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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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II. 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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III. 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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

1.2 Go to eForm A 

(1) Click “Survey & eForm”. 

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

 

https://clo.edb.gov.hk/
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1.3 Select the school 

(1) Select your school. 

(2) Click <Enter> button.  
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Step 2: Add a record of an absentee 

2.1 Add new record 

(1) Click the <Add Record> button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

(3) Click <Search> button.  
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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. 

 

(2) Select the student and the table will be highlighted in yellow. 

(3) Click <Confirm> button to continue. 

 

 

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. 
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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. 

 
 

 

* A reminder about how to select class level will be shown when the mouse pointer hovers over the 

“Class Level (i)”. 
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(2) Fill in all mandatory fields (Fields marked with “ * ”). 

(3) Press <Save> button. 
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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. 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

Otherwise, the page may not display properly. 
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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.  

 

  



Operation Manual for Non-STIMS Schools to report student non-attendance P.12 

5.2 Confirmation 

(1) The system will pop up a message to seek user’s confirmation. 

(2) Press <Yes> to confirm.  

 

 

 

 

 

 

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

 

 

  



Operation Manual for Non-STIMS Schools to report student non-attendance P.13 

IV. 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/faqs) 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 

 

 

 

 

  

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


