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Introduce the Guidelines and
Requirements ot EDB
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Summary
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* Schools have to reinforce and step up measures for ensuring students’
regular attendance.
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Requirements on Reporting Non-Attendance
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* All primary and secondary schools (including public sector schools , schools under the Direct
Subsidy Scheme (DSS schools) and private schools offering formal curriculum) are required to
strictly comply with the principle of “Early Notification” to report student non-attendance cases
to the Education Bureau (EDB) on the 7th school day of students’ continuous absence,
regardless of the reasons.
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* Reporting Mechanism on non-attendance cases is applicable to all primary and secondary

schools, including International schools and English Schools Foundation (ESF).
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Reporting Student Dropout and Departure Cases
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Public sector schools, DSS schools and private primary schools
participating in the Secondary School Places Allocation (SSPA)
System are also required to report student dropout and
departure cases.
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Background
*®

* The Government provides 12 years of free primary and secondary
education to children.
BREBILZFHEGINEZRTEHRT -

* As stipulated in the Education Ordinance (Cap. 279) , parents have the
legal responsibility to ensure that their children aged between 6 and 15

attend schools regularly.
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“Early Notification” principle
£ J g g R

* Schools are required to report student non-attendance cases
without delay to EDB on the 7th school day of the students’

continuous absence, regardless of the reasons for absence
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Formulation of school policy on student attendance
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It is important for schools to develop an appropriate school policy

relating to student attendance.
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* Schools should formulate clear procedures, guidelines and mechanisms
for school personnel to follow, review their effectiveness from time to
time, and make timely revisions and enhancements.
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Strategies to be adopted under the school policy on
student attendance
I T L A -

« An early prevention, early intervention and school-based approach should be in place
HEBEFFAG ~ EFNAFRER A REE R

* To have a balanced curriculum and well-designed learning and teaching strategies
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* Cross-disciplinary collaboration is important

BREEMEEZAEER

* Schools should make good use of the community resources
ZRBEERALE TR

* Close home-school partnership
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Appendix I: Further Suggestions on Developing a School Policy on
Student Attendance (1)
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I. What constitutes a good school policy on student attendance? What are the

essential elements to be included?

HBRRFHOBRARPER? BARBEOEFEEER?

A good attendance policy should:
RFORPLBRE

* Put in place clear and concise systems and records
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* Acquaint school personnel with their roles and responsibilities
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Appendix I: Further Suggestions on Developing a School Policy on
Student Attendance (2)
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Set up support systems
TAL X E W E

Enhance communication with parents
g R Rk iER



Appendix I: Further Suggestions on Developing a School Policy on
Student Attendance (3)
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Make preparations for returning students
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Arrange careers guidance for students
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Appendix I: Further Suggestions on Developing a School Policy on
Student Attendance (4)
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1. Examples of Good Practices
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* Review school learning environment regularly and strengthen

protective factors
EHBAZRNFZBIRE > HBAEREF
* Collect and analyse attendance data regularly

R R Ao o4 4 R LM

* Enable parents to understand the school policies through various

channels
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Appendix I: Further Suggestions on Developing a School Policy on
Student Attendance (5)
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* Reward system
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* Organise any school activity
HEEREE

* Provide bridging and support programmes
REBTER X &3

* Implement proper interventions
EHBEMNTA

* Set up a mentor and mentee system
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Appendix I: Further Suggestions on Developing a School Policy on
Student Attendance (6)
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II1. Things Not to be Done
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* Do not administer discipline measures that hurt the self-esteem of students; please refer to
Chapter 3.6 “Discipline” of the School Administration Guide for details
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* Do not punish truant / non-attendance students by depriving them of the opportunities in

taking part in learning and extra-curricular activities

FRAUNEZASHAEZHETETHRFINETHHEAN  EARIAMARE HFRY TR

* Do not ever give up hope in helping truant, non-attendance students or marginal dropouts



Personal Information Collection Statement
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* Since submission of students’ and parents’ personal data is required for case

reporting, schools should state clearly in the Personal Information Collection
Statement provided to students and parents the purpose of personal data
collection, which covers the transfer of the relevant personal data to EDB for
investigating and following up on non-attendance / dropout and departure cases.
BREZERAZREEFAEARIZAEARZRNBEATR  HUERAZLERERRE
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Points to Note:
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* Schools must ensure that the attendance records and relevant information are kept accurately

and properly.
LR LA R AR R % B

* A teacher or staff member should be appointed to be in charge of student attendance matters
ZRAEZR—ALHEFRHMEE B RRES AN R Lk

* Ensure early support and intervention, schools should comply strictly with the reporting
requirements. In case of default, schools will be required to explain with justifications and take

remedial actions.
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* In case of delay or failure to report non-attendance cases, EDB will initiate an investigation into

the school’s situation.
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Admitting and Re-admitting Student Dropouts
B ArE ATE B F

* Re-admit own dropouts

EMFBMBERBEL

* Should allow students to attend class immediately
ok SR R B A& 31 PP AR IR



Expulsion of Students
[TTE

* Students admitted to an aided school should normally be allowed to

complete the full programme of that school
BREBERGRYPZAERE BETRARA TR FAE o

* Schools should not force their students to leave school or advise them to
leave of their own accord by various means or reasons, as such practices are
educationally undesirable.
EMERARBREOZLEBRIUNEET XA RE GNP L B/TEK - 7 MM
EIEFF BT HRA



Suspension of Students from Class or School

FLELRP B G B R

* When suspending students from class or school, schools should comply with
the procedures provided in the Codes of Aid and refer to the key points
under Section 3.6 “Discipline” of the School Administration Guide, so as to
uphold students’ right to education.
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* Schools should keep a record of all suspension cases for future enquiries.
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Enquires

839

* You are welcome to contact your respective Senior School

Development Officers for any enquiries.
Wwh EH > FHEERAMBOBZRERBER EIE -
* For enquires on handling non-attendance cases, please contact
the NAC Team at 3698 4411.
FHREHREEFTYE  FHL&HERA (T 36984411) -



Introduce the Handling of
Non-attendance / Dropout Cases
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Handling of Non-attendance / Dropout Cases (Aged Below 15)
Wik B8 B % AIE (15K 11 T)

* Schools should adopt an early intervention approach, providing follow-up services

and counselling to non-attendance / dropout students.

EREBFNN AR BE2LERERENHE -

* For cases in primary school:
/J\ ﬁ%’f@ % .

» Student Guidance Personnel (SGP) investigates, and also provides counselling and

support
SABBABBITAL  ERB/EFT R

» NAC Team monitors case progress and provides necessary supervision and

intervention

BRETEFEEER  BEFEHAFEANA



Handling of Non-attendance / Dropout Cases (Aged Below 15)
W/ BE BRI IE(I5K M T)

* For cases in special schools and secondary schools:
HARERATEHBEE

» NAC Team takes charge of the investigation and handles the cases in close

collaboration with the schools.

RREETAL BRERRTFWNF > AFRRE




Handling of Non-attendance / Dropout Cases (Aged Below 15)
i/ BRE R R IR (15K 11T

* For persistent non-attendance without reasonable excuses by the parents, EDB will,
considering the situation and case progress, issue:
ZAERBHRR RV AFCERNA AR eRBFEARHBEAERES ¢
» Verbal or written advice
03 2 & & £
»> Written warning

g4

> Attendance order
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Handling of Non-attendance / Dropout Cases (Aged Below 15)
i/ BE R R RIE (15K 1 T)

* For details, please refer to Appendix IV “Flow Chart: Handling of Non-attendance /
Dropout Students Aged Below 15”.
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https://www.edb.gov.hk/attachment/en/student-parents/placement-assistance/about-placement-assistance/EDBC 2021_2024_ENG.pdf
https://www.edb.gov.hk/attachment/tc/student-parents/placement-assistance/about-placement-assistance/EDBC 2021_2024 CHI(T).pdf

Handling of Non-attendance / Dropout Cases (Aged 15 or Above)
/BT B R EIL(I5R A L b

EDB:
HAEA
* Try to place the non-attendance / dropout students back to the school last attended or

other public sector schools
ZHAEZREANFR BELREDRER KD 2T 2R K

* Refer to short-term programmes / social development programmes
BANGHRE R RERE

* Offer placement service, and the respective NGOs will provide post-placement service

R ZMZ PS> 3B A B & IE BUR AR R AL R B IR B



Handling of Non-attendance / Dropout Cases (Aged 15 or Above)
Pk BT B R AL (15K & )

Schools:

28

Put in place a support programme for the students

CE RIS S




Handling of Non-attendance / Dropout Cases (Aged 15 or Above)
kB B R AL (15K & L b)

* For details, please refer to Appendix V “Flow Chart: Handling of Non-attendance /
Dropout Students Aged 15 or Above”.
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https://www.edb.gov.hk/attachment/en/student-parents/placement-assistance/about-placement-assistance/EDBC 2021_2024_ENG.pdf
https://www.edb.gov.hk/attachment/tc/student-parents/placement-assistance/about-placement-assistance/EDBC 2021_2024 CHI(T).pdf

Introduce Reporting Procedure
& Operation Manual
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Student Information Management System (STIMS)
g4 FHEE L% (STIMS)

e STIMS is a computerized system maintained by School Places Allocation (SPA)
Section of the Education Bureau (EDB). All student identity data in the system are
provided by schools participating in the system.

EREEZ24 (STIMS) RB#HF AL oiee (SPA) TR —BAEHREHRE
Pﬁ% LA BANF AR B S HSTIMS 8y 2 & 47 4 o

* The schools participating in STIMS (STIMS schools) are primary, secondary and
special schools operated in the daytime, and are mainly government, aided, caput and
direct subsidy scheme (DSS) schools.

SASTIMSH 2R AFABRBRRYT - NERBHRER  ERAELEBTIL - T8>
BUREREZETHER



Student Reference Number (STRN)
g 4 i

* EDB assigns each student in STIMS schools an STRN. The purpose is to
differentiate the identity of individual student so as to avoid mismatching of
data of students with identical name, date of birth and sex when their data
are processed.

&ﬁ%%ﬁﬁﬁi TR EEARERN T — Z&i%m 18 2 & % 5%
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* Schools should not attempt to assign or alter the STRN of a student.
ERATEBITHERXERLESLR -



Reporting Requirement

P HRE R

e All schools (including public sector schools, DSS schools and private schools offering
formal curriculum) must comply strictly with the requirements of reporting student
non-attendance cases to EDB, regardless of the students’ age and class level.
FAER (BHEAZZR - AEZRABB/ERARBOLILEZR) LARKREFRE
BT RATRELESREE (FREFREARRHET) -

* Public sector schools, DSS schools and private primary schools participating in the

Secondary School Places Allocation (SSPA) System are also required to report dropout

and departure cases.
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Reporting Procedure
¥ FALR

Schools participating in the Student Information Management System (STIMS

schools) should refer to Appendix I1.

SR THEIE A S(STIMS) 8 L KB 54 il -
Non-STIMS schools should refer to Appendix 111 and the relevant

“Operation Manual.
S E A THEE L HMmon-STIMS) & 2R 44 ekl R4 "3
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Counting the days of student's continuous absence

WebSAMS UAT
eForm A UAT



https://www.edb.gov.hk/attachment/en/student-parents/placement-assistance/about-placement-assistance/EDBC 2021_2024_ENG.pdf
https://www.edb.gov.hk/attachment/tc/student-parents/placement-assistance/about-placement-assistance/EDBC 2021_2024 CHI(T).pdf
https://www.edb.gov.hk/attachment/en/student-parents/placement-assistance/about-placement-assistance/EDBC 2021_2024_ENG.pdf
https://www.edb.gov.hk/attachment/en/student-parents/placement-assistance/about-placement-assistance/OMENG.pdf
https://www.edb.gov.hk/attachment/tc/student-parents/placement-assistance/about-placement-assistance/EDBC 2021_2024 CHI(T).pdf
https://www.edb.gov.hk/attachment/tc/student-parents/placement-assistance/about-placement-assistance/OMTC.pdf
https://www.edb.gov.hk/attachment/en/student-parents/placement-assistance/about-placement-assistance/CDA_ENG.pdf
https://www.edb.gov.hk/attachment/tc/student-parents/placement-assistance/about-placement-assistance/CDA_TC.pdf
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WebSAMS — Maintenance 35 iz
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WebSAMS - Schooling #.5 /%
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Class Resumption for STIMS Schools (Form B / eForm B)
RG22 EHEREAN (STIMS) hFRY FE 2 h 3% (L KB/ T+ % #B)

* Schools are required to prepare Form B in the Student Module of
WebSAMS (for WebSAMS schools) or complete eForm B (for non-
WebSAMS schools) and submit the relevant information to EDB within
10 school days from the first day of class resumption of the non-
attendance students.

