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I. About this Manual

The Education Bureau (EDB) is dedicated to safeguarding students’ right to education. To
achieve this, schools have to follow strictly the requirements of reporting to the Education Bureau
(EDB) all student non-attendance regardless of their age and class level. School should report the
case without delay to EDB on the 7th day of the student’s continuous absence disregard of the reasons
for absence.

For schools participating in the Student Information Management System (STIMS), they report
the non-attendance cases to the EDB through CloudSAMS or eForm for Student Information
Management System (STIMS). For schools NOT participating in STIMS (non-STIMS schools), they
should report the non-attendance cases to the EDB through an eForm A for non-STIMS Schools.

This operation manual aims to provide a step-by-step reference for the non-STIMS schools to
report the non-attendance cases to the EDB via the eForm A for non-STIMS Schools. The target
readers of this Operation Manual are the school personnel of non-STIMS schools, i.e., the
International Schools, Private Schools, etc.

The reporting of student non-attendance involves collection and use of personal information of
students and parents. In compliance with the Personal Data (Privacy) Ordinance, appropriate clauses
must be included in the Personal Information Collection Statement provided by schools to parents.
The last section of the manual offers a recommendation for modifying the school’s Personal
Information Collection Statement for reporting non-attendance.
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I1. Definition of 7th Day of Continuous Absence

Schools must strictly adhere to the Early Notification Principle. School must report to the EDB
students’ non-attendance cases on the 7th school day of students’ continuous absence, regardless of
the reasons. “Day” refers to a school day when attendance is taken, be the activity held within or
outside of school campus. That is to say, normally Saturday and Sunday, school special holidays,
public holidays, Christmas and New Year holidays, Easter holidays and summer holidays are not
counted as school days. Absence must be continuous without interruptions. For example, a student
is absent for 3 days, then attends classes for a day, and is absent again for 4 days. In that case, school
does not require reporting student non-attendance to EDB. However, schools should follow
established mechanism to provide support to students with frequent intermittent absence.
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I11. The e-Platform for reporting student non-attendance Cases

Step 1: Visit Common Log-On System at https://clo.edb.gov.hk

1.1 Log-in
(1) Enter username and password of Master School Administrator (MSA) account.
(2) Click <Logon> button.

Common Log-On System
m—aANRH (CLO)

Username/FAESTE
Password /558
Logon / BA FAQs/=ERE

Forgot Username/Password
EirEEEEEE

@7 EEEEA

Login with iAM Smarl More Info / TEES=

Self Register/ S Bt

Click here to register a new e-Services Portal School Account/

E RIS TR P RS R

1.2 Go to eForm A

(1) Click “Survey & eForm”.
(2) Click “eForm A for non-STIMS Schools”.

HER

ff Education Bureau Common Log-On System (CLO)

Home! Survey & eForm chool-based System

Survey on Senior Secondary Subject eForm for Secondary School Places
Information (Part II: eForm for Survey Allocation (SSPA) System

on Senior Secondary Subjects Taken

by Students)

eForm for Survey on Children from the

Mainland Newly Admitted to Schools,
October 2023 - September 2024

e
‘ eForm A for non-STIMS Schools

LPR Attainment of English Teachers LPR Attainment of Putonghua Teachers
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1.3 Select the school

(1) Select your school.
(2) Click <Enter> button.

eForm A for non-STIMS Schools
e ERr EN SRS NERANETEIEA

edish01

Confirm / Select a school BEAEE—FER

Enter i£A Logout eForm BHEFHE
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Step 2: Add a record of an absentee

2.1 Add new record
(1) Click the <Add Record> button.

Education Bureau

HER

Form A - Report of Student Leaving/Absence from School (International/ESF/Private Schools) A - S5 #REREEE

LUEN KWONG PUBLIC SCHOOL 2 1TB 24 (112593-0001-3-3)
AIDED 87 - WHOLE DAY =0 - YUEN LONG T E

School Language

1-ANGLO-CHINESE =303F
Form Status

Add Record SFEE#

Save % Reset E5 Print 5l

Submit E3T

(2) Input the “Name”, “Sex” & “DOB” of the student.

(3) Click <Search> button.

