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Welcome from Principal

Dear Parents,

Welcome to Creative Secondary School. We are glad that you have entrusted us to educate
your child.

Our parent handbook provides information about a range of basic operations and services
that our school provides to support you and your child. Importantly, it also contains our guide-
lines for student conduct and our expectations on their participation in school life. In order to
serve the best interests of our students we seek an active partnership between parents, stu-
dents and teachers, based on the positive ethos of the school, the guidelines in this handbook
and the policies and procedures available through the school website. We always welcome
parents’ enquiries and efforts to understand our policies, practices and guidelines.

This handbook and the information provided on the school website can never be a substitute
for direct communication between parents and the school. The role of your childs house tu-
tor is pivotal in all of this. If you have a concern about your childs progress at school, you are
advised to contact your childs house tutor in the first instance. This can be done as simply as
a note in your child’s student diary or a phone call asking for the tutor to ring you back.

As a digitally advanced and environmentally conscious school, we will continue to send out
school circulars by email. Please therefore make it a habit to check your school email account
every week. The email account also has a “shared drive” feature which enables you and your
child to comment on documents and forms we often share with parents and students.

Despite the many challenges faced in the last year, my colleagues and | look forward to an
exciting and purposeful year working with you and remain committed to motivating your
child to achieve his/her personal best.

Yours sincerely,

Dr. Anthony Adames
Principal

August 2020
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We recognise that all students are uniquely talented. Within our excep-
tionally supportive community, students develop positive relationships and
relish the opportunity to realise their individual potential to the full. Learn-
ing at CSS is highly student-centred, engaging and inquiry based. Through
a broad range of experiences in and beyond school, students become
confident, optimistic, compassionate and internationally-minded young
adults, ready to find their place in the world.
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CSS Learner Attributes BE G EEREZFE

Principled, Positive,
Honest and Optimistic and

Ethical Global Citizens Motivated
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Resilient,
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BiEEAN
iR E

B
WE STRIVE TO BE...
F TR IE...

Caring, Friendly, o Knowledgeable
Respectful and iA ' ,, and
Responsible - ' Skilled
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Enthusiastic Curious, Critical
Creators and Thinkers and
Contributors Problem Solvers
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The educational and learning community of CSS is comprised of CSS students, their parents, teach-
ers and supporting staff. Our school values the following attributes as essential for academic, per-
sonal and professional success at school and the creation of a fulfiling and meaningful life.
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Positive, Optimistic and Motivated
We strive to be optimistic contributors who are internally motivated to overcome obstacles and ac-

complish positive goals. Our education is characterised by purpose and direction, and never neutral.
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Resilient, Reflective and Balanced

We strive to recover quickly from difficulties, learning from these experiences. We strive to reflect
on our learning, personal growth and experiences to build our understanding of ourselves, our com-
munity and the world. Through our open attitude, we seek to find balance in our lives.
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Knowledgeable and Skilled
We strive to gain understanding through familiarity with factual information and theoretical con-
cepts. We apply this knowledge and understanding to develop skills across the curriculum.
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Curious, Critical Thinkers and Problem Solvers
We strive to discover our world through enthusiastically conceptualizing, applying, analysing, syn-
thesizing and evaluating information as a guide to belief and action.
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Enthusiastic Creators and Contributors
We strive to fulfill our potential in all areas of human endeavour. We innovatively and actively seek
ways to share our proficiencies with others.
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Caring, Friendly, Respectful and Responsible
We strive to be caring, friendly and respectful, and we develop a shared understanding of what is

expected of us and know that we are accountable for our actions.
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Principled, Honest and Ethical Global Citizens
We strive to participate responsibly in our world, with integrity and honesty as a member of human-

ity. We encourage active involvement, whereby we are thinking, feeling and doing.
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CSS Principles and Processes for ensuring Student Success

Our policies and procedures are based on the findings of the leading and most credible interna-
tional and local research into best-practice in education. Accordingly, at CSS we strive to create a
school culture that honours each and every person's right to learn and work in a fair, friendly and
safe environment.

