Shatin Tsung Tsin Secondary School
Campus English

2013-2014

Ewh Y

!
i p

S 0=y :l'! ;_’ b 4

| ! ’
e
o |
T4




TABLE OF CONTENT

Preface to the 1 Edition P.2
Preface to the 3 Edition P.3
l. School Language Policy P.4
Il.  Teaching Content Subjects with English as the MOI P.7
1. Classroom Language P.9
IV.  Common Expressions & Phrases for Administrative Purposes P.13
V. Suggestions for Writing Announcement Scripts P.17
VI.  Vocabulary of English Words Commonly Used in School P.24
VII. Phrases and Expressions for Posters & Promotional Leaflets P.31

VIIl. Vocabulary Commonly Used by Different Committees

A. Religious Affairs Committee P.35
B. Academic Affairs Committee P.37
C. Home-School Cooperation Committee P.38
D. Student Guidance Committee P.39
E. Career Guidance Committee P.40
F. Students’ Union P.41
G. Student Affairs Committee P.42
H. Discipline Committee P.43

IX.  Common Expressions, Phrases & Vocabulary for Hall Functions and
Special Activities

A. Inauguration of Students’ Leaders P.45
B. Thanksgiving Service & Different Ceremonies P.46
C. School Picnic P.48
D. Sports Day P.49
E. Prize-giving Day P.53
X.  Training of Student Announcers P.55

-P1-



Preface to the 1% Edition

Our school has a vision to promote English learning. Apart from maintaining the use of
English as the medium of instruction (EMI) in most of the subjects, we have been creating an
English-rich environment which is conducive to English learning.  For instance, the daily
Morning Assembly, various hall functions and special activities like Speech Day and Sports Day
are conducted in English. English is also used in students-as-target publications and written
materials to be posted. Furthermore, students are encouraged to talk to staff in English outside
class time. All these measures maximize students’ exposure to the second language.

We understand that newly promoted S1 students have difficulty in learning a second language as
most of them are from Chinese-medium primary schools where English is taught only as a
subject. To bridge the language gap, the English panel organizes the English Bridging
Programme in the summer vacation while the EMI subjects provide subject-based English
bridging programmes in the first few weeks of the school year. The English panel also provides
language support for students through the teaching of cross-curriculum classroom language,
language skills and vocabulary management skills.

Throughout the years, we have made every effort to facilitate the teaching of EMI subjects
through policy making and the provision of training programmes. To further facilitate teachers
to teach in a second language, the EMI Group compiled an EMI Teachers’ Handbook in 1998.
Since then, we have made several revisions. In 2006, we produced a series of languages notes
to let students learn English in a more authentic way. At the end of the school year 2006/07, we
compiled the “Campus English” by merging the content of the EMI Teachers’ Handbook and the
language notes for students. We hope that this handbook may offer language support to
students, teachers and supporting staff in our school campus.

Finally, I would like to express my gratitude to different committees that provide the materials
for the “Campus English”. 1 also thank the language officers (Ms. Wong May Sum, Ms. Yip
Yee May and Ms Gaughan Tara Jean) for the dedicated efforts in editing this handbook. May
God reward those who contribute to the school development.

Mr. Leung Wing Tak
Deputy Prefect of Studies
26/7/2007
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Preface to the 3" Edition

Campus English has been incorporated into the Secondary 1 English curriculum since its
publication in August 2007 to provide language support for students with the transition from
mostly Chinese-medium primary school education to English-medium secondary education. To
keep abreast with the changes in the school language policies, the transition to a new senior
secondary curriculum and changes with the move to the new school premises in the coming
September 2011, we envisage the need to revise the Campus English and have the revision
completed in July 2011 with the contribution of the English Department.

I would like to thank our English teacher, Ms. Kwong Ka Yan, with her dedicated effort in
revising this booklet while she was busying over the marking of the students’ exam scripts. We
would also remember Ms. Tsang Choi Har’s pioneering effort in preparing the prototype of the
Campus English well before its first publication. Finally, we thank God for granting us a new
school premises with opportunities opened up for school development. Also on that site we
will celebrate the 25" Anniversary of our school to witness God’s grace bestowed to us.

Mr. Leung Wing Tak
Vice-principal
6/7/2011
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SCHOOL LANGUAGE POLICY

Medium of Instruction

English is the medium of instruction (MOI) of our school. This policy applies to S1-3 and
some senior classes.

Teachers should solely use English as the medium of instruction except for Chinese,
Putonghua and Chinese History subjects and subjects (CE and Liberal Studies) with a
sanction for non-compliance.

English should be used throughout teaching, group discussion, questioning and
answering and exhortation for EMI subjects.

Assignments in whatever forms should be completed in English for EMI subjects.

Teachers should firmly guide students to speak English in EMI lessons. Appropriate
punishment can be exercised by teachers according to their professional judgement for

non-compliance.

As supplementary lessons outside class time are part of the formal curriculum, English
should be used as the MOI.

Teachers may use Chinese as the MOI for enhancement or remedial classes except for
English subject.

Classroom Language and English Bridging Programmes

Teachers of S1 EMI subjects should use the set of language-across-curriculum classroom
language edited by the Teaching and Learning Team. The set of classroom language will

be revised annually depending on the needs of teachers.
Formal assessment of the students on classroom language should be included.

English Bridging Programmes will be organized by S1 EMI subjects including English
subject.

Language Environment

3.1 Sharing in morning assembly

® Committees are encouraged to use English for sharing.

® Sharing related to a certain subject and promotion of related academic activities
should be conducted in the same medium as the MOI of the subject taught.

® There is a time slot scheduled in each week for sharing in English.

3.2 Announcements

Announcements through the Public Address System (PA) should be conducted in
English except for Chinese, Putonghua and subjects with essentially Chinese element
like Chinese History.
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3.3

3.4

3.5

3.6

3.7

3.8

Notices to parents

Notices to parents should be written in both Chinese and English.

Hall functions and special activities
The following hall functions and special activities will be conducted in English:

® The Commencement and the End-of-term Ceremonies, Prize-giving Ceremony,
Prize-giving Day and Inauguration of Student Leaders.

® Speech Day, Sports Day and School Picnic

(If announcements or reminders are given in the Hall Assembly periods, such practices
should be conducted in English except for Chinese, Putonghua and subjects with
essentially Chinese element like Chinese History.)

Activity leaflets, posters, notices, directory boards or students-as-target publications

® Activity leaflets, posters and notices should be written in English except for
Chinese and Putonghua and subjects with essentially Chinese element like Chinese

History. Written sharing to be posted can be Chinese or English.
® Directory boards: written in both English and Chinese

® Students-as-target publications: for publications produced by subjects, the medium
of publication should follow the medium used; while for publications produced by

committees and school societies/clubs, there is no restriction on the language used
for the unit concerned.

®* Messages to Shatin Tsung-Tsiners: Teachers are encouraged to write in English.
About 30% will be written in English.

English used outside class time

® Teachers are encouraged to talk with students in English outside class time.

® Students should speak English when they ask to see the staff at the entrance of
offices (General Office, Staff Room, Preparation Room, TRR, Library, etc.).

Teachers should also respond to students in English.

Afternoon Reading Scheme

® S1-2: English reading in the first term
® S3: English or Chinese newspaper reading
® S4-6: English newspaper reading in the first term

Supportive role of English Panel

® English panel should provide language support to other subjects through, the
teaching of classroom language, language skills & vocabulary management skills to

S1 students and training of student announcers.

® English panel is requested to organize various English activities to create a
language-rich environment.
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4. Administrative documents

Documents Language requirement
Subjects Committees
Programme plan According to subject MOI English
Minutes According to subject MOI NA
Annual budget NA NA
Proposal According to subject MOI NA
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Il. TEACHING CONTENT SUBJECTS WITH ENGLISH AS THE MOI

1. Role of EMI subject teachers

EMI subject teachers should focus on content rather than language teaching (though the
weighting of content elements should be reduced in the first few months of the S1 Bridging
Programmes). The formal aspect of language should be dealt with by language teachers.
However, in order to enhance the language proficiency of students, EMI teachers have the
responsibility to keep using English throughout the lessons.

2. Advice on teaching with EMI

With the adoption of EMI, Cantonese will be banned from the classrooms. As a result,
there will be a huge difference in terms of teachers’ behaviour and teaching style. Below
are some hints summarised from the workshop course book written by Mr. P.L. Li (1998):

(@ Modifying materials and tasks
Careful selection and adaptation of course materials and tasks (including assignment) at
a language level comprehensible by students.

