CHAN SUI KI (LA SALLE) COLLEGE

4 SHEUNG WO STREET, HOMANTIN,
KOWLOON, HONG KONG.

TEL : 27118175
FAX : 27621550

Circular No. 21029
20% January, 2022

Dear Parents/Guardians,

Suspension of In-person Classes and Arrangement of Online Classes (for $1-S5 only)

Given the COVID-19 situation, the Education Bureau has announced that in-person classes will be
suspended from Monday 24™ January, 2022 until the end of Chinese New Year holidays. The school

will arrange online classes for students during the above period. Details are as follows:

1. Timetable for Online Classes

S1-S5

Online Classes (6-day cycle, 30 min/lesson)

Form Teacher Period 07:55-08:10

1%t Lesson 08:15 - 08:45

2" Lesson 08:50 —09:20

3™ Lesson 09:25 - 09:55

Recess 09:55-10:10

4t Lesson 10:15 — 10:45

5t Lesson 10:50 - 11:20

Recess 11:20-11:35

6t Lesson 11:40-12:10

7t Lesson 12:15-12:45

8t Lesson 12:50-13:20

After-school activities and classes will be conducted online as scheduled.
2. Arrangement of Singing Contest

The Singing Contest will be conducted online on 26™ January, 2022 from 8:30 am to 10:00 am. The
day will begin with a 10-minute Form Teacher Period. S1-S5 students should attend the contest
through Microsoft Teams. Attendance will be taken during the first five minutes of the Form Teacher
Period. Students should be punctual for roll call or they will be considered absent.

3. Hardware and Software

The online classes will be conducted through Microsoft Teams. Students should install Microsoft
Teams and Microsoft Outlook on the devices they use the most. They should stay signed in to the
Microsoft school account on these devices and turn on notifications so that they can get the updated
information promptly.
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Parents should ensure students are equipped with the appropriate devices for online learning.
Devices with a bigger screen should be used e.g. a tablet or a personal computer with a microphone
and a webcam. Also, there should be a stable internet connection e.g. broadband or WiFi. In case of
financial difficulties, parents and students can contact the General Office (Mrs. Leung) or our school
social workers for assistance.

4. Class Procedures and Routines

The general principles for the policies and procedures of online classes are no different from those
of classroom lessons. Students are expected to be well-behaved, attentive and engaged during online
lessons. Students should turn on their webcams during lessons but they can hide the background.

For better communication between teachers and students, students should update their Microsoft
school account pictures with a passport/ID photo (in school uniform).

Attendance will be taken during the first five minutes of each lesson including the Form Teacher
Period. Students should fill in the Attendance Form (Microsoft Form) by entering their class, class
number and name e.g. 1A01 Chan Tai Man. Students should be punctual for roll call or they will be
considered absent.

If a student is sick and unable to attend the online lessons, his parent should either call the General
Office between 7:30 am and 8:00 am or send an email with the following details to
absence@csklsc.edu.hk by 8:00 am : Class, Class Number, Student Name, Date of Absence, Reason,
Parent’s Name and Contact Number. Please put down “Leave Application” as the email subject line.

Teachers will give assignments to students during online lessons. Students should submit their
assignments through Microsoft Teams by the due date. Students who frequently fail to finish their
assignments will be punished. Parents and students should refer to the Homework Scheme for
details.

The attendance rate and the completion rate of assignments will be counted as part of the academic
performance. A good attendance rate and a good completion rate of assignments are conditions for
a student’s promotion to next class level.

Students should respect privacy and copyright. They are not permitted to videotape, record audio or
take photo of online classes. Presentations and learning materials posted on Microsoft Teams are for
internal use only. Students are not permitted to share these materials with any non-school members
or they will be disciplined.

If a teacher is sick or on leave, he/she will inform students of the cancellation of lessons and the
arrangement of make-up lessons if any.

Students should study the Instructions to Students (Online Classes) (Appendix 1) and Microsoft
Teams Expectations (Appendix 2) attached.


mailto:absence@csklsc.edu.hk

CHAN SUI KI (LA SALLE) COLLEGE

4 SHEUNG WO STREET, HOMANTIN,
KOWLOON, HONG KONG.

TEL : 27118175
FAX : 27621550

5. Online Enquiry for Checking Attendance Records of Online Classes and Assignment Records

The school has set up an enquiry system for parents/guardians to check the attendance records
(online classes) and assignment records of students. Parents/guardians can get access to the online
enquiry system through the following links:

(i) Online Enquiry for Attendance Records (Online Classes) =
https://attendance.csklsc.edu.hk
[
(ii) Online Enquiry for Assignment Records = " =
https://assignment.csklsc.edu.hk .
!
[

To start an enquiry, parents/guardians should enter the following information and click ‘Submit’ on
the enquiry homepage.

e Student Registration Number e.g. 20131001

e Student’s Surname e.g. Chan

e CAPTCHA code

For privacy reasons, students’ names are not fully displayed. We hope parents/guardians find the
online enquiry system useful. Please refer to Appendix 3 for the explanatory notes on the records.

For enquiries, please do not hesitate to contact the General Office at 2711 8175.

Yours faithfully,
o
\ /:q'(,b

Lee Ting Leung
Principal

Encl.