The CSS Behavioural Framework is based on the tenets of Invitational Education and Positive Educa-

tion and is implemented through the process of Restorative Practices.
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Invitational Education (IE)

CSS is a member of the International Alliance for Invitational Education. The IE philosophy promotes
positive relationships between members of the school community and represents the essence of
our ethos. This philosophy is put into practice by the promotion of our shared learner attributes and
through Restorative Practices.
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Restorative Practices (RP)

At CSS we recognize that strong, mutually respectful relationships and a harmonious community
provides the basis for good learning & teaching to flourish. Restorative Practices (RP) together with
Invitational Education, help to establish such a positive school culture.

Restorative Practices (RP) are based on a humane approach to pastoral care of students in a school
community. In a restorative community, young people are given a lot of responsibility to make deci-
sions - about their school lives, their learning, as well as their conduct.

When issues related to students’ conduct arise, the staff, the students and their parents, follow a
framework of positive actions to help restore good behaviour, while maintaining positive relation-

ships between all concerned.

The triangle below shows how we practice RP Parents play a key role in partnership with the school.
Together we can help every student achieve their goals.
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School Calendar 2020-2021

The school operates a six-day cycle. School days are labeled ABCDE and F in the calendar, which is posted and
updated on the school website. This avoids uneven loss of teaching time as a result of public holidays and profes-
sional development days.

Holidays Duration P.D.D. ADH. S.H.

01. Professional Development Day (1)

RAHMEZEERED (1)
. National Day
Bl H
. The following day of Chinese Mid-autumn Festival
PHEEH
. School Mid-term Holidays
BRPEARE
. Chung Yeung Festival Holiday
BEERH

. Professional Development Day (2)
RAHENEZEZRER (2)

30-09-2020 Tue 1 day

0

N

01-10-2020 Thu 1 day

0

w

02-10-2020 Fri 1 day

0

=

19-10-2020 Mon - 24-10-2020 Sat 6 days

0

[$2]

25-10-2020 Sun - 26-10-2020 Mon 2 days

0

(o2}

09-11-2020 Mon 1day

07. Christmas & New Year Holidays

BONE £ B 21-12-2020 Mon - 02-01-2021 Sat 13 days
08. Lunar New Year Holidays

= 10-02-2021 Wed - 20-02-2021 Sat 11 days
09. Easter Holidays

ESEE R 01-04-2021 Thu - 10-04-2021 Sat 9 days
10. Ching Ming Festival
11. Labour Day

5T & 01-05-2021 Sat 1 day
12. Buddha’s Birthday

5t 19-05-2021 Wed 1 day
13. The Tuen Ng Festival 14-06-2021 Mon 1 day

I “F &R
14. The HKSAR Establishment Day

& ERATHER LR 01072021 Thu 1 day
15. Summer Holidays 02-07-2021 Fri - 14-08-2021 Sat 44 days

2’

Total 2 days 0 day 92days

P.D.D. = Professional Development Day A.D.H. = Additional Discretionary Holidays S.H. = School Holidays
Total number of school days: 190 days Total number of school holidays: 92 days
Total number of additional discretionary holidays: 0 day Total number of Staff Development Days (no school): 3 days
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Holidays Duration P.D.D. ADH. SH.

01. Professional Development Day (1) o

BAZmEERER (1) 30-09-2020 Tue 1 day
02. National Day

EEL 01-10-2020 Thu 1 day
03. The following day of Chinese Mid-autumn Festival .

= 02-10-2020 Fri 1 day
04. School Mid-term Holidays

B2 ch B 3 R 19-10-2020 Mon - 24-10-2020 Sat 6 days
05. Chung Yeung Festival Holiday Y Ty

SR 25-10-2020 Sun - 26-10-2020 Mon 2 days
06. Professional Development Day (2) .