(b) Planning stages of lessons

® Identify key words, phrases and terms and define vocabulary if necessary

® Select and list ideal visual aids for language support

® Check your sentence construction. The subject-verb-object pattern is fine for most
sentences. Make relative clauses into separate sentences.

® Different subjects may use certain text types (e.g. cause & effect, comparison &
contrast, pros & cons, chronology, description, process, definition, etc.) more
frequently than others. Teachers should organize their teaching plan to have these
text types taught explicitly.

® Useof:
- sequence markers (first, second, next, finally)
- transition words (because, so, although)
- terms of priority (least, likely, most important)

(c) Adjusting teacher talk
Teachers should employ
® simple words and frequent words
® simple sentence structure
® clear articulation
® slow articulation
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(d)

Language support to students to enhance understanding
Teachers may consider the following language support to students:

® Dictionaries: request students to consult dictionaries

® Glossary/vocabulary: listing of a glossary for each topic to enhance memorization
of new words; help students develop the habit of vocabulary management

® Visual media: use of different visual media like pictures, diagrams, flowcharts,
tables, realia and projection media to enhance understanding

® Body language: use of gesture to enhance understanding

3. Frequently asked questions

(@)

(b)

(©)

(d)

Should EMI subject teachers correct students’ language mistakes?

As mentioned before, EMI subject teachers should focus on content rather than
language. Therefore, content--based subject teachers do not need to correct students’
language mistakes as long as the students can communicate the content effectively. If
teachers do want to correct students’ language mistakes, do not give value judgments as
this may embarrass the students.

Should Chinese be totally banned in normal lessons?

The answer is “YES”. However, teachers may give Chinese translations of new words
(the first time they appear in lessons) verbally or in written form if necessary.
Explanation of concepts in Chinese should be avoided.

Can | use Chinese-medium materials (ETV, reading materials, tapes) for teaching EMI
subjects?

The answer is “YES” provided that the English equivalent of teaching materials is not
available. But English has to be used in both classroom talk and written assignments.

Will EMI be extended from S1 to S67?

Currently, EMI covers S1-3 and some senior classes. The extension of EMI to higher
forms will be subject to evaluation.
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1. CLASSROOM

LANGUAGE

Our school is an EMI school. That means in most of the lessons, teachers use English in their
teaching. Here are some common situations in which teachers will use English in the lessons.

Category of Activities

Teachers’ Classroom English

Students’ Classroom English

1. Greeting

T1. Good morning Class (Boys and
Girls)!

S1. Good morning, Mr.
(Mrs./Ms.)
Good morning guests.

2. Checking T2. Monitor (Monitress), isanybody (s> No  one is absent Mr.
attendance absent? / Is everyone present?
yonep (Mrs./Ms.) :
Yes, and
3. Asking students T3. Who has not done the S3. Sorry Mr. (Mrs./Ms.) N

about homework
business

homework? / Put up your hand
if you haven’t handed in your
homework. Tell me your class
number.

Who didn’t hand in the
homework to the homework
collector this morning?

haven’t done my homework. |
am number

Sorry Mr. (Mrs./Ms.) !
I am sorry. | didn’t hand in my
homework.

4. Using the textbook

T4. Open your textbooks to page
. Turn to page :

T5. Please look at the left-hand
column, second paragraph,
line 4.

T6. Last lesson we talked about

S4. Mr. (Mrs./Ms.) ./ Could
you repeat please?

Thank you Mr. (Mrs./Ms.)

S5. Sorry Mr. (Mrs./Ms.) !
Which column (paragraph, line)
please?

S6. I’m sorry. 1 don’t understand this

part. Would you please explain
it again?

5. Handling irregular
behavior

T7. We will stop here. Let’s have a
break for 2 minutes.

T8. Can you wait until recess? Okay,
you may go.
Certainly.
I’m sorry. You have to wait
until he (she) comes back.

T9. Pay attention!
Keep quiet!

S7. May | go to the toilet/ washroom

Mr. (Mrs./Ms.) ?
S8. | feel sick. May | leave the
classroom? /May | go to the
medical room?

S9. I’'m sorry | can’t wait. It’s
urgent!

S10. I feel hot . May I turn on the
air-conditioner / fan, please?

| feel cold . May | turn off the

air-conditioner / fan, please?
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S11. I can’t see the blackboard. May
| change seats, please?

S12. Excuse me, Mr.

(Mrs./Ms.) , it’s too

bright. May | close/ lower the

blinds, please?

6. Organizing pair
work and group
work

T10. Now let’s get into pairs.
Now let’s get into groups of 4.

Please work with the person
next to you. Who has not yet
joined a group?

S13. Mr. (Mrs./Ms.) | don’t
have a partner.
Mr. (Mrs./Ms.) , which
group do | belong to?

S14. Shall we start now?

7. Giving instructions
for class activities

T11. Listen carefully to my
instructions...... Do you
understand?

T12.That’s right.

T13. That is not what | mean. /
Let me say it again. /

...... /

What | want to say is......

S15. I’'m sorry. | don’t understand.
Are you saying that....... ?
Do you mean......?

S16. Sorry, I’ve missed it.

Could you repeat that, please?
S17. Now I understand. /

I still don’t understand.

8. Encouraging
students to ask or
answer questions

T14. Put up your hand if you still
don’t understand.

T15. Who knows the answer?
Put your hand up if you know
the answer.
Good answer. / That’s right
/Not exactly./A good try./A nice
try./Any other suggestions?

S18. What is the meaning of

2

I don’t understand the
relationship between A and B.

S19. I don’t understand why the

answer is A but not B.

9. Administering class
work

T16. Please complete this part in ten
minutes.

T17. Please write your answers in
your textbooks.
Please come and do it on the
blackboard.

T18. Use every line.
Write on every other line.

T19. Repeat after me.
Say it together.
Now you try.
Your turn now.

S20. Sorry Mr. (Mrs./Ms.) :
could we have a few more
minutes?

S21. Sorry Mr. (Mrs./Ms.) ,
I have forgotten to bring my

textbook (exercise book).

S22. Should we use a pencil or

ball-pen?

S23. Could you slow down a bit?
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T20.

T21.

Sorry, | can’t hear you.
Speak up please.

Write the date at the top
right-hand corner of the page.
Write the topic in the middle of
the top margin.

S24.

Sorry, 1 don’t know how to say
it. /Sorry, | don’t know how to
pronounce the words.

10. Instructing
students to
cross-check

T22.

T23.

T24.

T25.

Please swap your books with
your partner. Use a red pen to
check the answers. Remember
to tick the correct answer. If the
answer is wrong, you must
write down the correct answer.

Give marks for each
correct answer.
Deduct marks for

each wrong / incorrect answer.

Fold your test papers and pass
them in.

Staple your test papers and
answer sheets together and pass
them in.

Separate your test paper and
answer sheet and pass them in.

Please ask your parents to sign
next to the marks

S25.

S26.

S27.

S28.

S29.

What is the answer to
question ?
Canyourepeatno. 7

How should we do the
corrections?

Do we have to pass up the
question papers?

There’s something wrong with
the marks.

11. Collecting exercise |T26. Pass up your exercise books to [S30. | haven’t finished yet. Can |
books the front. hand it in to you later?
12. Giving homework [T27. Homework for today is S31. When should we hand in the
. homework?
Hand in your homework next
Monday /tomorrow.
T28. Now please write it down in  |S32. Sorry | have forgotten to bring
your Student Basic Law the Student Basic Law (Student
(Student Handbook). Handbook).
13. Concluding a T29. That’s all for today. S33. Mr. (Mrs./Ms.) , I have a

lesson & asking
students to write
in the reflective
learning journal

T30.

Raise your hand if you have
any questions.

Let’s start writing something
down in the reflective learning
journal.

Please look at the blackboard
and review what you have
learnt today.

guestion. Could you come over
here please?
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Please think carefully and write
down what you have learnt
today in the reflective learning
journal.

14. Asking students to
help

T31. Who’s on duty today?

T32. Would you do me a favor
please?

T33. Would the IT hero set up the
projector / computer for me?

T34. Please go to TRR and ask
Mr. for help.

T35. Please clean the blackboard.
Please give out (distribute) the
exercise books.

Please come and collect the
exercise books during the first
recess (lunch time/ after
school).

T36. Thank you.

S34. Let me help you Mr.
(Mrs./Ms.) !
Yes, Mr. (Mrs./Ms.)

S35. You’ re welcome. / With

pleasure.
15. Ending a lesson  |T37. Good-bye Class (Boys and S36. Goodbye and thank you Mr.
Girls)! (Mrs./Ms.) :

Goodbye and thank you guests.
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IV. COMMON EXPRESSIONS & PHRASES FOR ADMINISTRATIVE

PURPOSES

1. General Office

| don’t feel well.