Add Record SiEER

The system is trying to search the non-attendance history of your school within this school year by the student's Sex and Date of Birth

2024-08-1515:16:04
2024-08-15 15:16:04

* = Mandatory fields EEE

« [fyou find the history record of the student, please select a record and click the confirm button. Then, some information such as Student Address/Guardian information of the eForm A can be

prefilled by the system based on the selected history record.

» Ifnot found, please do NOT select any record and click the confirm button to proceed

Please input the student's Name, Sex and Date of Birth.

*Name STUDENT MALE *Sex M-MALE 5

Search |

0-0 outof 0

Name Sex DOB Class Name
Mo record found

0-0 out of 0

Confirm Cancel

*DOB

01/09/2012

Last Day of Aftendance

STRN
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2.2 Searching student
2.2.1 Scenario one: Student with past non-attendance record
(1) Student’s past record will be shown if student’s non-attendance has been reported before.

Add Record Hi2E#
The system is trying to search the non-attendance history of your school within this school year by the student's Sex and Date of Birth
= If you find the history record of the student, please select a record and click the confirm button. Then, some information such as Student Address/Guardian information of the eForm A can be
prefilled by the system based on the selected history record.
= If not found, please do NOT select any record and click the confirm button to proceed

Please input the student's Name, Sex and Date of Birth.

*Name STUDENT MALE 5ex M-MALE £ - *DOB 01/09/2012
Search
11 out of 1 ] 10 v
Name Sex DOB Class Name Last Day of Attendance Absence Reason STRN
STUDENT MALE M 01/09/2012 GA 03/09/2024 51-NON-ATTENDANCE(WITH
ACADEMIC DIFFICULTIES)

EH)

11 out of 1 [ 10 v

Confirm Cancel

(2) Select the student and the table will be highlighted in yellow.
(3) Click <Confirm> button to continue.

Add Record FEER
The system is frying to search the non-attendance history of your school within this school year by the student's Sex and Date of Birth
= If you find the history record of the student. please select a record and click the confirm butfon. Then, some information such as Student Address/Guardian information of the eForm A can be
prefilled by the system based on the selected history record.
= Ifnot found, please do NOT select any record and click the confirm button to proceed

Please input the student's Name, Sex and Date of Birth.

*MName STUDENT MALE *Sex M-MALE £ - *DOB 01/09/2012
Search
11 out of 1 3 10 v
Name Sex DOoB Class Name Last Day of Attendance Absence Reason STRN
STUDENT MALE M 01/09/2012 BA 03/09/2024 51-NON-ATTENDANCE(WITH
ACADEMIC DIFFICULTIES)
(EEEE=)
-1 out of 1 [ 1] 10 v

—

2.2.2 Scenario two: Student without past non-attendance record
(1) “No record found” will be shown if the student does not have non-attendance record.
(2) Click <Confirm> button to continue.

Add Record $iE&/ *
The system is trying to search the non-attendance history of your school within this school year by the student's Sex and Date of Birth
« [f you find the history record of the student, please select a record and click the confirm button. Then, some information such as Student Address/Guardian information of the eForm A can be
prefilled by the system based on the selected history record
« I not found, please do NOT select any record and click the confirm button to proceed

Please input the students Name, Sex and Date of Birth

*Name STUDENT MALE *Sex M-MALE S A “DOB 01/09/2012
Search
0-0 out of 0 10 ~
Name Sex DOB Class Name Last Day of Attendance Absence Reason STRN

Mo record found

-

0-0 out of 0 10 v
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Step 3: Data Entry (Fields marked with “ * ” are mandatory fields)

3.1 Enter information
(1) “Name”, “Sex” and “DOB” entered in 2.1(2) above are shown in the eForm A.

1.

