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Guidelines in Organizing Activities 
 

 

Intention to organize 
an activity

External Event

Are we the organizing 
school?

Write out the 
Proposal (note 4)

Signed by Teacher 
concerned & TIC. 
Inform Principal

Signed by TICs of 
particitpating schools 

(note 5)

Signed by ECA 

Vice-chairperson

Signed by ECA Master

Final Approval by 
Principal

Are we just a 
participant?

Proposal prepared by 
the Organizing school 
&  signed by their TIC 

/ Principal

Signed by Teacher 
concerned & TIC

Signed by ECA Master

Signed by our 
Principal

Signed by ECA 
Vice-chairperson/ 

Secretary

Internal Event

What is the purpose 
of the activity?

Who are you going to 
serve?

Write out the 
Proposal  
(note 1)

Signed by Teacher 
concerned & TIC 

(note 2)

Signed by ECA 
Vice-chairperson

(note 2)

Signed by ECA Master 
(note 3)
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Note 1 
Elements to be included in the Proposal (Internal Event): 
 

Title Always give your project a TITLE so that people can refer to it later. 
Objective(s) Objective must be clear and precise. It is possible to have more than one 

objective but don’t think that putting down more implies a higher score. 
 
Good	Examples:		
(Red Cross)  To prepare members for the Drilling Competition. 
(Social Service)  To Serve MR children during Christmas time. 
(Geography)  To understand the daily routine of the Observatory. 
(Science)  To simulate the effect of a live volcano. 
 
BAD	Examples:	
To enhance the friendship of the schools involved. 
To let students understand the nature of science. 
To arouse members interest in social service. 
To let members understand more about astronomy. 
 

Date / Time The DATE (DAY) and TIME for the event. 
List ALL the dates and time if the activity involves more than one date. 
 

Venue The venue where the event will take place. 
List all the classrooms / halls if the activity will take place in several locations. 
 

Program Design a program that suits the TITLE and PURPOSE of your event. DO NOT 
throw in a bunch of “Ice-Breaking” game, “City Tracing”, “Treasure Hunt” and 
totally ignored the Main Theme of your event! Your program should have NO 
LESS than 60% of the running time that is related to the theme. 
 

Target Target Group to be served. The Target group could be Josephians or outsiders. 
 

Budget Put down the estimated Income and Expenses for the event. 
Avoid a DEFICIT budget. 
The	purpose	of	organizing	activity	should	NOT	be	profit	making.	
 

Equipment Whether Audio / Video / Computer and alike is required. 
There SHOULD be at least ONE photographer for each event. The organizer can 
ask member(s) to take up the post OR they can invite students from Camera 
Club, Editorial Board to help out. 
 

Parental 
Consent 

Parental consent is required for all outside school activity. Parents have to be 
informed of all the details including the time & place of dismissal. This applies	
to	all	forms including senior six. 
 

Bad Weather 
Arrangement 

In case of (red or black) rainstorm/ (number 3 or above) typhoon signal 
hoisted 2 hours before the event commenced, the event will be postponed to a 
later date (or cancelled if further arrangement is NOT possible). 
 

Photographer State in your proposal WHO will be responsible for taking photographs of the 
event. You can have multiple photographers. 
 

Method of 
Evaluation 

The application should enclose the Evaluation Form at the end of the proposal. 
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Note 2 
Signing of your Proposal by the TIC & ECA Vice-chairperson 
 
STRICTLY follow the procedure in signing any Proposal. 
 
Step Person concerned Remarks 
1 The Teacher-in-charge of the event – that means the 

person who will be over-seeing the RUNNING of the event. 
He / She will be present on the day of event. This may or 
may not be the TIC of the club; he / she can be the TA.

No event can be carried out 
without a TIC of the event.  

2 The Club’s Teacher in Charge 
3 ECA Vice-chairperson/ Secretary The ECA Vice-chairperson/ 

secretary has the right to 
request modification of 
your proposal. 