I think | might vomit. (&)
| feel quite dizzy. (FE'%)
| don’t feel well. | have a

stomachache. (5! F-T¥%)
My leg / arm hurts.

Excuse me, Mr (Mrs./ Ms.) .
My friend has hurt himself in the
playground. He needs some help.

Other illnesses:

- Influenza (flu) CRITHELE)
- fever (3%/%)

- twisted arm (& F-5)

- ankle (ERRAED)

- headache (5E%%)

- stomachache (FJ&/ i1-TFI8)

- sore throat (EHESRE)
- nosebleed (i £1f1)

Category of English used by Students English used by Teachers
Activities & Office Staff
Feeling sick Excuse me, Mr (Mrs./ Ms.) . |What’s your name and class? What’s

wrong?

You should go to the medical room
and take a rest. We will come and
have a look very soon.

Stay calm. We will come and have a
look right now.

Leaving early

Excuse me, Mr (Mrs./ Ms.) N
have made an appointment with the
dentist. | need to leave earlier today.

Yes, sure! | handed in the parent’s
letter to Mr (Mrs./ Ms.)
yesterday.

My name is

| see. Have you informed the
Discipline Office?

OK! What’s your name?

Take this slip and give it to the
janitor at the school entrance before
you leave.

Borrowing school
uniform / other
things

Excuse me, may | see Mr. (Mrs. / Ms.)

, please? There are some
stains on my dress. May | borrow one
from the office?

I think | need a medium-sized dress.

What size are you?

Take this one. Don’t forget to wash
and iron it before returning it to the
General Office tomorrow.
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Excuse me, may | take a duster for
Mr. (Mrs. / Ms.) in

(classroom), please?

I am from 1A.

Excuse me, may | get the mobile
phone from Mr. (Mrs. / Ms.)

, please?

Excuse me, my shoes are torn. May |
borrow some glue?

Which class are you in?

Here is the duster. Use it properly in
the classroom.

Yes, sure. Come in please.

Please go and find Mr (Mrs./

Ms.) in the Preparation
Room on the 5" floor. He can help
you.

Making an
appointment to see
the Principal,
Vice-principal and
other staff

Excuse me, may | see Mr. (Mrs. / Ms.)
, please? | have some
problems about the school fees.

Excuse me, may | see Mr (Mrs./
Ms.) , please?

Yes, come in please.

Please wait outside. You are not
allowed to enter the General Office.
Just a moment please.

Yes, come in please.

Just a moment. Mr (Mrs./

Ms.) is talking on the
phone. Please wait outside the
General Office.

Mr (Mrs./ Ms.) is quite
busy today. Please see her / him in
the first / second recess tomorrow.

Getting things from
the office

Excuse me, may | get some forms
from the office, please?

Excuse me, may | get the 1A
homework collecting file?

Excuse me, | am the monitor /
monitress of 1A. | have forgotten to
bring the key to the classroom. May |
have the spare one?

Yes, sure. / Come in.

| am sorry. We don’t have the key to
the classroom. Would you go and
find Mr. (Mrs./ Ms.) /
janitor for help?

Late arrival of
subject teachers

Excuse me, | am the monitor /
monitress of 1A. We have been
waiting for Mr. (Mrs. / Ms.)

Alright, return to your classroom
and if you can’t see Mr. (Mrs. / Ms.)
after another 5 minutes,

for the English lesson but he / she has
not come yet.

report to the General Office again.

Problem with the
air-conditioners in
the classrooms

Excuse me, | am the monitor /
monitress of 1A. It is very cold in the
classroom. Would you please adjust
the temperature of the
air-conditioners?

Excuse me, | am the monitor /
monitress of 1A. The air-conditioners
in 1A don’t work / are out of order.

Alright, return to the classroom. We
will find the janitor to adjust the
temperature.

Alright, we will send someone to
check the air-conditioners. Please
return to the classroom.

-P14-




look?

Would you please come and have a

Reporting lost and
found

| do?

look.

Excuse me, | am a student from 1A. |
can’t find my school bag. What should|Office / any discipline teacher.

Excuse me, | found this wallet in the
covered playground. Please have a

Please report it to the Discipline

Please take the wallet to the
Discipline Office. / Please pass the
wallet to any discipline teacher.

Requesting to clean
the classroom

mess?

Excuse me, | am the monitor /
monitress of 1A. A student has
vomited in the classroom. Would you
please find someone to clear the

Alright. We will send someone to
clear the mess very soon. Please
return to your classroom.

2. Staff Room

Students’ Language

Teachers’ Language

Sl

Excuse me, may | see Mr. (Mrs. / Ms.)
, please?

T1. Comein.

T2. Mr. (Mrs. / Ms.) is not here at the
moment. Come again later.

T3. Mr. (Mrs. / Ms.) isin
(location).

T4. Mr. (Mrs. / Ms.) has left. Come again
tomorrow. / Mr. (Mrs. / Ms.) is absent
today. Come again tomorrow.

T5. Mr. (Mrs. / Ms.) is talking on the
phone. Please wait for him/her outside. / Mr.
(Mrs. / Ms.) is talking to another

teacher. Please wait for him/her outside.

T6. Mr. (Mrs. / Ms.) is having a meeting.
Look for him/ her later.

T7. This is the examination period. You are not
allowed to enter the staff room. /
This is the examination paper setting period.
You are not allowed to enter the staff room.

S2.

Excuse me, may | put the workbooks on

Mr. (Mrs. / Ms.) ’s desk? / Excuse

me, would you please help to put these

T8. Yes, sure. / Of course.

T9. No, you should put them on Mr. (Mrs. /

exercise books on Mr. (Mrs. / Ms.) Ms.) _ ’s homework shelf.
’s desk?
S3. Excuse me, may | leave a message for Mr.|T10. Yes, sure. / Of course.
(Mrs./ Ms.)?
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S4. Excuse me, Mr. (Mrs./Ms.) s T11. Yes, sure. / Of course.

having a lesson in (location). She

asked me to get the exercise books from

his / her desk. May | come in?
S5.  Excuse me, may | take the dictation books|T12. Yes, sure. / Of course.

(or other things) from Mr. (Mrs. / Ms.)

’s desk?
3. Library
Students’ Language Teachers’ Language

S1. Excuse me, Mr. (Mrs./Ms.) .1 T1: Yes, sure./ Of course.

forgot to bring the key for the cupboard in
. Would you mind lending us the
spare key? I will return it soon.

4. Preparation Room (4/F & 5/F)

Students’ Language

Teachers’ Language

Sl

S2.

Excuse me! May | see Mr. (Mrs. / Ms.)

? The projector in (location)
doesn’t work.
Mr. (Mrs. / Ms.) asked me to come

and get the projector for him/her.

T1: Wait a minute / Coming.

T2: Wait a minute / Coming.

5. Teachers’ Resource Room (TRR)

Students’ Language

Teachers’ Language

Sl

S2.

S3.

S4.

May | see Mr. (Mrs. / Ms.) , please?

Mr. (Mrs. / Ms.) IS having a lesson
in (location). He / She needs
your help.

Mr. (Mrs. / Ms.) , the computer in
1A doesn’t function / work properly.
Please come and help!

May | see Mr. (Mrs. / Ms.) ? 1 want
to hand in the reply slips. / | want to hand
in the parents’ letter.

T1: Wait a minute / Coming.

T2: Wait a minute / Coming.

T3: Wait a minute / Coming.