ERBVRZATRARE TELZON AR LILRFTA24H ' 24
B HENEHEEAEB (BANERELEET 280 ER) RBEEET
##%B (BANFERAELBRET ZHNER) RAOBFTFAHABRIAEMEHR -



Class Resumption for Non-STIMS Schools
3agd THREE LR (non-STIMS) chE &Y FF 2 ik

* Non-STIMS schools can submit the information on students’
class resumption using eForm A for non-STIMS Schools.
(Coming soon)

FLEBALATHEE L& (non-STIMS ) 892K TZEBMHEIE
$BELEHEEALLEREANHE T AEA (eForm A for
non-STIMS Schools) BX L4 HFHFH - (HEHEH)



Update Operation Manual
{ A4 (£ L p
e Operation Manual for Non-STIMS Schools will be updated soon. Please refer to the below EDB

webpage for details.
BRIFELAZATHEZLZLNERMERANEFFMBERHELEN - FH
https://www.edb.gov.hk

N

o

ELBMUATHE HMEE -

Education Bureau

The Government of the Hong Kong Special Administrative Region
of the People’s Republic of China

Education System G o Students and
Latest News | About EDB | Press Release DO Syl Development and ohny
and Policy Parents Related
Support

School Information Special Education
Life Planning Education and Career Support and Subsidies
Guidance

Safety Matters
School Places Allocation Systems

Prevention of Student Suicides and
Placement Assistance Services Promotion of Student Mental Health



https://www.edb.gov.hk/

5. Related information

® School Places Allocation System

® School Lists (By District)

® List of "Through-train’ Schools

® List of Schools offering full-time Initiation Programme for newly arrived children

@® List of Centres operating 60-hour Induction Programme’

@ List of DSS Schools

® Kindergarten, Primary & Secondary School Profiles

® List of Aided Special Schools

® Financial Assistance Scheme for Designated Evening Adult Course

® International Schools in Hong Kong

@® Upholding Students’ Right to Education
Education Bureau Circular EDBC No. 21/2024 eor

Operation Manual (for Non-STIMS School),  eor

Counting the days of student's continuous absence ek




Self Register CLO User Account
E]E'%J‘j_'_‘]ll r,«b"_ﬂ)\,%be?’:"t"’[’

* Please refer to the CLO Operation Manual:
 https://clo.edb.gov.hk/notes/CLO User Manual e.pdf
* 8. Self Register CLO User Account (p.27)

* FEHH—BALR &% (CLORA A F1t:
 https://clo.edb.gov.hk/notes/CLO User Manual c.pdf

c 8. BB T H—BEANEZH  FHEF O (HE28E)



https://clo.edb.gov.hk/notes/CLO_User_Manual_e.pdf
https://clo.edb.gov.hk/notes/CLO_User_Manual_c.pdf

Technical Support (1)

L FE(-)

Technical Support related to eForm for STIMS Schools:
FRM S AZEEHETRALERAETRAENBMXIE:
Helpdesk K8y & :

Tel & 3£: 3464 0575

Technical Support related to eForm A for Non-STIMS Schools:
ARBIESHZATHEE A LR FTANE T REAH BRI X&:

Helpdesk KB &:

Tel & %: 3464 0594



Technical Support (2)
BT (2

Technical Support related to Common Log-On System (CLO):

A% — BANZR G B X%

CLO Helpdesk &t — B A4 %K) &

Tel & 3£: 3464 0592 / Email & #: clo@edb.gov.hk
FAQs % R P A8 https://clo.edb.gov.hk/fags

Creating a Master School Administrator (MSA) Account:
MXZRITEELKRL:

e-Services Team & FIERFE AP 4836/ 4a:

Tel & 3%: 3698 3640



https://clo.edb.gov.hk/faqs