 
*** Your proposal should reach the hand of the ECA	Vice‐chairperson AT	LEAST	two	weeks	or	

ten	 working	 days	 before the event commences. If you failed to comply, you won’t be 
authorized to run the event. 

 
 Please check to see that your TIC / TA did go through your proposal, not just signing it in 

front of you. It is BOTH the teacher and the student’s duty to get the proposal right. 
	
	
	

Note 3 
Signing by the ECA Master 
 
The ECA Master will sign the Proposal ONLY IF the TIC and the ECA Vice-chairperson had 
already signed it. The job of the ECA Master is to look for possible fault(s) in your proposal that 
pervious teacher(s) failed to discover. It usually takes more than a day to go through the 
proposal thoroughly.  
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Note 4 
Proposal of organizing a Joint School Event (Ref. note 2) 
 
The approach follows mostly that of the Internal Event. However, you should be aware that this 
proposal will be sent to other participating schools. Therefore, the proposal should be proof 
read more carefully. 
 
You should pay more attention to the Program and the Budget for Joint School events. As 
mentioned in note 2, avoid excessive games that are totally unrelated to the theme of your event. 
There should be NO LESS than 60% of your running time that is related to the theme.  
 
For any activity, avoid possible hazard at all cost.  
 
Any Joint School event should never aim at making profit. If an admission fee is required, avoid 
over-charging participants. 
 
Book your venue early (for certain camp sites, they require at least SIX months in advance). If 
you are organizing a service project, contact the centre(s) at least TWO months in advance to 
arrange for serving clients.  
 
Other areas of concern please follow the advice on Internal Events. 
 

Note 5 
Your proposal should be sent to other participating schools for signing. It is advised that there 
should be at least ONE teacher from each participating school during the running of the event. 
This is especially important if the event is an over-night camp. The student to teacher ratio of 
over-night camp should be at least 30:1 (i.e. if you have 32 students going to the camp, you need 
TWO teacher with you FULL TIME). If there is no teacher available from any participating 
school, please let them state clearly. Please let them know and understand that we can’t take 
responsibility for any harm done to their students in case of an accident.  
 
Your joint school project proposal should reach the hands of the ECA Vice-chairman NO LESS 
than 14	Working	Days	or	3	weeks	before the event.  
 
The ECA Master will sign the proposal after the ECA Vice-chairman had gone through all the 
details. The ECA Vice-chairman and the ECA Master has the right to amend your proposal even 
at this stage.  The proposal will then be sent to the Principal for final approval. 
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Guidelines for Holding Club Meetings 

 Every Club should have at LEAST one GENERAL meeting every TERM. 

 In the General Meeting, the EX-CO members should give a report to members on previous events 
held and upcoming events for the term.  

 The Chairman or the Secretary should inform and invite the Teacher in Charge to participate in 
the GENERAL meeting at least 3 days beforehand. 

 The Secretary should take minutes during the meeting and the minutes should be published in 
within a week. The minutes should then go to the TIC for signing. The Secretary should keep both 
Hard Copy and Soft Copy of the minutes. 

 The minutes of the last meeting should be passed at the beginning of the current meeting. 

 The chairperson of the meeting could be the Chairman himself or a person assigned by the 
chairman. 

 To maintain order in a meeting, anyone would like to make a speech should first get approval 
from the chairperson. 

 Other members should not interrupt the person who is making the speech. 

 The Chairperson has the right to stop the current speech, only to ensure the proper running of 
the meeting. 

 A 75% count (based on the number of person present) on vote is required to pass a bill in a 
meeting. 

 The TIC has the final say on any dispute.  Moreover, the TIC can also consult the opinion of the 
school authority on important issues. 
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Financial Matters 
 

 Each club is required to do a regular financial statement, giving details on its financial position 
(Please	refer	to	Appendix	1).	

 The Teacher-in-Charge should look after the financial matters of the club.  Else, he / she will have 
to assign a Teacher Advisor in doing so. 