T4: Wait a minute / Coming.
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V. SUGGESTIONS FOR WRITING ANNOUNCEMENT SCRIPTS

1. Contents of Different Types of Announcements

Purposes of announcements

Content to be included

Promoting activity

Announcing regular activity

® the object

® the nature of the activity

® the name of the activity (if any)

® the time, date and place of the activity

® things to do before and during the activity

Summoning

® the object
® the time, date and place of the meeting
® person who summons

Announcing rules & regulations

Numbering of rules

Reminding students

® object
® things students required to do

Announcing results or awards

® name of persons

® types of awards

® name of competitions
® types of organizers

2. Common Words or Expressions Used in Announcements

21 Time
® at9a.m.

® in the first/ second recess

® during lunch time

* after the 3" period, after school

® inJune

® on Tuesday, on Friday morning

* on 1% May

® Dby/ before Wednesday
® this Friday

® tomorrow morning

® next Friday

® in the coming week

®* ontime

2.2 Place

® in the General Office/ Staff Room/ Room 3-13

® on the 2" Floor
® at the entrance of
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3. Common Words or Expressions Associated with Specific Types of Announcements

3.1 Announcement for promoting activity

there will be...
will take place
will be held

e ..arewelcome

3.2 Announcement for announcing regular activity
* will be held
* will take place
®  will meet
® will resume
® will be suspended until further notice
® arerequired to
® are welcome to
® attend
® turnup
® ontime

3.3 Announcement for summoning

® arerequired to

® arerequired to see
® are requested to see
® remember to bring

3.4 Announcement for announcing rules and regulations

® no students are allowed to
® you are not allowed to

® you are requested to

® ...is (strictly) forbidden

* will be punished

3.5 Announcement for reminding students

are reminded to
are required to
must do...before...
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3.6  Announcement for announcing results

® first/ second/ third prize

® champion

® first/ second runner-up

® got the first/ second place

® award of merit

® award of service

® organized by

® Junior/ Senior section/ division

® competition

® contest e.g. singing contest

® tournament (a series of competitions of sports)
® inter-school, inter-house, inter-class
® first/ second round

® quarter-final, semi-final, final

®* won

® (defeated

® Sports Day

4 Sample Scripts for Different Types of Announcements

4.1 Announcement for promoting activity

Sample 1: Call for blood donation
Tomorrow will be our “Blood Donation Day”. All teachers and students who satisfy
the requirements for giving blood are welcome to go to the School Hall tomorrow
morning to give blood. Please have your breakfast before you come and remember
to bring your blood donor’s card with you if you have given blood before.

Sample 2: Book fair
There will be a book fair in the covered playground today and tomorrow. All
students are welcome. You may buy books you like there.

Sample 3: School exhibition
More than thirty teachers and students went on a study tour to Beijing from
September 30" to October 6. Photographs taken during this tour and short essays
expressing the members’ feelings and opinions will be displayed on the exhibition
board in the covered playground this week. All teachers and students are welcome to
go to the above venue to see this exhibition.
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Sample 4: Book exhibition in the library
The main theme of the new book exhibition in the library this week is “volcanic
eruption”. All students are welcome to come and reserve the books.

Sample 5: A visit to the History Museum
A visit to the History Museum on 21% of January will be organized by the History
Society. All S.1 to S.3 students are welcome to join the activity. Those who are
interested in this activity, please sign your name on the notice board of the History
Society on the ground floor.

Sample 6: Joining of the singing contest
Those who would like to join the Singing Contest organized by the Students’ Union
may now get an application form from the SU office. Don’t forget to return the
application form with the sound track on or before next Friday. Late submissions
will not be considered.

4.2 Announcement for announcing reqular activity

Sample 1: First meeting of a regular activity
The first meeting of the STTSS Explorers will take place at 4:00 p.m. today in
Room 3-13. All members are required to turn up on time.

Sample 2:Suspension of a regular activity
All the musical instrument classes this Thursday will be suspended. All members of
these classes please note the above arrangement.

Sample 3:Christian Fellowship
The Junior Christian Fellowship will meet at 4:00 p.m. this afternoon in the Music
Room. The title of the meeting is “Know more about Jesus”. There will be
competitions, games, hymn singing, prayer and sharing. All S1 and S2 students are
welcome.

Sample 4:Announcement for Hall Assembly
There will be a Hall Assembly today for S.1 to S6 students in the 7*" and 8™ periods.

The reading period this afternoon will be cancelled.

As the bell rings at 2:00 p.m., all students should remain seated in the classrooms
waiting for further instructions.
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4.3 Announcement for summoning

Sample 1: Summoning of team members
All members of the Dancing Team are required to go to see Ms. ___in the Staff
Room in the first recess.

Sample 2: Summoning of monitors and monitresses
Please be reminded that all monitors and monitresses have to attend a meeting today.
The details of the meeting are as follows:

Date: 12/9/ 2011
Room: 2-5

Time: 3:00 to 4:00 p.m.
Please be punctual.

4.4 Announcement for announcing rules and regulations

Sample 1:No admittance of students into staff rooms
Since the First Examination is coming and teachers are busy setting the exam papers,
no student is allowed to enter the staff rooms until further notice.

Sample 2:Regulations concerning Study Room
Students who are users of the Study Room please note the following announcements.
1. You are required to stay in the study room to do your revision and avoid hanging
around the school building after 5:30 p.m.
2. For security reason, you are not allowed to enter the staff rooms after 5:30 p.m.

Sample 3:Instructions given to students
All S1 to S3 students, pay attention to the following announcements.
1. Running, playing or chasing after one another is strictly forbidden in the corridor.
2. You are strongly advised to go home immediately after school to do your
revision for the Uniform Test.

Sample 4: Regulations concerning the use of CAL Room
1. Starting from today, students may enter the CAL Room to use the computers at
1:30 p.m.
2. Starting from today, students may enter the CAL Room to use the computers
after school. Students must line up quietly outside the CAL Room before the
opening hours.
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Sample 5: Regulations concerning the arrangements of the examination

1. Please be reminded that the first term examination is approaching. Students
other than S.6 students should go home immediately to have revision after
school. If you want to stay after school, you should have no other activities
except revision. Also, starting from today, all ball games are not allowed.

2. Students must line up quietly outside the examination rooms. No students should
enter the examination rooms until they are told to do so.

3. All students should have their recess downstairs during the break in their
examinations. When going downstairs, students should be considerate and keep
quiet.

4. Only those students who have made an appointment with the teacher may stay
behind after the examination.

Sample 6: Regulations concerning the use of the school lift
Starting from today, students can use the school lift after school and during the

school holidays. Here are the service hours of the school lift:

From Mondays to Fridays: 4:00 p.m. to 5:30 p.m.
Saturdays and school holidays: 8:00 a.m. to 1:00 p.m.

Please give priority to the teachers, staff and students in need when you use the lift.
Thank you for your cooperation.

4.5 Announcement for reminding students

Sample 1:Commencement of tutorial class
Those who have enrolled in the remedial classes run by our school should note the
following announcement. The classes will commence on November 3™ at 4:00 p.m.
in Rooms 4-15, 4-16 or 4-17. Please attend on time.

Sample 2: Suspension of service in the library
Since the First Examination is approaching, the circulation service in the library will
be suspended from today onwards until further notice.

Sample 3: Change of school uniform
Starting from next Monday, i.e., from 15" November to 24" November, there will be
a transition period for the change of the school uniform. Students may choose either
to wear the summer or winter uniform. From 25" November onwards, all students
must wear their winter uniform.
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4.6

Sample 4: Selling of Summer / Winter / P.E. Uniforms / Sweaters
The selling of Summer / Winter / P.E. Uniforms / Sweaters will take place in the
covered playground this Friday from 4:00 p.m. to 5:30 p.m. Please queue up in the
covered playground to buy the uniform and pay the exact amount of money.

Sample 5: Taking of graduation class photo
All S.6 students will have their class photos taken this Friday after school in the
assembly hall. When the bell rings at 3:45 p.m., please stay in your classrooms and
wait for further instructions to go to the hall. You are reminded to wear the proper
school uniform and bring your school blazers for photo taking.

Sample 6: Flu vaccination
Students who want to receive the immunization against flu should bring $40 and
pay the exact amount of money. The schedule for the immunization has been posted
on the notice board of each classroom. Please wait for instructions to get into the
hall to have the injection.

Announcement for announcing results

Sample 1:Award of a competition
Leung Tin Mui of S.2B has won the second prize of the junior section of the “Care
for Our Society” Coloring Competition organized by the Sham Shui Po Tsung Tsin
Church. Congratulations.