RAHMEEERA ) 09-11-2020 Mon 1 day
07. Christmas & New Year Holidays

BO 3 6 5 B 4E 21-12-2020 Mon - 02-01-2021 Sat 13 days
08. Lunar New Year Holidays

= 10-02-2021 Wed - 20-02-2021 Sat 11 days
09. Easter Holidays

EEEIBER 01-04-2021 Thu - 10-04-2021 Sat 9 days
10. Ching Ming Festival
11. Labour Day

T g 01-05-2021 Sat 1 day
12. Buddha’s Birthday

B3 19-05-2021 Wed 1 day
13. The Tuen Ng Festival 14-06-2021 Mon 1 day

fifs 4 &1
14. The HKSAR Establishment Day

&SR RTRENIERE 01-07-2021 Thu 1 day
15. Summer Holidays 02-07-2021 Fri - 14-08-2021 Sat 44 days

Z1B

Total 2 days 0 day 92days

P.D.D. = Professional Development Day A.D.H. = Additional Discretionary Holidays S.H. = School Holidays
Total number of school days: 190 days Total number of school holidays: 92 days
Total number of additional discretionary holidays: 0 day Total number of Staff Development Days (no school): 3 days
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The House System

Our school emblem, a healthy flourishing tree, represents our mission to help students to grow and become

strong, respectful, well-rounded adults. Each of our six houses are named after Hong Kong trees.

BAUHINI4
R

N
f

House Colour Full and common names
Bauhinia St Violet Bauhinia Blakeana, Hong Kong Orchid Tree
Bombax AR RS Red Bombax Malabaricum, Red Cotton Tree
Cassia =T Yellow Cassia Surattensis, Sunshine Tree
Delonix Bl T Orange Delonix Regia, Flame of the forest tree
Jacaranda | EE1BtE Blue Jacaranda Mimosifolia, Jacaranda Tree
Juniper FEATL Creen Juniperus Chinensis, Dragon Juniper Tree

Every House has approximately 150 students of different ages from Form 1to Form 6. All our tutor groups are
divided by house across our year groups. The Creative Cup is awarded to the winning house at the end of each
year and it is the culmination of the house points from all inter-house competitions. The winner of the Creative
Cup is therefore the house that best reflects a combination of collaboration, determination and dedication of all
house members. Individual students can be awarded House Chops which will contribute to the overall house
point totals for the year.

Information can be found at:
https://www.css.eduhk/house-system

16
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BRAEROS%E :
https://www.css.edu.hk/house-system
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Our School Uniform

Our school uniform promotes a sense of pride, engenders a sense of community and is designed with health
and safety in mind. It is also to ensure a students smart appearance in and around the school and on their way
to and from school. Hence it is important that all students conform to the school dress code.

Some points to note:
e The students must arrive at school in full school uniform
The students may come to school in PE or Drama uniform if they have these subjects for Period 1 only
Trainers must be worn for PE lessons and for ball games on playgrounds
No Jewellery other than one pair of stud earrings may be worn
Long hair should be fully tied up
No extreme hairstyles
No make-up/nail polish
No caps/hat unless for religious reasons
No hoodies
Plain scarves only
Plain white undershirts should not be visible
If temperature falls below 12 degrees girls can wear track pants, dark trousers or black stockings

Our PE Uniform

e PEHouse top
PE CSS Shorts
School Tracksuit set
School light grey Hoodie
Sports socks
Non-marking trainers