 The teacher concerned will sign the financial statement.  The statement will then be filed.  The 
Teacher-in-Charge will keep one copy in his / her folder and the club will keep the copy in the 
club’s folder. 

 The ECAC (TIC of Club Financial Reports - Mr Anthony Ng) will check the financial statements 
every half‐year to ensure that the system runs smoothly.  Help will be provided in case 
necessary. 

 The Teacher-in-Charge should pay special attention on the number of members recruited and the 
financial position of the club after the recruitment week. 

 By the end of each academic year, each club is required to submit the Club	Financial	Report and 
the surplus to the TIC of Club Financial Reports (Mr Anthony Ng) for the following year. 

Notes for Teachers 

 To fulfill the anticipated learning objectives of outdoor activities, it is imperative to have the 

complete cooperation and mutual support of all school staff members. Although safety 

requirements and precautions may differ for various outdoor activities during the planning and 

execution stages, there exist overarching guidelines applicable to all such endeavors. The safety 

protocols to be adhered to by school heads and teachers/instructors during the organization and 

execution of diverse outdoor activities are delineated in Chapter	One	 of	 the	 'Guidelines	 on	

Outdoor	Activities'1. 

 All outdoor activities should be cancelled if a tropical cyclone warning is issued. If signal no. 1 is 

issued during the conduct of activity, participants should take immediate shelter in the nearest 

safe place. As long as circumstances permit, TIC should make arrangements for participants to 

return home. When a higher signal is issued, participants should stay at the nearest shelter until 

safety is no longer threatened by the wind. 

 When a thunderstorm warning or a red/black rainstorm warning is issued, TIC should suspend 

all outdoor activities immediately and lead all participants to a safe place to take shelter until it is 

safe to return home. When a thunderstorm warning is issued before the conduct of activity, TIC  

should decide whether to postpone or cancel the activity, taking into consideration its nature, 

content and location. 

 In the event of a postponement or cancellation, the TIC is responsible for ensuring that all 

students are duly informed. The TIC should promptly communicate the decision to ECA  master 

and the Principal for necessary arrangements 

 
1 Guidelines on Outdoor Activities- https://www.edb.gov.hk/attachment/en/sch-admin/admin/about-
activities/sch-activities-guidelines/Outdoor_EN.pdf 
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Guidelines on Internal Events 
 

1. The Ex-Co members should consult the Teacher-in-Charge before organizing any event.  This rule 
MUST be strictly followed. This MUST be the FIRST step in organizing any ECA activity. 

A proposal should be drafted at least TWO weeks before the function takes place. The following 
should be included in the proposal: 

 The Objective(s) of the function 

 The Date, Time & Venue of the function 

 A Budget, including fees involved 

 The Target Group to be served 

 The Schedule / Program of Events (Programs should FIT the TITLE of your function) 

 Teacher(s) present & Teacher-in-Charge of the function 

 Photography arrangement 

 The arrangement under Bad Weather (if applicable) 

 Parental Consent  

 Evaluation method for the function 

2. The proposal should go to the TA (if there is one involved) & TIC for approval & signing. 

3. There MUST be at least ONE teacher present on the day of event. For NORMAL events, the 
Teacher to Student ratio is 1 Teacher to 30 Students. (See also Guidelines on Outing & Camping) 

4. After obtaining approval from the TIC or TA, the Ex-Co members should bring the hard copy of 
the proposal to the ECA Internal Secretary (Ms. Rani Yeung) for proofreading and signing. The Ex-
Co members should ask the TIC to book the VENUE as well. 

5. The proposal will go to the ECA Master for additional approval and record. The Hard Copy 
(already signed by the ECA Vice-chairperson/ Secretary) should reach the hands of the ECA 
Master no less than SEVEN days before the event takes place. 