Sample 2:Best reader of the month
Chan Tin Ming of S.1C is the best reader of the library books this month. He has
read more than 30 books. The reading record of each class will be updated. Please
refer to the notice board outside the library.
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VI. VOCABULARY OF ENGLISH WORDS

SCHOOL

1. Venues, Facilities and Equipment

1.1 Administration

General Office I
Principal’s Office X &=
Vice-principal’s Office EIR:EZE

1.2 Special Room/Venue

Basketball Court E£Ek1S

Covered Playground [Rj-K15
Discipline Office Fl|lZE kR

Foyer F1E#

Gymnasium {5 %

Guidance Activity Room &5z
Medical Inspection Room &&=
Joint-House Office 1 ffi&r =

Prefect Room 4E 4z

Social Worker’s Office f T.=

Students’ Union Office 24=gr=
\olleyball Court HEEKS

Church Office &t/ \=

Conference Room &:E=E

Library [EEEE

Mini Hall /Nf&5

Staff Room # &%=

Staff Common Room #E{KE=E
Student Activity Room E24: E#f =
Teachers’ Resource Room, TRR ZLETE&JFZE
Hall &%

Kiln Room £ =

Music Room %42

Musical Instrument Store Room Z&25{51)=
Visual Arts Room %%

Balcony JfiEE

Fitting Room .52

Home Management Room X =

Prayer Room {f&=

Small Group Teaching Room /NHZ B2 zE

-P24 -

COMMONLY

USED

IN



13

1.4

A.V. Control Room 1R §Ef7ek] 2

Geography Room # ¥ =

Preparation Room B 5T =

Science Museum FlE2gE

Biology Laboratory 4:#)& k2

Integrated Science Laboratory 4F&fREEE =

Sports Area K& EEER

Chemistry Laboratory {EEEE=

Dark Room H =

Physics Laboratory ¥/HEEa=

Arts Technology Room Fj &z

Computer Assisted Learning Room, CAL Room EEffiiiNEE =
Computer Room ZEf =

Lecture Theatre JEHzE=

Multimedia Learning Room, MML Room Z%#A8E8 2=
Server Room G5 =E

Caretaker’s Quarters T /7 f52>

Parents’ Resource Center ZZ&& 5 H0»

Roof Garden K&(LE

Other Locations

Main entrance Z2%1EFH

Rear entrance E2f1%FH

Front staircase Fijfsf

Rear staircase 7&1&#%

Form base JFzR=

Corridor EJER

Backyard 1% &

Flagpole JHEfT

Running track {17

Covered walkway A Z1T @i

Facility & Equipment

P.E. Store B8 #M T 7=
Tuck Shop /NEE]

Changing Room B %28
Toilet ¢ FfH

Sports equipment E & 2554
Vending machine ;57K £ & 1
Drinking fountain & 7K
Photocopier £ZE[114%
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e  Computer ZEf

e Intranet/Internet I4E - FHe4E
e Alarm System 2 HEE 2445

e  Audio-visual System 3% Z4%%

e CCTV System FARREER 4%

e Smart Card System ZRENE Z47
e Public Address (PA) System L% 2.4
e Video projector #r5tk

e  Overhead projector =&/1#%

e  Visualiser Bk

e  Cassette recorder $%351%

e  Video cassette recorder #fs 1%

2. School Committee and Association

e  Academic Affairs Committee E275% & &

e Alumni Association &5 & &

e  Career Guidance Committee J|-E2 i EZH 5@

e  Christian Fellowship: Junior/Senior Christian Fellowship Z S fEEH L WE =
e  Crisis Management Committee &%z /N4H

e Discipline Committee 3l EZH & &

e  Extra-curricular Activities Committee ZEYNEEIZR &€

e  Finance Committee Ff75Z% & &

e  General Affairs Committee 48 %54H

e  Home-School Cooperation Committee FKEE2 M SFRE S
e Incorporated Management Committee, IMC JA[Ef & &
e  Parent-Teacher Association ZZ =2 fifigr

e Religious Affairs Committee 22y EHBZE @

e  School Advisory Council S

e School Image Team E&f 52/ N4

e  Staff Development Committee Z(Efi¢EZHE S

e  Student Affairs Committee 224 % FH & &

e  Student Guidance Committee E2/f Gl E 75 5 &5

e  Student Support Committee E4IrS5HE @

e  Students’ Union, SU £4: @r

e  Tuck Shop Management Team /NEE[EEZ/[NeH

3. Important School Events

e Blood Donation Day #5if1 H
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e  Christmas Service and Celebration EE3it=FF K B

e  Commencement Ceremony FfZE

e  Counselling Day iz H

e Dress Casual Day &R H

e  End-of-Term Ceremony giE21S

e  English Week BizEiE

e  Examination: First / Second / Mock Examination =5/ HAZ 3 ol B 25
o  Firedrill K252

e  Form One Orientation Day 1 —3I¥r H

e  General House Meeting & K&

e  Gospel Camp 1B

e Gospel Week 1544

e  Graduation Dinner &

e Hall Assembly &t i €

e  Inauguration of Student Leader 2 4= $E it ik HL 1S

e Inter-house ... Competition t&...[LEE

e Jump Rope for Heart Bz

e  Life Education Camp =& &%

e Long Distance Running Competition iFEE

e  Musical Instrument Demonstration Show %425 REIZ 44

e  Parents’ Day % & H

e  Parent-Teacher Day ZX£ZHTi H

e S1 Sports Activities Recruitment Day Ho—&J # &5 & 813 158 H

e  School Picnic ¢RI T

e Science Week FHEZH

e  Singing Contest #XIEEEE

e  Speech Day 3

e SportsDay [EiEeEr

e  Streaming test 47HEER

e  STTSS Variety Show /&= &

e  Students’ Union Consultative Forum E24 @=kzh k@
e  Students’ Union Day £4=¢& H

e  Students’ Union Election Day 4= &L= H
o  Term Test Z2F} M5

e  Territory-wide System Assessment, TSA 23 2482
e Uniform Test 45 —Jl%

ll’

il

4. About Student Activities

4.1 Houses
e  Abdon House &+t
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e Caleb House 5tt

e  Deborah House 7+t
e  Elon House Ftt

e Joshua House Bfjtt:

e  Samuel House (Z¢t

Clubs and Societies

e  Anime Club #EiE+t

e ArtCafé Club glj&iesdr

e  Arts Technology Club F} ke gr

e Broadcasting Club ¥iiEREfEEE &

e Campus TV Club IEEBHEE

e  Ceramics Club [a&iear

e Chinese Calligraphy Club g7 8 ¢r

e  Chinese History Society f5z&idr

e  Chinese Painting Club 7KZ&E & dr

e  Chinese Society i 7&dr

e Ching Tsung Elderly Academy Student Voluntary Service Group & 52 & 5515
Tk

e  Community Youth Club \z5/D 4=

e Dancing Club £ ar

e Drama Club EgE &

e  Drawing and Painting Club ZH 4= &

e  Economics Society 4%t dr

e  Elementary Comics Club ;¢

e  English Society 7 Edgr

e  FirstAid Team R{5%

e  Geography Society #h¥H e

o ‘Go’Club EfiEg

e  History Society Ji& 5 gr

e Jewellery DIY Workshop & éfis&atHt

e Long Distance Running Club 7

e  Mathematics Society HjEesdr

e Music Class 42551

e  Photography Club g 2€r

e  Putonghua Society iz g
Science Society: Biology, I.S., Physics, Computer & Robotics, Gardening,
Chemistry, Games Factory 222 : AW ~ S REEE ~ W3 ~ EEHE S A ~
= i A

e Scout EH

e  Visual Arts Club &2 ar
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4.3 School Teams
e Athletic Team HERR
e  Badminton Team 3’| Bk 33
e  Basketball Team EZEkFe[x
e  Chinese Orchestra HH%&[3
e  Chinese Recital Group = EFERFCR
e  English Choral Speaking Team FzEHEEHR X
e English Recital Group ¥ gl
e  Football Team EERF [
e Handball Team F-ERfE[
e  Netball Team FEERFZH
e  Putonghua Recital Team % iEsEEAS R
e  School Band %4
e School Choir 5#5F
e  School Dancing Team £EFHEHI[x
e School Drama Team D&t
e  School Symphonic Orchestra %72 %[H]
e  String Orchestra 5% %[5
o  Table Tennis Team Bk
e \Dlleyball Team HEERF [

5. Persons
e  Supervisor &
e  The Principal %+
e  The Vice-principal Elf¢
e  Form Teacher HfF:{F
e  Teacher Librarian [EZ4E (T
o Library Assistant [&Z 68,
e Native English Teacher, NET #[EF2EZ AT
e  Teacher Assistant ZyEmEHEH
e Administrative Staff {7E#% =
e  Administrative Executive 7TE{ T
e  Administrative Assistant {7EBhFE
e  Clerical Staff/Clerk F#5EkE
e IT Technician EEHRHIHIT &
e Laboratory Technician EEa=T51l7 5
e  Substitute Teacher {XZREFZET
e School Social Worker Ef%1t T
e  Examination Invigilator &% 5
e  Student Invigilator E24:Ez% 5
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Janitor T /7

Monitor & ~ B &

Monitress ZHf &

Homework Collector L&
Executive Committee Members of Class Association HEI&k &
Chairperson JE

Vice-chairperson El| &

Treasurer HAEL

Secretary

General Affairs 4875

Recreation Secretaries FF&%

IT Hero 224 & 3{RHL &

Homework Record Keeper IfjiERzC8%E
English Ambassador FzE A feH

Prefect 4B

Head Prefect &&=

Vice-head Prefect 4g#h4: &

Peer Mentor E24: i 5

Student Helper £24: 5

Student Announcer E24E#4E 5
Student Librarian 224 fE=EaEEEHH &
Healthy Shatin Tsung-Tsiners &g /bsz
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VIl. PHRASES AND EXPRESSIONS FOR POSTERS & PROMOTIONAL
LEAFLETS

1. Itemsincluded in posters or leaflets for promoting an activity

e date -

o time

e venue/place [ of activity
o title

e  nature —

e introduction/description of programmes
e others: contact person, method of enrollment, procedure of enrollment, things to bring,
duration of activity, length of programme (if necessary)

2. Expressions commonly used for inviting participation

e Come and join us!

e  See you there!

e Don’t miss out!

e Don’t miss this opportunity!
e Do come!

e Give us a hand!

e  We need your help!

e Actnow!

e Don’tthink twice. Act now!