18
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For MY1 to E 4 Students

Our Girl's Summer Uniform

Our Girls Winter Uniform

Beige short sleeved shirt with emblem

Light grey knee length Skirt

Plain white ankle socks

Plain black polishable shoes with maximum Tcm
heel

Sweater long sleeve or vest with emblem

e Beige long sleeved shirt with emblem

e Dark grey knee length Skirt

e Plain white ankle socks or black tights

e Plain black polishable shoes with maximum Tcm
heel

e Sweater long sleeve or vest with emblem

e Butterfly tie

Our Boy’s Summer Uniform

Our Boy’s Winter Uniform

Beige short sleeved shirt with emblem

Light grey trousers

Black leather belt not exceeding 2cm

Plain grey or black ankle socks

Plain black polishable shoes with maximum Tcm
heel

Sweater long sleeve or vest with emblem

*  Beige long sleeved shirt with emblem

e Dark grey trousers

e Black leather belt not exceeding 2cm

e Plain grey or black ankle socks

e Plain black polishable shoes with maximum Tcm
heel

e Sweater long sleeve or vest with emblem

e Neck tie

MY1 Zh[UE8%E
RENEFRAR TENLFRAR
REFHMECERE « ReRmieERE
RIS R B ERE . EXBERBRFERE
MEBERRET - HEBERHRET

MEBKRE HIRAISR1IENK
M B OERERE

« MEBKE  HIRAISRKRIEK
o RMEELEBERERE
- BRWIRE

SEEFRIR SELFRIR
REEHMECERE « REeRAMCEREK

EXBRE

RBEE - AEAZR2EXK
X B R ERRE T
MEERE  HIRAFOUSRIER
RME B OERERR

- AXEBRE

- RBRE - BEAZR2ER

¢ AXBARBEMIRET

¢ AMEERE  HERAISRIEXR
« RHEFBLENRERE

«  RIK
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For E 5 to E 6 Students

Our Girl's Summer Uniform

Our Girls Winter Uniform

White short sleeved shirt with emblem

Light grey knee length Skirt

Plain white ankle socks

Plain black polishable shoes with maximum Tcm
heel

Sweater/cardigan long sleeve or vest with em-
blem

Dark cardigan or sweater

White long sleeved shirt with emblem

Dark grey knee length Skirt

Plain white or black ankle socks, or black tights
Plain black polishable shoes with maximum Tcm
heel

Sweater/cardigan long sleeve or vest with em-
blem

Dark cardigan or sweater

Blazer

Our Boy’s Summer Uniform

Our Boy’s Winter Uniform

White short sleeved shirt with emblem

Light grey trousers

Black leather belt not exceeding 2cm

Plain grey or black ankle socks

Plain black polishable shoes with maximum Tcm
heel

Sweater long sleeve or vest with emblem

Dark cardigan or sweater

White long sleeved shirt with emblem

Dark grey trousers

Black leather belt not exceeding 2cm

Plain grey or black ankle socks

Plain black polishable shoes with maximum Tcm
heel

Sweater long sleeve or vest with emblem

Dark cardigan or sweater

Neck tie

Blazer

For details: https://www.css.edu.hk/school-policies
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Frequently Asked Questions

Who are the key staff supporting students in achieving their individual goals?

The House Tutor is the main support and a key point of contact for parents. Al staff are dedicated to helping
students on their learning journey. Below are the key teachers leading in each area of the school.

Junior Secondary School

Ms. Chan Head of Junior Secondary School (F 1) tantan.chan@css.edu.hk
Mr. Aw Deputy Head of Junior Secondary School (F 2) caseyaw@css.edu.hk

M. Scott Deputy Head of Junior Secondary School (MYT& E3)  robert.scott@css.eduhk
Senior Secondary School

Ms. Tsang Head of Senior Secondary School ann.tsang@css.edu.hk

Ms. Lo Deputy Head of Senior Secondary School (F 4) ikalo@css.eduhk

Ms. Chung Deputy Head of Senior Secondary School (F 6) anna.chung@css.edu.hk
Ms. Khan Deputy Head of Senior Secondary School (F5) sukannyakhan@css.edu.hk

Take a look here for all our CSS staff: https://www.css.eduhk/staff-team
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HEEREELEZNEIAEGE ?

SBENTBMERENETESE  MERMEHBERNRTEABENEBERREMTE - UMTE

BERBEHEANTERNFAEHEN -

(EFRE X

Ms. Chan Head of Junior Secondary School (F. 1) tantan.chan@css.edu.hk
Mr. Aw Deputy Head of Junior Secondary School (F. 2) casey.aw@css.edu.hk
Mr. Scott Deputy Head of Junior Secondary School (MY1 & F.3) robert.scott@css.edu.hk
S ERE K

Ms. Tsang Head of Senior Secondary School ann.tsang@css.edu.hk

Ms. Lo Deputy Head of Senior Secondary School (F. 4)  ika.lo@css.edu.hk

Ms. Chung Deputy Head of Senior Secondary School (F. 6)  anna.chung@css.edu.hk

Ms. Khan Deputy Head of Senior Secondary School (F.5) sukannya.khan@css.edu.hk

OFRAARIEER ;. https://www.css.edu.hk/staff-team
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What is the structure of the school day?