6. For	the	following	MAJOR	Internal	Functions,	the	proposal	will	have	to	go	the	Principal	for	
Final	Approval:	

 Walkathon 

 Green & White Ball 

 Green & White Day / Open Day 

 ITQ 

7. An EVALUATION should be done right after the event. The Teacher concerned should SIGN the 
evaluation form. In within a week’s time, the Evaluation form should be sent to the ECA Vice-
chairperson/ Secretary. 

8. Photos of the events should be saved by TIC/ TA under:  
S:\00 Administration Folders\Adm  17  School Photos\ 
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Guidelines on External (Joint School) Functions 

The Ex-Co members should consult the Teacher-in-Charge at least ONE month before organizing 
the event.	Clubs MUST NOT make any arrangements with other schools before consulting the TIC.  
This	rule	MUST	be	strictly	followed	or	the	club	will	risk	a	penalty.  

General Guidelines are as follows: 

1. A proposal should be drafted and it should consist of the following items: 

 The Objective(s) of the Function 

 The Date, Time (Duration) & Venue of the function 

 The Name(s) of school(s) that will participate 

 The Name(s) of the contact person(s) of the other school(s) 

 A Budget for the event (explaining the sources of income & the necessary expenses) 

 The Target group to be served 

 Teacher(s) present & Teacher-in-Charge of the function 

 The Schedule / Program of Events 

 Photography arrangement 

 The arrangement under Bad Weather 

 Evaluation Method for the Function 

2. The proposal should first be emailed to the TIC	and	TA	for	advice.	 

3. The hard copy of the proposal will then be handed to the TIC,	TA,	ECA	Vice‐chairman	and	ECA	
Master for approval and record.  The	club	should	then	 inform	 the	Principal	the	 intention	of	
organizing	an	External	Event	and	seek	preliminary	approval. 

4. At	 least	ONE	 teacher from each school should attend the function. If any participating school 
fails to send a teacher in charge, it should be written down in the proposal. Our teachers cannot 
take liabilities for students from another school. 

5. As this is a joint school event, signatures	 of	 TIC	 and	 the	 Principal	 of	 other	 participating	
schools	 are	 required as well before the proposal can be given to the Principal for FINAL 
approval. 

6. The TIC, the Club Directors, the ECA Vice-chairperson/ Secretary and the ECA Master will keep a 
hard copy of the proposal and a	soft	copy	of	it	will	be	sent	to	the Principal for reference. 

7. A full report consisting of evaluation records and statement of income and expenditure are to be 
prepared by the organizing committee and given to the ECA Vice-chairperson/ Secretary in 
within ONE week after the event takes place. 

8. Photos of the events should be saved by TIC/ TA under:  

S:\00 Administration Folders\Adm  17  School Photos\  
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As a Participant in Joint School Events 

1. The Ex-co of the club concerned must have received a formal invitation letter from the external 
organizing body (joint school organizing committee / another school / external organization). 

2. The Ex-co members should discuss among themselves first. If they wish to join the activity, they 
must get the approval of the TIC, ECA Vice-chairperson, the ECA Master and the Principal at least 
THREE weeks beforehand. 

3. The Club should also hand in a Proposal to request permission for joining as “Participant”. 

4. Should there be any enquiries, the club should consult the ECA Master. 
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Guidelines on Outing, Camping and alike 

Safety Precautions: 
1. The Teacher to Student ratio for NORMAL Internal School event, Visits (e.g. to the 

Museum) is 1 Teacher to 30 Students. 
 

2. However, for events that involve potential hazards (e.g. Wild Camping), the ratio should 
be at 1 Teacher: 10 Students. At least 2 group leaders, of whom 1 should be a teacher. 
Please refer to the Appendix VIII of Guidelines on Outdoor Activities 2  for the 
teacher/student ratio of various outdoor activities. 
 

3. Organizers should contact the camp at least THREE months before the event to check for 
availability. Certain sites are really hard to book especially during the long holidays. 
Organizers should check on the availability of facilities and the regulations of the 
campsite. A pre-trip is highly suggested. 
 

4. QUALIFIED and Experienced teacher(s) is/are required for Hiking activity. The ratio of 
teacher to student should be at most 1:10 for hiking. 
 

5. For activities that certain amount of strength / physical fitness, the physique of the 
students should be considered. If in doubt, check the physical fitness form with the office 
or the parents of the student beforehand to avoid possible problem(s). 
 

6. Please state in the proposal and circular to parents: 
“In	case	of	red/black	rainstorm	signal	or	typhoon	signal	number	8	or	above	hoisted	2	hours	
before	the	activity,	the	activity	will	be	called	off.”	
 

7. Air Quality Health Index (AQHI) ---- Clubs / Societies are to stop susceptible students (e.g. those 
with heart or respiratory illnesses) from participating in outdoor activities if the AQHI is within 
the range of 8 and 10. If the AQHI exceeds 10, suspend all outdoor activities. 
 

8. Prevention of Mosquito bites / Dengue Fever ---- teacher(s)-in-charge and club chairman are to 
remind students to adopt appropriate measures on prevention of mosquito bites. When 
preparing for countryside activities, please (a) wear long-sleeved clothes and trousers; (b) put on 
insect repellent to avoid insect bites; and (c) avoid staying in shades, bushes, hidden sites or 
areas beyond management for extended period. 
	

9. Informing the police – if it is an outdoor activity (e.g. outing, camping, hiking), the Committee 
members and the teacher-in-charge should inform the nearby Police Station at	 least	 7	 days 
before the function takes place.  They should report to the same police station after the function 
as well. 
 

10. Students’ List – At least 2 days before the activity takes place, the Committee members should 
have a list of participants together with their emergency phone numbers on hand. This	 list	
should	be	given	to	the	office,	the	TIC	and	the	ECA	Master	for	reference.	
	

11. Early Leavers for camping – unless approved by the Teacher concerned, no one should leave the 
function before it finishes. The TIC should phone the boy’s parents before letting the boy go. In 
case of emergency, the parent of the boy should be informed immediately. The boy should be 

 
2 Guidelines	on	Outdoor	Activities‐ https://www.edb.gov.hk/attachment/en/sch-admin/admin/about-activities/sch-
activities-guidelines/Outdoor_EN.pdf 
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taken to the nearby hospital / medical clinic for immediate treatment.  The teacher concerned 
will go with the boy. The other teacher will look after the remaining boys. 
 

12. For any outing, there SHOULD be a First Aid Kit readily available. 

 

Other General Guidelines: 

1. If the teacher in charge of the event is sick, he/she should inform the other Teacher Advisors or 
colleagues at least THREE hours before the activity to seek substitution. The TIC of the club, the 
ECA Master and the Principal should be informed as well. 

 
2. Absentees – If a boy is not seen at the designated time, the teacher concerned will phone his 

parent about the issue after trying to reach the boy without success.  

Guidelines on Other General Administration 

Documents to be submitted by Ex-co of each club 
Month of Documents	to	be	submitted	

Sept  
(1st week – 3rd week) 

 Yearly	Proposal	(Committee	List,	Budget,	Activities)	 
  for approval by TIC & ECAC 
 Recruitment	Week	Proposal *	(TA, TIC, ECAC) 

October – April 
 
 
 
<November> 
<January> 

 Proposal	&	Budget	for each activity (TA & TIC) 
 Minutes of FIRST General Meetings (TA & TIC) 
 Evaluation	(to	ECA	Master)	&	Photographs	(to	be	saved	under	 

S:\00	Administration	Folders\Adm		17		School	Photos\)	for each activity  
 ECA	Week	Proposal	(Oct) 	(TA, TIC, ECAC) 
 Interim	 Report	 (by	 the	 end	 of	 January)	 *	 (with Recruitment Week 

Report, financial report, committee list and member list) (To Club 
Directors) 

 Submit a list of awardees for ECAPG Ceremony (TIC of ECAPG) [Late April]

May - June  Annual	Report	(by	the	end	of	May)	
- Annual Evaluation Report (to ECA Master) 
- Recommendation for New ex-co (TA & TIC) 