3. Words and phrases commonly used concerning the holding of activities

e audition Zf7E

e registration &3

e on-line registration #g_F&:0
e exhibition [E&E

e exhibition board [EEy

e exhibit B/

e are displayed/will be displayed @4, FrEH
e book fair

e jumble sale H¥&

e saleof..  EiHaE

e fun fair #7Eher

e carnival FEEEEr
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games day [/ H

visit
field trip Bf 4822

exchange tour %87 [E

summer camp E 42
inter-class/house/school competition HEFS LR FELEEE /R PR L
forum Gig

singing contest XIS ELEE

debate ¥zt

speech contest JE s HEEE
inauguration FEER HL 1

fund-raising campaign 30 5E)
seminar ffEfEr

drama competition 55 FEEE
demonstration 7

talk

briefing fHH e

session &

question and answer session 2 [ ]
form teacher period It I {F-HFfH]
charity bazaar 22322 ¥)&r

variety show 4747308

election forthe ...  #E82
polling day 752 H

training session g/l 4%

kiosk /NES

helper f78h&

participant /1%

contestant &5

finalist AJAEEH

winner S5

games booth/games stall 77k fir
man the stall & & #k(r

sign up for/enroll for

recruit $45

participate in/join /i1

see the exhibition & 2 &

attend the meeting H/§

are welcome #0201

signyour nameon ... £ ... F& %
on a first come, first served basis J¢Z/]5:15
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e enrollment date #54 HHA
e deadline &1 HHA

e closing date of application & I3+ H HA
e for further details 1%

e forany inquiries #H &
e unless otherwise specified 45 HEERASN

. Techniques for writing catch phrases on posters and leaflets

4.1 Rhetorical questions (3%ft]): ask a question to draw readers’ attention

E.g. Why should you care?
What can | do?
Do you know what to do?
Want to win a ticket to Australia?
Buy a book for five dollars?
Are you afraid of speaking English?

4.2 Imperative and conversational tone : begin the sentence with a bare infinitive

E.g. Join us.
Come and see for yourselves.
Protect our earth.

4.3 Allusion and word play: deliberately change one or two words of a famous quotation,
statement or slogan to fit in the purpose of the activity

E.g. You come, | come. (modified from “you jump, | jump’ from ‘Titanic’)
A smile a day, keeps your enemy away. (modified from ‘an apple a day, keeps the
doctor away’)
To join or not to join, that’s not the question. (modified from ‘to be or not to be,
that is the question’ from ‘Hamlet’)

4.4 Rhyming (#f%8):

E.g. Reuse what others throw away so the Earth can live another day.

4.5  Pun (%EHE
E.g. I love U (‘U’ for Students’ Union).
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Sample scripts

Give Blood-Save Lives
STTSS Blood Donation Day

Date: 17.11.98

Time: 9:00-11:00a.m.
\enue: The Assembly Hall
Targets: Aged 16 or above

Organizer: XXX

Please bring your blood donor’s card with you if you have given blood before.
.... (particulars of the activity)

We Need Your HELP!

Want to Improve Your Oral English in a Couple of Weeks?

Of course, it is impossible to improve your oral English in a fortnight but here
IS a chance to increase your interest in oral English and enable you to talk
freely in English with a native English speaker.

English Corner: Mr./Ms. XXX at Rm. ...

Programmes: Chatting, games and fun activities in lunch-time and
after-school sessions

Target: Students of any form

How to participate: ~ Sign up on the notice board outside Rm. ....

It’s gonna be fun!!
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VIiIl. VOCABULARY COMMONLY USED BY DIFFERENT COMMITTEES

A. RELIGIOUS AFFAIRS COMMITTEE

1. Groups & people

* Worship Group £2FE/]\4H

* Gospel Action Group ¥E={TENH

® Follow-up Group #5%/N\H

* Religious Meeting Group 525 €r4H

* Cell group 4t/ NH

®* Reverend #4E

® Preacher {&iE A

* Gospel Warrior {8281

® Sports Ministry §&E5tE8%E T

* Sports Ministry Personal Growth Group B4 &= T £ /NH
® Lunchtime Follow-up Group 4-fEiks/NaH
® Sun Chui Tsung Tsin Church #Z2&=H &

2. Activities

* Christmas Service EZ3f=2FF

* Easter Service (& EH2FE

® Gospel Week tE 4

® Junior Form Evangelical Meeting {45 {ffiiE &

® Senior Form Evangelical Meeting =45 ffi e &
® Junior Form Teacher’s Sharing {4k HT EF55FE
® Senior Form Teacher’s Sharing S&F4H F(ET=E
® Lunchtime Music Broadcast 4t & 24 EHE

® Book Fair on Religious Books {E&EE

* Follow-up work in Gospel Week &38R T/E
® Evangelical meetings outside school 4 Mg &

* Gospel Camp BEEAEZE

® Life Education Camp 4@ 5=

® Prayer Meeting {rfEser

® Basketball Ministry &5 EEk

* \olleyball Ministry 12 HEER

® Martial Art Ministry 185 E1ily

® Magic Show Ministry &% Bl

* Leadership Training 4&#H3 %k
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® Training on
® Training on

“How to serve in a fellowship”  [E3EZEHT55|%%
“How to lead games”  #74E Al = iz 8k 46

® Bible Study Training 2 4%3/l|%#
® Praise and Worship Training &5zl %%
* Prayer Leader Training 2E1E3 %

® Singspiration Leader Training <Ezg3/l|%%
® Evangelist Training {#H1EZ5%%

® Alliance of Christians E B fEH#0

® Gospel Adventure Activity 1B FEaT EE)

. Other vocabulary

* Scripture of the Year F-REZCST

® Scripture of the Month & H 4:4]

® The banner Theme of the Year FREZK s/ HEZH
® Hymn of the Year FRHzFEK

® Gospel Sowing Station F&-{EH %15

® Testimony / Sharing B89 =

® |Lead somebody in prayer 4EtE

® Spiritual growth

* Spiritual Revival Meeting &

® Fastand pray Z&a1TtE

e Devotional sharing (&5 =

* Religious board display Z=Z4H B itk FH 5]

® Shatin Tsung-Tsin Christian Fellowship /DE=[E 32
® Joint Christian Fellowship activity B E/5E,)

® Christian Fellowship Committee [E#Ziit5

. Suggested Format and Expressions in Prayers

Address to God e O Lord our God/Father
(FEIE) e Our Heavenly Father/Our Father in Heaven,
e Almighty/Holy/Merciful God, gracious Father

Praise and e \We praise and thank you, O Lord, for everything You’ve done for us
thanksgiving e  We praise you for creating this world in all beauty, for redeeming the
(FEEEE) world through Christ, our Lord, and for sending us the gift of your

spirit to encourage, instruct, and sustain us
Confession ¢ \We confess that we have sinned against you in thought, word and deed,
(F258) by what we have done, and by what we have left undone

We confess our sinfulness and our offenses against you. You alone
know how often we have sinned in wandering from your ways, in
wasting your gifts, in forgetting your love.

We have not loved you with our whole heart and mind and strength
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(#73K) ways
e  Fill us with wisdom/peace so that....

and direct what we shall be

e Grant/give us faith/strength/courage to believe that...

Petition e Forgive us our sins, and help us to live in your light and walk in your

¢ Inyour mercy forgive what we have been, help us amend what we are,

Intercession  |e  We pray for our school and especially for ...........