At CSS, we have a six-day cycle. School days are labelled A, B, C, D, E and F in the calendar, which is posted and
updated on the school website.

Ti Ti
M, 1|_/me\3/, F (fg]ue) Day A Day B Day C Day D Day E Day F
8(%8{;"251)0 B(i%mlgs())s Period 1 Period 1 Period 1 Period 1 Period 1 Period 1
9:10 - 9:15 9:05 - 9:10
(5mins) (5mins) Change Break
9:(1550;71}215?5 9(1%&11355)5 Period 2 Period 2 Period 2 Period 2 Period 2 Period 2
10:05 - 10:25 | 9:55 - 10:15
(20mins) (20mins) Snack Break
10:25 - 10:30 | 10:15 - 10:20
(5mins) (5mins) Change Break
10(:§8n-ﬂ311s:)20 10(‘2‘2“:}15)05 Period 3 Period 3 Period 3 Period 3 Period 3 Period 3
11:20 - 11:25 | 11:05 - 11:10
(5mins) (5mins) Change Break
11E§gy;1i1125:)15 11(1%&"25?5 Period 4 Period 4 Period 4 Period 4 Period 4 Period 4
Lunch Time
12:15 - 13:05 | 11:55 - 12:45 MY, F 1& F 2 queue for lunch at 12:15 / 11:55
(50mins) (50mins) F. 3 & F 4 queue for lunch at 12:25 / 12:05
F.5 & F. 6 queue for lunch at 12:35 / 12:15
13:05 - 13:10 | 12:45 - 12:50
(5mins) (5mins) Change Break
13&%&"135;‘0 MY1 - F 4 Reading Time / F. 5 - E 6 No Writing Time
13:40 - 13:45
(5mins) Change Break
13&5)[;“1‘4;)35 uéign;ig)?’s Period 5 Period 5 Period 5 Period 5 Period 5 Period 5
14:35 - 14:40 | 13:35 - 13:40
(5mins) (5mins) Change Break
14:(§8n-1i:155:)30 1311%&::::)25 Period 6 Period 6 Period 6 Period 6 Period 6 Period 6
14:25 - 14:30
(5mins) Change Break
14:30 - 15:30
(60mins) Assembly
15:40 - 16:40 | 15:40 - 16:40 After School / CCA
(60mins) (60mins) School Bus leaves at 15:45
Activities Bus leaves for Kowloon Tong at 17:10
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Guidelines for students

Please note

School gates open at 07:30

Please remain on the ground floor until 08:00

School is open Monday to Friday: 07:30 to 17:30 and Saturday and School Holidays: 09:00 to 12:30

If the students wish to come into school at other times they must be supervised by a teacher

Always register at the front gate and the office as soon as they enter the campus

Please wear school uniform or PE uniform at these times

At the start of the lesson please queue up and wait in silence outside the classes until the teacher has
arrived

At the end of the lesson please switch off all electrical appliances and close all doors and windows
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If a student feels ill before, or during school?

Students should remain at home if they have a temperature higher than 39 degrees Centigrade, or are ill, in order
to rest and to avoid passing any infection to others.

If a student becomes ill at school:

e They ask their teacher if they can report to the medical room in the general office

e The school office will then contact their parent/guardian to inform them of their condition and make
the most appropriate arrangements for the student’s well-being.

e If a parent/guardian and the school agrees that a student needs to go home they will be given an ‘Early
Leave' slip. This slip will be signed by the Head of School, and then stamped by the School Office. The
slip is presented to the guard at the school gate before the student can leave the school premises

e If astudent needs to apply or take medicine at school their parent/guardian must supply written permis-
sion. The student must present the permission to appropriate teacher or staff member before applying
or taking the medication.

e If after spending time in the medical room a student recovers, the office staff will supply a “Late-for-
class Slip” and the student can return to their class or activity
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What if a student is late?

Students are required to tap their student card on the electronic readers by 08:15 every day.

After this time, a late will be recorded against their name. If they arrive after 08:30 they tap their card and pro-
ceed to the general office where they will need to sign for a ‘late to class’ slip. Only then are they able to enter
their class. Their Tutor will follow up on unexplained lateness according to our restorative practice framework.
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What if a student forgets their student card?

They will need to sign the register book when they arrive at school. They can do this just near the electronic
readers. After 08:30 they will need to go to the school office to sign for a ‘late to class’ slip. They must report
their lost card to the school office promptly and apply for a new card.
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What if a student is absent?

If the absence is unexpected, parents/guardians should ring the school office (2336 0233) as soon as possible
after 08:00, stating the reason for the student’s absence. On their return to school students must present a Doc-
tor's Note for a medical absence to their tutor.

If the absence is known in advance, we request parents/guardians give at least a day’s notice by letteremail.

If the absence is for part of a school day, parents/guardians are expected to give the school prior notification by
letter/email. Students present this to the House Tutor before the absence, who will sign it to give authorisation.

Please note the following

e If a parent/guardian wishes a students to leave school on their own, this must be specified on the leave
letter

e If a students attendance is a cause for concern, their house tutor will follow our restorative practice
framework

e Continual absences may result in a student not making adequate progress, and they may not be pro-
moted to the following year level. The School Principal will make the final decision.

e Early leave for 3 lessons is treated as half-day absence. Early leave for more than 4 lessons is treated as
a whole-day absence.

* Inthe case of pre-arranged absence or early leave students are expected to contact the subject teach-
ers of lessons they will miss before leaving in order to receive any important information.

* Inthe best interests of the students progress it is important that, when and where possible, any appoint-
ments that can be are scheduled outside of school hours
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What if a student is being bullied at school?

We want to make sure that all students are in a caring, friendly and safe environment. Therefore, bullying of any
kind is unacceptable in our community. If bullying does occur, we expect students to report this to their tutor, or
a trusted teacher. These incidents will be dealt with in accordance with our restorative behaviour framework. We
adopt a proactive approach to eliminating bullying and Students learn about bullying and how to manage these
situations in their personal growth lessons. For more information refer to our Anti-Bullying Policy.
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What if a student cannot meet an academic deadline?

During MYP studies students may need some support with their time management. Their tutor is the first person
to talk to about deadlines and time management. Students are expected to talk to their subject teacher before
the deadline if they know that they will be unable to hand in their work. Their subject teacher may extend the
deadline or ask them to stay in at lunchtime or after school in a subject help club to support them in complet-
ing the work. If a students time management issues continue, or their work is of an unsatisfactory nature, their
teacher will follow up according to our restorative practice framework.

During HKDSE and IBDP studies, where deadlines are connected to external assessments, the school’s deadlines
are non-negotiable. Please refer to the HKDSE/IBDP policy.

For more information about the programmes, please visit the following site,

International Baccalaureate — http://wwwibo.org
HKDSE — http://wwwhkeaa.edu.hk/en/hkdse
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What is the school’s Policy if there is a Typhoon or Rainstorm?
In bad weather conditions, CSS will be closed when the EDB announces the closure of secondary schools. This
occurs either because of a severe typhoon or very heavy rain.

Weather Condition Corresponding Measures

Signal Nol or No.3 Our school will operate as usual

Signal Pre-No.8 or above Our school will be closed

Amber Our school will operate as usual

Red or Black e If issued from 05:30 onwards and before 06:00

e Our school will be closed all day
e Students arriving at school should remain there
until it is safe for them to return home

e If issued from 06:00 onwards and before 08:00

e Students do not have to attend school that day

e Students who learn about the class suspension
announcement on their way to school, should de-
cide whether to proceed with their journey taking
into consideration the rain, road, slope or traffic
conditions.

e Students arriving at school should remain there
until it is safe for them to return home.

e Parents do not need to pick up their children from
school immediately

e If issued after 08:00 onwards
e Our school will continue lessons until the end of
normal school hours and ensure that conditions
are safe before allowing students to return home
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What are the lunch arrangements for students?

