Notice No.: 2021038

ST. CLARE’S GIRLS’ SCHOOL

50 MOUNT DAVIS ROAD,
HONG KONG
Web Page: www.stclare.edu.hk Tel : 2817 1764

E-mail : info@stclare.hk Fax: 2855 8420

1 December 2020
Dear Parents,

Suspension of Face-to-Face Classes (S1-S5)

The Education Bureau (EDB) has announced that due to the recent surge of confirmed cases of COVID-19,
all face-to-face classes have to be suspended from 2 December 2020 until the beginning of Christmas holidays.
During this period, all lessons will be conducted via Zoom. Please take note of the following arrangements:

1. All lessons will be conducted according to the days of cycles on the school calendar.

2. The timetable for online lessons is as follows:

Class Teacher Period 8:00 — 8:15
1% period 8:15-8:45
2M period 8:45-9:15
1% recess (15 min) 9:15-9:30
3 period 9:30 — 10:00
4™ period 10:00 — 10:30
2" recess (15 min) 10:30 — 10:45
5" period 10:45 - 11:15
6" period 11:15-11:45
3" recess (15 min) 11:45 —12:00
7% period 12:00 —12:30
8t period 12:30 - 13:00

3. Students should attend the online lessons punctually, as on any ordinary school days. If your daughter is
sick on the day and cannot attend the lessons, please call the school Office at 2817 1764 before 8:00 a.m.
to apply for sick leave.

4. Timely submission of assignments is mandatory. Class attendance, participation and assignments will all
be assessed and contribute towards the first term result.

5. If face-to-face classes are resumed after Christmas holidays, Mid-term Examination will be postponed to
11 January - 25 January 2021. Detailed arrangement of Mid-term Examination and the lessons to be held
after Christmas holidays will be subject to change according to the development of the pandemic. The
school will inform parents in due course.

6. On 3 December - 4 December 2020, class teachers will give sunshine calls to parents to discuss the
progress of students in these few months and during the suspension period.

For other details, please refer to Annex — Guidelines to online lessons. Should you have any queries
regarding the above arrangements, please contact the class teachers.

Thank you for your attention.
Yours sincerely,

Mrs. Cherry Chan
Principal
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Annex

Guidelines for Students on Online Lessons (S.1-S.3):

Get ready by 7:55 am. Find a quiet place where you can use your computer for online lessons.
Join the Zoom meeting using the meeting ID and password emailed to you by class teachers.
Class teachers will take roll call and lead the prayer at 8:00 am. Subject teachers will also check
attendance of students at the beginning of each lesson. Make sure you turn on the video to show
your face when teachers take attendance.

For whole-class lessons:

One Meeting ID and password will be set for each class and used for all lessons of the day.
For split-class lessons:

A separate Meeting ID and password will be used, according to the room assigned for the
lesson. Students should leave the class account Zoom meeting and join the split class Zoom
meeting accordingly.

Submit assignments on time according to the instructions by subject teachers.

Check your school email (Office 365) every day for updates from teachers concerning subject
learning (e.g. pre-lesson tasks, online assessments etc.)

Teaching topics and assignments are recorded on an online Excel file for your reference (the
link to the Excel will be emailed to you by class teachers)

Contact your subject teacher via email if you encounter any difficulties.

If you are sick on the day and cannot attend the lessons, you should call the school office before
8:00 am to apply for sick leave.

Guidelines for Students when Using Zoom:

Do NOT share the meeting ID, passwords or links to other people outside the class.

Join the meeting on time and stay in the waiting room for admission.

Teachers will check participant names and admit participants to the meetings. Students must show
their class, class humber and names clearly e.g. 1A (01) Chan Mei Kwan Ada, otherwise
teachers may not allow them to join the meeting.

Students should turn on the video to show their face during lessons for better interaction. They
should therefore dress appropriately and maintain a neat and tidy appearance.

Other security measures

Keep Zoom application, operating system and anti-virus software updated. Do not click any
suspicious link shared by unknown participants. Do not share confidential information during
zoom meetings.



Annex

Guidelines for Students on Online Lessons (S4-S5):

Get ready by 7:55 am. Find a quiet place where you can use your computer for online lessons.
Join the Zoom meeting using the meeting ID and password emailed to you by class teachers.
Class teachers will take roll call and lead the prayer at 8:00 am. Subject teachers will also check
attendance of students at the beginning of each lesson. Make sure you turn on the video to show
your face when teachers take attendance.

Submit assignments on time according to the instructions by subject teachers.

Check your school email (Office 365) every day for updates from teachers concerning subject
learning (e.g. pre-lesson tasks, online assessments etc.)

Teaching topics and assignments are recorded on an online Excel file for your reference (the
link to the Excel will be emailed to you by class teachers)

Contact your subject teacher via email if you encounter any difficulties.

If you are sick on the day and cannot attend the lessons, you should call the school office before
8:00 am to apply for sick leave.

Guidelines for Students when Using Zoom:

Each class is assigned a meeting ID and password for core subjects. Meeting IDs and
passwords for elective subjects will be sent to students via emails by subject teachers. Do
NOT share the meeting IDs, passwords or links to other people outside the class.

Join the meeting on time and stay in the waiting room for admission.

Teachers will check participant names and admit participants to the meetings. Students must show
their class, class number and names clearly e.g. 4A (01) Chan Mei Kwan Ada, otherwise
teachers may not allow them to join the meeting.

Students should turn on the video to show their face during lessons for better interaction. They
should therefore dress appropriately and maintain a neat and tidy appearance.

Other security measures

Keep Zoom application, operating system and anti-virus software updated. Do not click any
suspicious link shared by unknown participants. Do not share confidential information during
zoom meetings.