(F2K) e We ask You to heal those who are sick.......
Ending the e Inthe name of Jesus Christ we pray. Amen
prayer e  Through Jesus Christ, our Lord. Amen
(%57 e InJesus’ name. Amen

B. ACADEMIC AFFAIRS COMMITTEE
Rooms

® Study Room HE=E
® Computer Assisted Learning Room, CAL Room & f&ifEhE3E =
® Examination centre {53

. Activities / Schemes

® Junior Form Reading Scheme #/J 9 Raz& 15

* Afternoon Reading Scheme 4-[EiRs g1

* Extensive Reading Scheme [~ BiaEs1El

* Reading Period BdzE:R

* Early Bird Scheme .55 B izt

® Elite Class fi/fFoLHt

* Remedial Class #ZEHF

® Enhancement Class (for students of different abilities) ¥zt

® Junior Form English Remedial Class #J] 512 7 22 Tt

* Junior Form Remedial Class #/J-P4F & TR E T

® Junior Form Nourishment Class - Chinese / English / Maths / I.S.
EABETTIE — B3 1 350 | 852 | ekl

® Junior Form Summer Remedial Class /] & 2 HH ol 2T

® Junior Form Reading Enhancement Class ¥ EzEEFITE | B Rt2

* Bridging Programme #7352
® English Bridging Programme BLzE{EHRE
* Book fair
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. Others

® Briefing session ff/ &

* Examination regulation R HI

® Supplementary examination %

® Public examination /\BAEE,

* Reduction of subject J& &R} H

* Distinction &

* Credit B

®* Pass &f%

® Candidate &4

® Streaming test 4rHEEL

® Circulation {#F]

* Library circulation service [EEE LR

®* Reserve 7HZY

* Library Prefect [EEfE4EuI4

® Pre-lesson preparation f£&R

* Reflective learning [z 23

* Small class teaching /NFFZ5E

® Collaborative teaching f7{FZ22

® New Senior Secondary (NSS) Curriculum ¥ = 12
® Other Learning Experiences (OLE) Hfi&235 K /z
* Student Learning Profile (SLP) E24: E2 s
® School-based Assessment (SBA) & ASE A%

* On-line Assessment System 49_F 545 245

® Higher-order thinking /=@ B4

* Promotion Meeting F{-(84) DT er %

® Cooperative Learning &{F23%

C. HOME-SCHOOL COOPERATION COMMITTEE

. Groups

* Parent-Teacher Association, PTA FEZEler
* Home-School Cooperation Committee ZFiEZ2 i E/FEE S
* PTAEx-co ZEHAIGHTEE
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. Activities / Schemes

Parent-Teacher Day % &ZEfiH

Parents’ Corner (School’s web page) FE&(FELEE)
Parents’ Day % H

PTA Annual Meeting 52 =2 Hli e FE4E K&

PTA Ex-co Meeting X EHETEZ S0

Parents Also Appreciate Teachers Drive ZZ &t i EfzEE)

. Others

Bulletin for Parents (ZF E#:H)
Newsletters for Parents {(%5:H)

Parent Basic Law (ZFEFEAE)
Parents’ Resource Centre ZZ&&EH(»

D. STUDENT GUIDANCE COMMITTEE

. Groups & people

Sex Education Team MH#E4H

Moral Education Team {E&2%H

Social Service Team & 7540

Social Service Ambassadors & i 75 A {5
Growth Group Jiif=/NaH

Peer Mentor E24: i 5

The Boy’s Brigade F &/ FHEH

Form Guidance Teacher #J#fZE2E
School Social Worker 71t T.

. Activities / Schemes

Fun Day [E]%4H

New Student Orientation Day 4= &4 H

Counselling Day ##7E H

Board Design Competition EE#iz%stEEE

Morning Sharing F.& 4=

Strive-for-excellence Award Scheme 5[] =& A% E =12
Peer Mentoring Scheme £2 by E2 i =1 &1
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® Campus Cleanliness Campaign &5 2iEE)
® Teachers’ Day #xEfH

. Others

® Environmental Education IREZHE
* Emotion Education [E42( &

* Sex Education 2 E

* Moral Education ‘FfEZyE

* Integrated Education &2 E

* Moral Motto /& f5:E

* Autism HEE

® Hearing impairment g5§=

* Physically handicapped B g&y&[E
® Asperger Syndrome 5K RAMIE

E. CAREER GUIDANCE COMMITTEE

. Courses & Schemes

® Joint University Programmes Admissions System, JUPAS KE&I: & A4 T8
® Professional and vocational training courses ELZE K k=53] SR ERAZ

® Sub-degree programme El|Z{7 FRFE

® Associate Degree Programme El[E2{-2552

® Pre-associate Degree Programme El|& 145152

® Higher Diploma =40/%

® \ocational Training Courses [z SRR

® Whole Day Courses / Full Time Courses 4= H |32

® Evening Courses X [EIERIE

® Part-time Courses FE:EEIERE

® Accredited Programmes 4%z EHFE

® Project Yi Jin Programme 33515

® Youth Pre-employment Training Programme, YPTP [E#ll5{&]

* Youth Work Experience & Training Scheme, YWETS &/D4F HLEwi 2413
® Internship Programme #&Ea=tE

® Career Oriented Curriculum F§=% 2 o) 3142

* Applied Learning JEFEH
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Others

® Career Guidance Team J{-E2#&4H
* Alumni Association k&

® Education Bureau #H 55

* Labour Department 2% T &

* Study path #EEFERF

e Study abroad YNHSESNTEE

® Testimonial HEEE

* Application letter EH:E(E

® Curriculum vitae / Resume fEFEF

® Graduation certificate F¥gz&E

® Admission criteria / Entrance requirement g4 25K
® Interviewing techniques EEFTH
* Professional qualification EZE&EFZ
® Private candidate H{&4

® Evening school student & E24

* Day school student HfE24:

* Repeater 34

*  Alumni ¥k

® Graduation Class Year Book [E]22¢%

F.STUDENTS’ UNION

Groups and people

* Chairperson &£

* Vice-chairperson Ell&r&
* Committee members #$E5
* Cabinet {Zi5EN R

. Activities

® Election Day F¥ZE

® Students’ Union Consultative Forum 24k @reksm A

* Farewell Assembly 1&g

* Students’ Union Day 24 H

® Inauguration FtEETS

® Briefing session f&/

® Stationery Crazy Sales W EM{EH /| W H A H
-P41 -



® Joint School Shop Discounts Hfifs pE i {82
® Dress Casual Day {#fH

® School Policy Forum B A

* Singing Contest FIELLE

. Others

* SU office S24-EiH=EIz

® Platform FE4H

® Services will be temporarily suspended Ej{5AR %5
® Joint school [#Fg

® Preliminary round #J)&

® SU Activities’ Participation Prize 5522l
® Financial Aid &8

G. STUDENT AFFAIRS COMMITTEE

. Scholarships and awards

® Scholarship #%£84>

* Sir Edward Youde Memorial Prizes Ji/{& g 1-40 S5E8 4

® “Grantham Scholars of the Year” Award &, 52 1Lk B2 A A
® \Wong Sun Man Scholarship i EEA%E 4>

* Lion & Globe - Best Improved Students Award JifiEk & (H 5 1%

. Activities

® Selling of summer / winter/ PE uniform / sweater &£& & &/ XZEKAR/ 3
® Photo taking of graduation classes E3£4= &

® Ordering of lunch boxes FEZ 8 &

* Selling of textbooks B E/5THE SRAIEE R

® Student Health Service 24 {#F/{RE LB

* Flu vaccination i £ 5+

* MTR Student Travel Scheme #2284 S s (B =2

* Global Young Leaders Conference 4Bk 4F40 1M

 Student Financial Assistance Agency £24: & Bl

® Senior Students Fee Remission Scheme = H1E2E5 5 7
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. Others

*  Tuck shop /NEHS
® Graduation photo Z214 H

® Personalised Octopus Cards with “Student Status” " Z.4= E{77 | A J\ £

® Student Financial Assistance E24:&f)

® Student Activity Grant E24EEE RIS

® Comprehensive Social Security Assistance %74%

* Jockey Club Life-Wide Learning Fund EEa& 4 {128 HSE
® School Based After-School Learning and Support Programmes

BT MG B2 T iR w T
* School subsidy ER:&E)

H. DISCIPLINE COMMITTEE

Places

* Discipline Office 3l|& &
® Main entrance Ef1EPH
* Front staircase Rtk

® Rear staircase &+
® Backyard £E
® Covered playground pRK#5E5

Examination

® Public examination /\FEEE,
® Approach of examination &0

. Scheme / Award

® Strive-for-improvement Class (SIC) E#HTE

® New ldentity Scheme 58 :TE]

® Junior Form Discipline Training #4254

® Most Disciplined Shatin Tsung-Tsiner FIR{EHE /D2
* \Well-disciplined Student of the Class 1A &4 4%
® Qutstanding Shatin Tsung-Tsiner f£EH]/bs=