 Financial	Report (to Mr. Anthony Ng) 
 Message	for	School	Magazine (to Editorial Board)  

*	Please	note	 that	 the	number	of	members	recruited	and	an	evaluation	report	of	 the	Recruitment	
Week	should	be	included	in	the	Interim	Report.	
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Circular / Letter to Parents 
1. Please check the attached sample in the Appendix 1. 
2. All Circulars to Parents should indicate in the reply slips (a) to whom they should be returned 

to after collection (b) the name of the function and (c) Chief Organizing body. 
3. The Circular Number (e.g., CTP/2024-25/001) must be registered by the Teacher-in-Charge. 

It can be obtained from the following location: S:\00 Administration Folders\Adm 07 Updates 
& Circulars\07-02 Circulars to Parents\2024-25. The signed document should be scanned 
and saved in the drive for record-keeping purposes. 

4. For outdoor activity for all forms, parental consent must be obtained. 
5. Personal information obtained is only for internal use and will be destroyed after six months. 

Reservation of School Premises 
Reservation of classrooms and function rooms should be done by the TA or the TIC of each club through 
the eClass online booking system.  
 
For the booking of the New and Old Hall, the organizer should contact the Vice Principal (Mr K. M. Sin) 
directly. 

Reserving Audio Visual (AV) Resources 
1. For booking all AV resources, the TIC/TA should contact the concerned persons and fill out an 

equipment rental form.  
2. AV resources include the following: 

 
 Microphones / Sound System in the hall 
 Cordless microphone, Portable Sound System 
 Video projectors together with Visualisers and computers, and  
 Video camera, Digital Camera & Tripod 

 
For School Events, the teacher in charge of the event should be present and supervise the 
use of the AV equipment. Teachers-in-charge should ensure that all facilities borrowed should be 
returned properly. 

3. For the use of computers outside school hours, the organizer should contact Mr K. K. Ip. 

 
* Students should NOT approach the technicians directly for equipment. 

Requesting other Equipment for ECA 
Hall Sitting Arrangement The TIC of the activity should inform the Janitor in charge. 

The V.P. should also be informed. 
I.T. Equipment Fill in Form G
Camera Fill in Form F
Poster Frame Fill in Form I 
Portable Display Boards ECA Master 
Car Park Ms Wendy Fung
School Souvenirs  Vice Principal (Mr K. M. Sin)
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Guidelines on Posting Bills 
1. Clubs have to submit their posters to the SU for approval before posting. All posters have to 

be stamped with Students’ Union’s chop before being posted.   
2. The clubs can post their posters on glasses and ceramic tiles only but not on any wooden 

surface or walls.  Make good use of the ECA Boards located at the campus 
3. The clubs have the responsibility to remove the posters after the events took place. 
4. Posters are RESTRICTED in the main entrance and the corridor outside staff room A and 

meeting room.  
 

Guidelines for Announcement through Public Address (P.A.) System 
1. The P.A. system can be used to announce clubs’ activities to the students and teachers.   
2. Any club, which would like to make announcements, should send the script to the 

Students’ Union at LEAST ONE day beforehand.   
 

Guidelines for Students' Social Media Usage  
1. Students should not share sensitive personal information publicly on social media, such 

as home addresses, phone numbers, or detailed school locations. Students are reminded 
to set up accounts with high privacy settings and regularly check and adjust these 
settings. 

2. Students are encouraged to maintain respect when communicating online, just as they 
would in face-to-face interactions.  Avoid participating in or forwarding any content that 
might hurt others' feelings, including bullying, discriminatory remarks, or images. 

3. Students should learn how to identify misinformation and rumors online. They should 
approach the information they encounter critically, not easily believing unverified 
messages, and encourage them to verify sources. 

4. Students should use social media to build positive relationships, such as joining beneficial 
community activities, study groups, or interest-based clubs, and promote positive social 
interaction through online platforms. 

5. Students are reminded to manage their time wisely and avoid excessive engagement with 
social media.  They should have regular breaks from screens and engaging in physical 
exercise or other healthy activities. 

6. All content posted online should comply with laws and regulations, and must not contain 
illegal content, infringe copyrights, or incite illegal activities. At the same time, students 
are encouraged to post positive content that reflects their true selves, while also 
considering public image and social responsibility. They should ensure that the content 
they post will not negatively impact themselves or others. Remember, "Once online, hard 
to remove," so think carefully before posting to ensure it aligns with societal values. 

7. Students are required to prevent and report any activities that may contravene the Basic 
Law, the National Security Law, and all other applicable laws in Hong Kong. It is 
imperative to safeguard against the infiltration of political or illegal activities within 
school environments. Any breaches of regulations should be promptly addressed to 
ensure the normal operation of the school and uninterrupted student learning. 
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Guidelines for Organizing Activities Requesting Sponsorship  
 

Clubs organizing any activity requesting sponsorship please approach the Financial Secretary of 
the ECAC (Mr Anthony Ng) for his approval at least 2 months beforehand. 
 

1. Clubs are to prepare a list of sponsors and submit it to Mr Anthony Ng for school’s 
record within one month after the function takes place. 

2. Some examples of the activities are as follows:  
 
 
 
 
 
 
 
 
 
 
 

 Organizers	should	NEVER	contact	parents	directly	for	any	type	of	sponsorship.	Illegal	
fund‐raising	will	be	severely	penalized.		

Guidelines on Temporary Leave / Lesson Skipping 
	

 Students are NOT advised to use lesson skipping to do ECA promotion. All regular 
promotion should be done through the use of Posters and the PA system.  

 
 The ECA Master together with the ECA Committee has the right to deny any request for 

doing ECA promotion through lesson skipping. 
 

 In case lesson skipping is a MUST, the organizer will have to seek approval from the TIC, 
the ECA Master and the Principal (for leaving the school campus only) respectively. All 
application MUST be done at least TWO days in advance. 

 
 Students are not allowed to skip the First & Seventh lesson of the day. Students should 

make use of other lessons like P.E., IL session, Form Teacher session, etc. for promotion. 
Teachers have the right to deny lesson skipping request at any time. 

 
 Students requesting lesson skipping should fill in the Temporary Leave Application Form.  

 
 Students are not allowed to skip more than TWO lessons per day for doing promotion. 

For each event, there should NOT be more than FOUR students in doing promotion.  
 

 The organizer will have to obtain approval from the Subject Teacher concerned, the TIC 
of the activity, the ECA Master and the Principal (for leaving the school campus only). 

 
 The club must also submit the letter to the office for photocopies as soon as such approval is 

obtained. 
 

 The Application Form should remind on the Teacher’s Desk or the pouch on the door for referral.  

Time of the Events Activities Organizer(s) 
October Caritas Bazaar Social Service Group 
November OBA Ball Raffle Tickets OBA
 Walkathon Interact Club & SU 
December Green & White Ball Interact Club 
February Open Day / Green & White Day SU
March PTA Dinner PTA
April ITQ Music Society + SU 
July School Concert Music Society 
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Other Guidelines 

Banner Hanging 
 Students have to arrange through the Vice Principal in case they need to hand a banner. 

Students should never attempt to hang a banner or other forms of decorations (e.g. 
during Religious Festival) by themselves. 

 All arrangements have to be made at least ONE week in advance. 
 For the safety of students, students are FORBIDDEN to use the scaffolding device in 

school after all the pulley devices have been set up. (Mainly Open Day) 
 Students are FORBIDDEN to work on the catwalk of the New Hall for the safety of 

students. (Mainly Ball, ITQ, Open Day, Religious Show, etc.) 

Staying behind after school hours 
 

 Students are NOT	allowed to stay over-night at the school campus. For special occasion 
like the Green and White Open Day, parental consent has to be obtained. 

 Students should leave the school campus NO later than 6pm on normal school days. 
 Students should avoid excessive booking of school premises during Sat. and Public 

Holidays as there are only two janitors on duty. 
 No	dangerous	activities like hanging banners and using scaffolding device are allowed. 

 

Concerning G&W Ball, ITQ, Religious Show and alike 
The organizer should include in the Proposal: 
 

 A sitting plan and a layout indicating the emergency exits and escape routes. 
 A contingency plan in case of chaos – students / teachers in charge of discipline and 

escorting people out of danger. 
 Estimation on the flow of people per unit of time and a plan to control the flow of people. 
 A team of Red Cross and / or St. John’s Ambulance with at least two first aid kits. 
 For Walkathon, the organizer should include a MAP of the route for reference. The 

organizer has to inform the Police at least TWO weeks before the activity. 

Guideline on Participation 
 
Students	should	follow	the	1	+	2	principle	all	the	time.	Any	person	can	only	be	the	Chairperson	of	
ONE	club	and	an	ex‐co	member	of	any	TWO	other	clubs.	A	student	can	NEVER	be	the	Chairperson	
of	more	than	ONE	club	NOR	can	he	be	the	ex‐co	member	of	THREE	clubs.	

Guideline on Submitting Evaluation Report 
 
For any event that is shown in the school calendar (e.g. Swimming Gala, Sports Day, Walkathon, 
ITQ), the Organizer will have to submit a Written Report of around 50 to 100 words on the 
event. The short passage should be sent to ECA Public Relations within ONE week after the 
event. The Organizer also needs to supply 20 selected photos for record and save the photos 
under S:\00 Administration Folders\Adm  17  School Photos\. The Report together with the 
photos will be uploaded to the school official website (www.sjc.edu.hk) for display purpose. 
Therefore, please have the Report proof read by an English teacher before your submission. 
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Appendix 1- Circular Template 

 

St.	Joseph’s	College	
	

7	Kennedy	Road,	Central,	Hong	Kong. 
Tel:	3652	4888	Fax:	2877	0232 

 
Circular No.: CTP/2024-25/XX 

XXth XXX, 20XX 

Dear Parents/Guardians,               

(Name of Activity) 

The XXX Society is now offering our members (Name of Activity) which aims to develop and 

strengthen participants’ skills in XXX. The activity will focus on XXX. Details are as follows: 

 

Date:  XXX 

Time: XXX 

Venue: XXX 

Fees:  XXX 

 

We appreciate your son's participation. Please fill in the reply slip below and return it [[with a 

cheque of $XXX payable to ‘The IMC of St. Joseph’s College’]] on or before Xth XXX 20XX (Monday) to 

Mr/ Ms XXX (Staff Room X). Should you have any enquiries, please contact (Student-in-charge) at 

XXXXXXXX or Mr/ Ms XXX at 3652 48XX. Thank you for your attention. 

 

Yours faithfully, 

 

 

___________________ 

XXX 

Student-in-charge 

Approved by 

 

 

___________________ 

XXX 

Teacher-in-charge

 

 

 

___________________ 

C. Y. Tam 

ECA Master

 

 

 

___________________ 

T. M. Kwok 

Principal 

-------------------------------------------------------------------------------------------------------------------------------------- 

Reply Slip -- (Name of Activity) 

(Please return this slip [[with a cheque of $XXX payable to ‘The IMC of St. Joseph’s College’]]  

on or before Xth XXX 20XX (Monday) to Mr. XXX (Staff Room X).) 

I, ________________________, the parent/guardian of ______________________ (S_____, Class 

No. __________) *shall / shall not enrol my son into the captioned activity/event. 

 
Student’s Mobile No.: ____________________ Parent’s Mobile No.: ______________________ 

Date: ___________________        Parent’s Signature: ____________________ 

* Please delete as appropriate  
Remarks:	Personal	information	obtained	is	only	for	internal	use	and	will	be	destroyed	after	six	
months.�	
 


