified date and time or fail to submit relevant
documents could be penalized with one minor demerit. Students who commit truancy will be
penalized with one major demerit.

Students who apply for sick leave or leave for personal affairs should proactively consult teachers or

classmates about the progress of the tutorials, and study at home to catch up with the progress.



Application for Sick Leave Appendix 1
I would like to apply for leave of absence from the tutorial for my child

(F. No. ) for the reason of
Subject ( Core/Elective 1/2/3)
Teacher Signature :
Date
Parent signature : Date : Tel :

Please affix medical certificate in this box.

After being signed by the teacher concerned, this form should be kept by the student
and submitted to the form discipline teacher_before 3:00 on 3 September.



Application for Leave for Personal Affairs Appendix 2
I would like to apply for leave of absence from the tutorial for my child

(F. No. ) for the reason of

Subject ( Core/Elective 1/2/3)
Teacher Signature :
Date

Parent signature : Date - Tel :

Please affix relevant documents in this box (e.g. receipt of study tour).

After being signed by the teacher concerned, this form should be kept by the student
and submitted to the form discipline teacher before 3:00 on 3 September.