® Best Line-up Class g7{ES![[Zx%

® Most Punctual Class fZ{E~FHFAS

* Best Attendance Class %5 H i 22 8%

® Best Disciplined Class fx{E4C{F4%
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Dressing

* Bundle/ tie back your hair ZFFfETEEZ

® Tuck in your shirt FE{RAYHEI L 4

* Tie your shoe laces %% |- 475

* Button up your collar properly F1_F4E1HYEHF
® Button up your sleeves properly 1 F#f 1RSI
®  \est £l

* Plain white socks 4ii [t

* School badge /tie FF{ Rkl Efrsass

® School uniform ZHg

® School blazer ¥

* Grace period #&EHH

* Lost property 24

Emergency

® Poor/ inclement weather condition FE45K5R

® Heavy rainstorm [

® Rainstorm warning signal k=L EHGE

* Amber/Red / Black rainstorm signal & / 4 / SRR A1 Gk
® Special announcement 45l &5

. Others

® Ask for permission {55 f0.2F

* Apply for exemption EHEEER G

* Firedrill Yk¥#355E%H

® Demerit point i®h

® Merit point {535

® Commencement of wintertime 2<<HEHFH4A
® Playing truant BEGR

* Sick leave application JEEH

* Leadership Training Camp 4813|482
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IX. COMMON EXPRESSIONS, PHRASES & VOCABULARY FOR HALL
FUNCTIONS AND SPECIAL ACTIVITIES

A. INAUGURATION OF STUDENTS’ LEADERS

® Inauguration HtHEkE

* Prelude %%

® Students enter the hall [E]22L

® Singspiration $E5F

® Guest party enters the hall 32215

® Singing the school hymn IEfEK

* Brief introduction by the Master of Ceremonies =]{&f&H /1

* Review of activities by the outgoing Chairperson of the Students’ Union FJEZ24 &£ T

3e=
® Maintain the morale of the student leaders SE&/ 4.« - i

® Bear the responsibility of Ff&------ /&

* Service awards to prefects 7EZE5E #hA: AR 7S

® Induction ceremony Xk

® Induction of new members FEFEEFER

® Lighting the candles/we’ve come to the candle lighting part of the ceremony AEL#E f&)
® Passing the spirit of serving the fellow schoolmates 7 kK #H /{2

® Handover of flag to House Captains f£32 1 Ji&

* Distribution of badges to student leaders #E=%E 4= SE i Es

® Representative receiving the badges {3 i

® Student leaders take a public pledge of office E4SHhEZL

® To be witnessed by the principal/vice-principal Z&/EIFXEEZE

® Speech by the Principal / Vice-principal / guest ¥ =/EIFK /5 & 25
® Singing the Prefects’ anthem [E$&#H4E 5K

* Speech from new Head Prefect 348 uh4: £ 25T

® Singing the Students’ Union anthem E24 &t

® Guest party leaves the hall FZ&EELS

“| pledge to commit fully to every activity, respect and abide by the rules of justice, love, fairness
and mutual assistance, for the glory and honor of STTSS.”

RIFWNIETRFTAE ~ FFPAFR ~ MBI B2t REso PHEETEMES ST - 325 -
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B. THANKSGIVING SERVICE & DIFFERENT CEREMONIES

Vocabulary G = School Ceremony
Commence-| Prize-giving| End-of-term | Speech Day
ment

1. Thanksgiving Service |Fi/Es=FE
2. Ceremony iR v v v \
3. Commencement T v

Ceremony
4. Prize-giving Ceremony| 7% v
5. End-of-Term GHIELS v

Ceremony
6. Speech Day HENE Y
7. Clap hands / give a big | 1% v v v v

hand
8. Chairman/ i v v v v

Chairperson
9. Singspiration leader | ZE:EE v v v v
10. Pianist s v v v v
11. Prelude P4 v v v v
12. Postlude BEs v v v v
13. Guest party 1 v v v v
14. Enter the hall YN v v v v
15. School prayer EBRIEL v v v v
16. School hymn S v v v v
17. Scripture reading K v v v
18. Sermon i v v v
19. Benediction WiE v v v
20. Congregation 7 v v v v
21. Compliment B E v v v v
22. Respect 2 v v v v
23. Musical performance | &4 v v
24. Series — i & \ v v
25. Fruitful results SHERR v v v
26. Serious learning BHEBEENE v 4 v

attitude
27. Excellent academic iR AR v v v

results
28. Recite B v
29. Prose B v
30. Poem i v
31. Solo EPES v

Bz -
e

32. Champion R v v v
33. First runner-up GRS v v v
34. Second runner-up FH v v v
35. Invite/ call upon B v v v v
36. Prize / award HETE v v v
37. First prize B—% v v v
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38. Awardee S v v \
39. Improvement isvin v v
40. Representative = v v
41. Appreciation fRE v v 4 4
42. Contest / competition | Fh%E v v
43. Record 0 v v v
44. Sharing I v v v
45, Scholarship HAEES 4> v
46. Teacher Commendation | FTH:ZEnEtE] v
Scheme
47. Strive-for-excellence | BE=E v
Award Scheme AEEET &
48. \oluntary service F IR Y
49. Reading Award Scheme | RE:E#SENE S v
50. Address the 205 v v v v
audience/congregation
51. Speech e v v \ \

Common expressions and phrases to remind students before the service and ceremony

The ceremony will be conducted in English.

You don’t need to clap your hands during the Thanksgiving Service.

After the service, during the ceremony, you can give a big hand to show your
compliments/appreciation.

When you hear ‘please rise’ or ‘please be seated’, please stand up and sit down quietly and be
respectful.

Common expressions and phrases for Thanksgiving Service and the Ceremony

Please rise while our guest party is entering the hall.

Please be seated.

That concludes our service/ceremony. Please rise/remain standing while our guest
party/guests is/are taking their leave/leaving the Hall.

Common expressions and phrases for the Thanksgiving Service

Let’s hear the Word of God/the Lord (Bible reading).

This is the Word of God/the Lord (at the end of the Bible reading).

Today, we’re delighted to have Rev.___ to share with us the Word of God.
We’ll ask Rev.  to lead us in prayer.

We’ll call upon Rev. __ to pronounce the benediction.

Common expressions and phrases for the ceremony
Please rise and sing the School Hymn.

We’ll call upon our Principal, Ms/Mr.____, to deliver a speech.

We have the pleasure of inviting Ms/Mr.____, our Principal to address the congregation.
It is our pleasure to have Ms/Mr.___ to give us a speech.

We’ll invite Ms/Mr. to give out the prizes.

We’re much honored to have Ms/Mr.____, our Principal, to give out the certificates.
That concludes our ceremony.

Common expressions and phrases for the Prize-giving Ceremony

Now we are going to have a series of performances by schoolmates who have outstanding
performances in HK Schools Speech Festival and Music Festival.

It is our pleasure to invite Mr. __ to have a sharing with us.
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C.SCHOOLPICNIC
Facilities

* Activity Room ;E&)Z
* Children’s Play Room 57 % 3iz&k =
* Dancing Room ##iE=
® Snooker / Billiard Room HEK=E
® Karaoke Room —£lifj OK =
® Recreation Room FF4EzE
* Reading Room Bz
® Table Tennis Room [rftik=
* TV Room ZEHZ=E
®* TV Games Room ZFE s =E
® Badminton Court JPIEES
® Basketball Court E£Eki5;
® Tennis Court 4gEki5
® Squash Court EE£EKIS;
* \olleyball Court HEEK
® Assembly Hall &%
* Adventure Area/Station FEayHkEkE
* Archery Range 5%it5
* Barbecue Area JEEJELS
* Roller Skating Rink JzEififi3e k5%
* Rope Course #fE4E[H
* Basketball Practice Area EZEk4HE =
* Canteen &g&
* Children’s Playground 53z 4%t
* Arts and Crafts Centre T &z
® Astronomical Observation Terrace B &5
® Cycling Area ELHL¥
® Fitness Corner {#HSEHN
® Mini-golf Course /NEIEFEH KBRS
* Nature Walk tE#IHFERE
* Pebble Walking Trail FIAREH1TRE
* Play Zone #F&EK 4
® Sports Climbing Wall 7HEZE55;
* Swimming Pool it
® Coffee Corner mjigER]
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. Activities

® Playing badminton, squash, football, basketball, volleyball, table-tennis
® Doing archery

® Going hiking, swimming

® Having a barbecue

. Announcement

®  Qur school picnic will be held next Monday. You have to line up in the school
playground at 8:30 a.m. Please be punctual.

® 1Astudents may get on the coach now. Please follow your form teacher and get on the
coach.

Rules and Regulations
® Keep the picnic area clean and tidy.

® