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School Regulations and Student Code of Conduct Guidelines by Discipline Department
HIEE R RBETRIES
Dear Parents,
BUXRE :

Our school promotes an "all-rounded education” that goes beyond academic enrichment, encompassing the
development of students' knowledge, skills, physical training, as well as their moral and ethical qualities. The
"student Guidelines" serve the purpose of fostering a focused approach to studies and nurturing students with
strong character and values. The guidelines are outlined below.

btudent Guidelines\

1.  School Uniform

1.1 Students must wear a complete set of the school uniform or PE uniform (long pants) for activities
within the school premises. If there is a Physical Education (PE) lesson or school team practice on a
particular day, students may wear their PE uniform (long pants) to school. During summer, students
must wear their PE uniform (long pants) to school and change into shorts for PE lessons. They may
wear the PE or team uniform during school team practice.

1.2 On Saturday mornings and school holidays, students must wear their full school uniform if they
return to the school for make-up classes/tests. If they participate in school activities, they can wear
either the full school uniform or the PE uniform (long pants).

1.3 Students with naturally light-colored hair or those who need to wear religious accessories should
submit a letter from their parents with supporting reasons to the school for approval.

1.4 For details regarding the school uniform and appearance, please refer to Appendix 3.

2. Morning Assembly
2.1.  When the assembly bell rings, students should immediately cease all other activities and proceed
to the designated assembly area.
2.2. During recess and lunchtime, students must promptly return to their classrooms after the
preparatory bell rings to prepare for class. Failure to do so will result in disciplinary action.
2.3. Before using special rooms (including after recess and lunch), students must line up outside the
rooms and keep the corridors clear.

3. Lateness
3.1. Lateness will be based on the time displayed on the card-swiping machine.
32, Records of students' lateness will be displayed on the report card.
3.3.  Starting from the third instance of lateness, students will receive penalties for each occurrence,
and the school will actively follow up on the matter.
3.4. If astudentis frequently late, parents may be invited to discuss the issue.

4. Leave of Absence
4.1. Sickleave
4.1.1. Parents or guardians must inform the school General Office before 8:30 am if a student is
taking sick leave.
4,1.2. On the first day back to school after an absence, the student must submit a letter signed
by the parent and a medical certificate (if applicable) to the class teacher. After verifying



5.

4.2,

4.3.

4.1.3.

4.1.4.

4.1.5.

4.1.6.

the parent's signature and information, the class teacher will request the student to
submit the letter to the General Office within 2 days.

For absences longer than one day, or if the student is absent on activity days, formal tests,
or examinations, a medical certificate must be provided.

If a student takes five sick days in the same term without a valid medical certificate, a
medical certificate must be provided for subsequent sick leaves within the term.

Failure to submit a valid sick leave application will result in a warning letter sent to the
parents. Parents are required to acknowledge the warning by signing. On the second
occasion, one demerit will be recorded.

students must use the Sick Leave Application Template available on the school website
under "News & Circular > Forms." No other forms will be accepted. A template has been
distributed to students (Appendix 1) and is also available in the General Office.

Casual leave

4.2.1.

422,

4.2.3.

Except for emergencies, parents must submit a letter (with relevant documents) to the
school at least five school days prior to the proposed leave day.

Non-emergency leave requests, such as travel, wedding receptions, and air travel, will not
be accepted as valid reasons.

Students must use the Casual Leave Application Template available on the school website
under "News & Circular > Forms." No other forms will be accepted. A template has been
distributed to students (Appendix 2) and is also available in the General Office.

Early Dismissal

4.3.1.

4.3.2.
4.3.3.

4.3.4.

Students who need to leave school early must seek approval from the General Office and
their class teacher before leaving.

Parents will be notified and advised to pick up their children from the school.

Students must submit the "Early Dismissal Approval Form" at the school reception counter
before leaving.

Early dismissal due to illness must be followed up with a sick leave application, while early
dismissal for other reasons must be supported by a casual leave application. Students who
leave the school without following the proper early dismissal procedure will be considered
truant.

Promotion and Retention Policy
There are 2 repeating quotas for each form based on the overall conduct performance.

A student who has received a major offence for the entire school year or

5.1.
5.2.

5.3.

3 minor offences or

9 demerits or

16 lateness records or

16 times of disorderly conduct or

16 instances of improper school uniform
and appearance

Conduct Grade: E in both terms

if more than 2 students are required to repeat at a particular form, the order will be followed:

5.3.1,
5.3.2.

5.3.3.

Student with the greater number of criteria met will be required to repeat in that form.
If two or more students have the same number of criteria met, the student with the
greater number of major offenses, minor offenses, and demerits will be required to repeat

in that form.
If the numbers of major offences, minor offences and demerits are the same, the student

with poorer academic performance will be required to repeat in that form.

Mobile Phone Policy
Please refer to our "Mobile Phone Policy" circular.

6.1.




Discipline Policﬁ
Name Recording

1.1.  No conduct mark will be deducted for the first two name records.

1.2.  On the third occurrence of a student's name being recorded, 3 conduct marks will be deducted.
1.3.  For subsequent name recordings beyond the third time, 1 conduct mark will be deducted each time.
1.4.  Parents will be contacted every three name records.

1.5. Records are kept on a term basis.

Conduct Mark

2.1, Each student's conduct performance will be assessed using a conduct mark.
2.2.  Initially, each student's conduct mark will start at 85. Conduct marks are recorded on a term basis.
Conduct Mark Conduct Grade Conduct Mark Conduct Grade
>100 A+ 71-75 C+
96-100 A 66-70 C
91-95 A- 61-65 C-
86-90 B+ 50-60 D
81-85 B <50 E
76-80 B-
2.3, The conduct mark will be converted to a grade and printed on report cards.
2.4, 1 demerit will be recorded with every deduction of 5 conduct marks. Parents and class teachers

will be notified of the deduction.

Merits and Demerits, Major and Minor Credits, Major and Minor Offences

3.1. Records of merits and demerits, major and minor credits, and major and minor offences are kept
on a term basis, and the overall performance will be reflected on the Annual Report Card.

3.2. 1 demerit will be recorded with every deduction of 5 conduct marks.

3.3. 3 demerits will be converted to 1 minor offence.

34. 3 minor offences will be converted into 1 major offence.

3.5. 1 merit will be recorded with every addition of 5 conduct marks.

3.6. 3 merits will be converted to 1 minor credit.

3.7. 3 minor merits will be converted into 1 major credit.

3.8.  The following table indicates the maximum conduct grade a student can obtain based on their
discipline records:

Lo Conduct grade will NOT . Conduct grade will NOT
d d
Discipline Recor be higher than Discipline Recor be higher than
1 demerit B 1 major offence D
j f
2 demerits or above B- 2 major offences or E
above
1 minor offence C
2 minor offences or
C_
above
DID Card
41. Each student will be issued a DID card and is required to carry it daily.
42. Ifastudent violates a rule, a teacher or prefect will collect the student's DID card and ask them to

go to the DID room {Room 114) after school to address the issue.

43. Students must go to the DID room on the same day to handle the case.

4.4. Failure to go to the DID room on the same day will result in a deduction of 3 conduct marks. The
DID teacher will promptly contact the student's parents.

DID Room (Room 114)
5.1.  The DID room is open for 30 minutes after school every day.
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Christian Alliance Cheng Wing Gee College
SEEME PR

Shum Kai Shing, Principal  JERUGHRE
5 September 2023 2023 9H5H

Reply Slip El{&

| acknowledge the receipt of the above circular regarding “School Regulations and Student Code of Conduct Guidelines”.

ANEEHME BRREEM "RRRBETRIES ) 2&H -

03 | will ensure that my child strictly adheres to the school rules and student behavior guideline.

FAENHER MFHEEEFRRMEETRIES] -

Name of Student 245 .

Class F15Al : CSNO b15E -

Name of Guardian E:EA B !

(Block Letters P2 IEHE)

Signature of Guardian B AZEE:

Date HE5 :

Please put a ‘v in the appropriate box FENEE o RIELV'HR

Kindly return the reply slip to Class Teacher on or before 6 Sep 2023,