Student Particulars EEEH

Delete filEx

*Student English Name as

shown on identity .

document STUDENT MALE Sex 125
3 ENEE

MMALEE |~ *Date of Birth &4 B8 (ddimmyyyy) | 01092012

Class Level (i) Pleass Select - ﬁ}?ﬁ"m

*Absence Reasons
REFE

STRN (if any)
BEEH 0E)

Parent/Guardian Information - Please fill in either Chinese or English (Required if Absence Reason is code 51-56, 67)
FEEREAER - DEERTNIEN (45 - SREFESES-55,57)

Please Select

“Title #:8 Please Select| v
English 23 Chinese F3
*Parent/Guardian Name
EEEZE LS
Relation
B Please Select -
Occupation

*Daytime Telephone
Number

BHEEE

Mobile Telephone
mEEE

Email

=%

School Contact Person Information {E3EREE A H31

“Title S *Case Contact Person BRI A Post i
Please Select| ~

Further Information FfEH

*Current Location B#& # in Hong Kong &5 MNet in Hong Kong FiEE Mo Information EEEH

*Type of Leave EHEHER Case Leave SfE Sick Leave FE Mo Information ZEEH

Period of Leave (if . .
applicable) (HRHRE () oM E dmmiyy)
Supplementary

Information (if any) &3t

To (if any) Z (517%)

*Last Day of Attendance
SH L8R HE(ddimmlyyyy)

Remark
‘i

Student Home Address - Please fill in either Chinese or English
B - QEREPTEET

English 3T Chinese $

Flat =
Floor &

Block &

Building A H&E
Estate/Village
Ef

Street/Street No.
EEEELR
District

HE

Please Select -

Email 3 *Contact Telephone BEEE Fax &

* A reminder about how to select class level will be shown when the mouse pointer hovers over the
“Class Level (i)”.

Student Particulars B4 &3

*Student English Name as shown on identity

document STUDENT MALE *5E
SREATH EETES

*Class Level (i} *CI:
Wi Please Select - WS

sAbsence Read Flease choose a Class Level for your student. The 2 local class levels, namely “Primary” & “Secondary” with the
SEEE approximate corresponding class level in intemational/ESFprivate school is included for your reference. For

: instance, a student of Grade Mear 7 iz normally a 5.1 student.
CSgTrT——
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(2) Fill in all mandatory fields (Fields marked with “ * ).

(3) Press <Save> button.

1. Student Particulars S£EH

*Student English
Name as shown on

identity document | STUDENT MALE *Sex 1271
ST R

TS

*Class Level (i) - N B *Class Name
#E | P& (Gradei vears) | = | eyt

*Absence Reasons
-NOM- v
SEEE | 51-NOM-ATTENDANCE(WITH ACADI

EMIC DIFFICULTIES) £:3 ( S2EE)

STRN (if any) |
SEERMWF)

Parent/Guardian Information - Please fill in either Chinese or English (Required if Absence Reason is code 51-55, 57)
FEEEAES - AEARRTEEN (BE - SREFEESHEN-55,57)

*Title #H:5 | Pleass Select| ~ |

English =7 Chinese £
*Parent/Guardian —
Name | PARENT MaLE | ‘
EREEIEE e
;eé‘:"“" | Pease Setect [+]
O fion | |
wE L
*Daytime —
Telephone Number | 12345678 |
nEEE
Mobile Telephone |7|
S
Email |7|
=5
School Contact Person Information EEE 8 A &
*Title 35 *Case Contact Person EEBHEA Post i
[ mr. v | |cHankaman | EXECUTIVE OFFICER |
Further Information H {1 E#
*Current Location - - . -
e (_)in Hong Kong =& (®) Mot in Hong Kong 8 | No Information “2EEH
Ty of Leave . - - =
ﬁg; & | ® Case Leave 25 | Sick Leave FBE () No Information 2= =

Period of Leave (if
applicable) {FE g *From & (dd/immiyyyy) | 10/09/2024
B (H)

| To (if any) Z ({05) ‘

Delete il |

[mamez [~ :dD;‘:d B”"f; HERE (01092012 |
| A | é.l;tl[;;éahﬂﬂendance |W|
= yyyy)
Remark ‘
|-+3
Student Home Address - Please fill in either Chinese or English
B - IERERINEL

English &3 Chinese =3
Flat = [o1 | |
Floor 1§ 7 | | J
Black £ | [ J
Building #EEH | ABC BUILDING | | |
;’“’mm"ﬂge | aBC ESTATE | J
Street/Street No.
EESEE ‘ | | |
HDLEEIM | R-SHATIN S EE | |
Email £E *Contact Telephone E2EEE Fax &
[ com | | s7e54321 |

ary
Information (if any) |

| Add Recora FigEH |

| save g1tz ”I Reset £ | Print FiE

| SubmitEz |

| Add Record FigZ# |

Save 577 | ResetZ: | Print FIED

Submit 35 |
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3.2 Confirmation

(1) The system will pop up a message to seek user’s confirmation.
(2) Press <Yes> to confirm.