Students eat lunch in the canteen. They can order lunch from the school canteen. This is arranged in advance
through their House Tutor. Serving times in the canteen Year group are arranged by year group. Students may
also bring their own lunch to be eaten in the canteen. Students are not allowed to order food delivery.
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How do students look after their personal effects and valuables?

Every student is provided with a locker. Students are responsible for keeping their own valuables safe and re-
specting the property of others. We strongly advise that students only bring essential items to school and recom-

mend that students follow these guidelines:




Do not bring large sums of money or valuable items to school.

Keep their wallet and valuable items with them at all times or put them in your locker.
Do leave any personal effects in classrooms, changing rooms, the canteen and so on
In case of any loss, please inform the school office or a teacher

Label all belongings, including uniform

Only use their own lockers, and do not allow others to use theirs

Use a key padlock with a short loop - Number combination locks are NOT advisable.
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What is Academic Honesty?

The principle of academic honesty is vital to the integrity of the school.

As a school community we all are working towards becoming principled, honest and ethical global citizens. It
is therefore important that we are honest about where the ideas and information in our work comes from. The
following 7 points are the key points for parents and students to be aware of in upholding academic honesty:

BN

The work that a student presents as their own must be completely their own original work

A student’s work cannot include material written by their friends or their tutor.

Students must avoid copying text from websites and pasting it into their assignments.

Students must check the credibility of any sources that they use by using the Origins-Purpose-Value-
Limitations (OPVL) system (Lower and Middle School) or the Origins-Purpose-Context-Value-Limitations
(OPCVL) (Upper School).

Students must include in-text citations using the APA style whenever they refer to information or ideas
from other sources.

Students must include an APA style reference page in their assignments where required listing all the
sources that they have used.

Students must ask their teacher or a member of the library team if they're unsure about how to use APA
style citations and reference pages.

More information about academic honesty, and the consequences of academic dishonesty can be found in
diploma documents.
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How are students recognised for their achievements?

Achievement comes in many forms; therefore, our progress and achievement awards cover a diverse spectrum.
Students will be recognised for many areas including outstanding performance in language and communication,
creativity and arts, sports and action, inquiry and problem solving, service and leadership and of course aca-
demic excellence. Success can be rewarded by teachers through house chops for students who consistently
achieved good work over a period of time, make a major attempt to improve performance in a particular sub-
ject, or obtain good results in assessments.
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How are students assessed across their subjects?

Students are assessed according to the criteria in each subject, at each stage of their learning journey. They wil
have a mix of assessments that will inform them and their parent/guardian of their progress and help support their
learning and move forward to reach their personal academic goals. Teachers and tutors work with the student

to discuss their learning progress and help them to set targets as they progress.

More details on the processes of assessment and reporting are available on the school website.
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What are the expectations for language usage in school?

We are an English Medium of Instruction school and students use English to learn in all classes except Chinese
and Spanish lessons. Therefore, students should use English to communicate during most of their school day.
Chinese Language courses from Form 1to Form 4 are taught through the medium of Putonghua; in Form 5 & 6
IB Chinese Language & Literature and HKDSE Chinese courses, students are encouraged to use their most fluent
spoken Chinese language to engage with the course.

For many students Cantonese is the language they will speak at home. Some will speak another first language.
We welcome this rich language environment in our school and enjoy sharing and celebrating different cultures
within our community.
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What school activities can students do outside the classroom?

We strongly believe that co-curricular activities are vital to student development and help students achieve a bal-
anced lifestyle. Twice a year, students will be issued with information on how to register and participate in various
activities, clubs and societies. We strongly encourage all students to take full advantage of these opportunities to
broaden horizons, excel in interest areas and to develop leadership skills. We also organise various experiential
learning activities throughout MYP HKDSE and IBDP to extend student learning beyond the classroom.

The Community and Service programme supports the MYP with a specific Community Project in last year of
study. The CAS/OLE programme is in place to support F4/5/6. CAS is part for the IBDP and stands for Creativity,
Activity, Service and OLE is part of the HKDSE and stands for Other Learning Experiences. You can find more
information on the school website.
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How can students and parents/guardians plan for post-secondary school aspirations?

We have a dedicated team of staff eager to help guide students in their search for post-secondary career op-
tions. Importantly, a students tutor is the first person they should discuss their goals with at CSS. Then, with their
guidance, they can further explore their options through the Personal Growth Programme (PGP). Through the
PCP students look at options for their future, listen to alumni discuss their pathway, and explore different higher
educational institutions. Please see the school website for more information

BEHNXE / BB JWT18)/ELEFEEREAIZ R/ 7

BREASRNTFER  #HESISBESHEFRNERERINSO - EBHE - HEMEZ
BERERRPEE—EAM / M mEAEBRNA -  £ELESMNEET - ZBREAKNK 2
(PGP) - BETDIE—TREEBANERE - BREAMREE - BE0 FRECKRRVEE - B
R AXmMMEERINER - UAREARNSEUNEHE - JSBBREE LBZHENM
ALk -

How should students use their digital leaming devices at school?

Under teacher’s instruction students may use their mobile devices for learning during school hours.
The following guidelines are in place to protect individual privacy, prevent distraction during learning time, give
respect to anyone speaking/performing, and to encourage face-to-face communication and interaction.

Therefore, without teacher’s instruction
e Students cannot use their phone during school hours
e The phone, camera or sound-recording functions on any digital devices must be switched off during
school hours
e Students cannot wear headphones on the school premises during school hours
*  During break time/lunchtime students may use their mobile devices for learning, however this does not
include their phone.

For further information please refer to the Mobile Digital Devices Policy.
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How can students contribute in making our school a safe and tidy place?

Students can contribute to a safe and enjoyable environment by:
e Showing proper care and regard for our school property, their own property and the property of others.
e Maintaining a tidy appearance.
e Being active during break, lunchtimes and after school.
e Behaving responsibly, respectfully and safely at all times.

On our playgrounds students
e Must be appropriately dressed for the activity
e Must only use equipment for its intended purpose
*  Must play games in open areas away from walkways
*  Must not pose a risk or nuisance to others while playing

Please note
e Students require permission to use the school elevators
e Students must be supervised to use indoor areas such as the sports hall or classrooms
e |If students ride a bike to school they must observe the speed limit and the safety of themselves and
others on and beyond the campus.

In regard to public displays of affection, students:
e are expected to maintain high standards of personal respect
e strive to be aware of the diverse cultures within our school and act accordingly
e should speak to their tutor or a trusted teacher If they are concerned about the appropriateness of a
relationship

In regard to respecting personal space students are expected to:
e respect and uphold the rights of others and take responsibility for their own actions
respect the physical, mental and emotional well-being of others
respect the personal space of others
respect the property of others
refrain from uninvited or unwelcome physical contact with others
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Where to find further information

https://www.css.edu.hk/school-policies

Invitational Education (IE)

Language Policy

Anti-bullying Policy

Technology Responsible Use Policy Agreement
Sexual Harassment Policy

Guidelines for Handling School Complaints
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Learning Support Cuideline

Conduct during PE Lessons

Policy on Changing Language Courses

Policies on Public Displays of Affection and on Respecting Personal Space
Reading Time/No Writing Time Policy

TR M ER

https://www.css.edu.hk/school-policies
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Contacting the school
Address: 3 Pung Loi Road, Tseung Kwan O, Hong Kong
Website: wwwicss.eduhk
Telephone: 2336 0233
Fax: 27013277
E-mail: admin@css.eduhk
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AL www.css.edu.hk
ERRIEHS: 2336 0233
BEIRE: 27013277
EH: admin@css.edu.hk
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