1. Instructions to Students (Online Classes)
2. Microsoft Teams Expectations
3. Explanatory Notes on Records (Online Enquiry)
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Appendix 1

Instructions to Students (Online Classes) 20.01.2022

Preparation for online classes:

Identify a place at home that is suitable for study where you can work with minimal distractions

Equip yourself with

— alarge-screen device e.g. a tablet or a personal computer with a microphone and a webcam

— astable internet connection e.g. join meetings (classes) in a place at home where WiFi signal
is strong

A set of earphones/headphones with a built-in microphone is recommended for better sound

quality and reducing echo.

Download and install Microsoft Teams on your device/ computer. Avoid using online version.

Familiarise yourself with the functions of Microsoft Teams

Joining classes:

Get your books/notes and stationery

Sign in and join meetings (classes) five minutes before they start

Fill in the Attendance Form (Microsoft Form) posted by the teacher. Enter your class, class
number and name e.g. 1A01 Chan Tai Man

Attendance will be taken during the first five minutes of each lesson including Form Teacher
Period. Be punctual for roll call or you will be considered absent.

Turn on your webcam but you can hide the background

Mute your microphone when the teacher is doing his/her presentation. Select “Raise your hand”
in the meeting controls if you want to ask any questions. Wait your turn, after getting permission
from the teacher, unmute your microphone, speak to/ share your work with others

Be well-behaved, attentive and engaged

Respect privacy and copyright. Never videotape, record audio or take photo of the meetings

After classes:

Relax and refresh during the break between lessons

Revise the presentations and learning materials posted on Microsoft Teams if necessary
Complete assignments on time

Contact your teachers and get support from them if you have any difficulties
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Important Notes:

e Students should install Microsoft Teams and Microsoft Outlook on the devices they use the most.
They should stay sign in to the Microsoft school account on these devices and turn on
notifications so that they can get the updated information promptly.

e Students should update their Microsoft school account pictures with a passport/ID photo (in
school uniform). The General Office and form teachers will download students’ photos for school
affairs.

e If a student is sick and unable to attend the online lessons, his parent should either call the
General Office between 7:30 am and 8:00 am or send an email with the following details to
absence@csklsc.edu.hk by 8:00 am : Class, Class Number, Student Name, Date of Absence,
Reason, Parent’s Name and Contact Number. Please put down “Leave Application” as the email
subject line.

e Attendance will be taken during the first five minutes of each lesson including the Form Teacher
Period. Students should fill in the Attendance Form by entering their class, class number and
name e.g. 1A01 Chan Tai Man. Students should be punctual for roll call or they will be considered
absent.

e Teachers will give assignments to students during online lessons. Students should submit their
assignments through Microsoft Teams by the due date. Students who frequently fail to finish
their assignments will be punished. Parents and students should refer to the Homework Scheme
for details.

e The attendance rate and the completion rate of assignments will be counted as part of the
academic performance. A good attendance rate and a good completion rate of assignments are
conditions for a student’s promotion to next class level.

e Students should respect privacy and copyright. They are not permitted to videotape, record audio
or take photo of online classes. Presentations and learning materials posted on Microsoft Teams
are for internal use only. Students are not permitted to share these materials with any non-school
members or they will be disciplined.

e |f a teacher is sick or on leave, he/she will inform students of the cancellation of lessons and the
arrangement of make-up lessons if any.
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Appendix 2

MICROSOFT TEAMS e
EXPECTATIONS

BE IN A QUIET PLACE

BE PREPARED

Wake up early

@ Log on

5 minutes
before class
starts

Find a quiet place

Check your
surroundings,

Use a table or
desk

Computer is charged
Camerais on

Use headphones
Get textbooks

PRESENTATION

PARTICIPATION

Wear appropriate clothing

Be in camera
view

Mute yourself when
your teacher or
another student is
talking or if there is (\;’t‘“‘z&.

. \
background noise -

CHAT RESPONSIBLY

COMMUNICATION

Be focused
Be attentive

Be an active
participant

BE RESPECTFUL

Raise your hand
to speak

chat box

Speak clearly

Don’t dominate the
the conversation _“ S~
el

Stay on topic
(no side conversation)

R-E-S-P-E-C-T

Be kind

Be considerate

BE READY TO

TAKE NOTES

KEEP UP WITH
ASSIGNMENTS

Take notes regarding
instructions

Make sure you
understand the > ¢
assignments ‘

REVIEW NOTES &
RECORDINGS

Work on class
assignments every day

Review what was
done in class

Prepare questions' ,

for your teacher '
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Appendix 3 003

Explanatory Notes on Records % i§ % 3t itz

1. Attendance Records of Online Classes % } Zk¥ 11/ & &%

FTP Form Teacher Period FLA iE &

L1 1t Lesson - &

L2 2" Lesson E

L3 3™ Lesson %z &

L4 4t Lesson S &

L5 5% Lesson %37

L6 6" Lesson 55

L7 7t Lesson - &

L8 8t Lesson IR

L9 After-school classes/tutorials fs 3 A%
Lu Reading Lesson (for S1 only) ErRBRHR(? - B5gr)

2. Assignment Records #% % &

Late No.

| How many times a student failed to submit assignments
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