Confirmation x

~ Are you sure fo save the form? 15

|v*‘r'es ®x No

(3) Note the message at the top confirming the saving of the record.

Education Bureau

nER

) Record updated successfully. ZREHE <=|I Notify successful saving

Education Bureau /

- REB

W) Record updated successfully. EHEET X

Guideline B3| Exit B8

Form A - Report of Student Leaving from School i SFiPrivate Schools) FifA - BESTRIHETE
LUEN KWONG PUBLIC SCHOOL £ TR 5% (112593-0001-3-3)
AIDED ZE1 - WHOLE DAY £ - YUEN LONG TTE=

School Language £EES 1-ANGLO-CHINESE =330 Last Update Time =3 E4155/8: 2024-09-13 18:06:04
Form Status EE4(5: Save EF Submit Time Z75: -} 2024-08-1315:16:04

* = Mandatory fields £E 5%

1. Student Particulars B4 & Delete HIE:

*Student English Name as
shown on identity

document. STUDENT MALE *Sex 1£5) M-MALE £ ~ *Date of Birth 24 EZ(ddimmiyyyy) | 01/092012
SEEETE ENFIEE
*Class Level i) : *Class Name “Last Day of Attendance
B A BT ||~ ABER = £ EERBEUmmyyyy) A
“Absence Reasons — Remark
NON i EEEEE) -
FEEE 51-NON-ATTENDANCE(WITH ACADEMIC DIFFICULTIES) £3 ( EREEE ) E
STRN (if any)
BEES (MF)
Parent/Guardian Information - Please fill in sither Chinese or English (Required if Absence Reason is code 51-55, 57) Student Home Address - Plsase fill in sither Chinese or English
FRER)FH - DAERTIIEEN (G E - SREFERTEN-55,57) B - DASEPEET
“Title HE Mr. -
English 3537 Chinese =3 English 237 Chinese =3
*Parent/Guardian Name
SEGEARE PETER WONG Flat = (]
Relation
ey Please Selsct - Floor i& 7
Occupation
ey Block B
*Daytime Telephone
Number 12345678 Building AREE ABC BUILDING
BEER
:al‘ﬁoi:lleje\ep hone ;Eleﬂhl\age Tl
Email Street/Street No.
=3 HEEEAR
;gg“ RSHATIN LEE =
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Step 4: Print a copy
4.1 Print the copy

(1) Click the <Print> button to have a copy for filing purpose.

Parent/Guardian Information - Please fill in either Chinese or English (Required if Absence Reason is code 51-55, 57)
FEEEAEN - QARSTUEAN (BE - SR EREAES-55, 57)

“Title 38 . -
English %3¢ Chinese 3
*Parent/Guardian Name
SEEEALE FETER WONG
Relation
e Please Select -
Occupation
BE
*Daytime Telephone
Number 12345678
BHEER
Mobile Telephone
REER
Email
=%
School Contact Persen Information [ESERSE A H3%
“Title i *Case Contact Person [EEE L Post i
Mr. - CHAN KAMAN EXECUTIVE OFFICER

Further Information E a2

“Current Location B in Hong Kong =% ®) Notin Hong Kong EE No Information ZEEE

“Type of Leave EHER ®) Case Leave £ Sick Leave HE Mo Information ZEEH
Period of Leave (if

applicable) FEI3E (0F)

Supplementary
Information (if any) St

*From £ (ddimmiyyyy) | 10/09/2024 To (if any) Z (0%)

Student Home Address - Please fill in either Chinese or English

SEfEH - REERTHEAEN

Flat =

Floor &

Block
Building AREE
Estate/Village
Bt
StrestiStreet No.

HEEER
District
HE

Email 23
mrchan@abeschool com

English £ Chinese F3
01

7

ABC BUILDING

ABC ESTATE

R-SHATIN L HE M
*Contact Telephone BH&EsE Fax S5

87654321

Add Record $15E4
e | e
Submit 32

Add Record HiZEH

Save BBTF

Submit iE3F

Reset 25

Print Fi|E1

* Please set the layout as “Landscape” and select “Background graphics” in Print setting.

Otherwise, the page may not display properly.

Print 2 pages

Destination

[‘ Save az FDOF v ]

Pages Al v

Layout Landscape

Scale

Options

Default

Headers and footers

Background graphics
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Step 5: Submit the eForm A

5.1 Submit the form

(1) Click the <Submit> button to send the eForm A to the EDB.

Parent/Guardian Information - Please fill in either Chinese or English (Required if Absence Reason is code 51-55, 57)
SREEASH - QEEEENIET (BE - SREFEEENES-55,57)

“Title 185 M. -
English 33 Chinese 3

*ParentiGuardian Name

TEEEALE FETER WONG

Relation

He Please Select -

Occupation

HE
*Daytime Telephone

Number 12345678

BEER

Mobile Telephone

REEE

Email

=5

School Contact Person Information BB A 55
“Title 185 “Case Contact Person EEEE ) Post il

M. - GHAN KA MAN EXECUTIVE OFFICER

Further Information Efn &

*Current Location R it

in Hong Kong =35 ®) Mot in Hong Kong T8

No Information 32 EE 4

“Type of Leave SBET ®) Case Leave T Sick Leave 58 MNo Information ZEH 1
Period of Leave (if . R

applicable) HE@M (mE) From = (dammiyyy) [ 10092024 To (if any) Z (0F)
Supplementary

Information (if any) &z

Add Record $18&#

Save BF Reset 37 Print FIED

Subi

Student Home Address - Please fill in either Chinese or English

Bt - AARRTIEET

Flat =

Floor #

Block
Building #E&1
Estate/Village
Eft
Street/Street No.

HESER
District
HE

Email 3}
mrchan@abeschool. com

Add Record FHigE#

Save 8= Reset 2

Submit iE3F

Print FE1

English 37

o1

T

ABC BUILDING

ABC ESTATE

R-SHATIN 2=

“Contact Telephone BHEZE
B7B54321

Chinese =37

Fax @E
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5.2 Confirmation

(1) The system will pop up a message to seek user’s confirmation.
(2) Press <Yes> to confirm.

Confirmation =

.

Please ensure compliance with the Personal Data(Privacy) Ordinance due to involvement of
personal data. EREREAEH  SEEET (EAEH (£E) EFD) -

+ Yes % No

(3) Note the message “Record submitted successfully” on top of the screen.

Education Bureau

nEE

W) Record submitted successfully. HREER ﬁ Notify successful submission

N: Education Bureau
Ly zzm

W) Record submitted successfully. EHi g x

Guideling 53| Euit B85

Form A - Report of Student Leaving/Absence from School
LUEN KWONG PUBLIC SCHOOL 2T E 8 (112593-0001-3-3)
AIDED ] - WHOLE DAY 25 - YUEN LONG TTHEE

SF/Private Schools) #iEA - BEBRRBESHERE

School Language EHEE. 1-ANGLO-CHINESE E g Last Update Time £37E 25508 2024-09-13 16:14:02
Form Status =384 5 Submit $E37 Submit Time EEETHS 2024-08-13 16:14:02
* = Mandatory fields LEER
Add Record Fi2E#

Save 7 | ResetER | PrintFE

Submit &3z
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V.

Enquiries & Technical Support

Technical Support related to eForm A for Non-STIMS Schools
Helpdesk : Tel: 3464 0594

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

CLO Helpdesk : Tel: 3464 0592 / Email: clo@edb.gov.hk.

(Please click FAQs (https://clo.edb.gov.hk/fags) for reference)

Creating a Master School Administrator (MSA) Account

e-Services Team : Tel: 3698 3640 / Email: eservices@edb.gov.hk

Enquiries related to reporting of student non-attendance

Non-attendance Cases Team : Tel: 3698 4411
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V. The Personal Information Collection Statement

To comply with the Personal Data (Privacy) Ordinance (the “PDPO”), it is recommended to state
explicitly that the purpose of collection is for investigation and follow-up of non-attendance cases and
that the EDB is named as one of the classes of transferees in school’s Personal Information Collection
Statement.
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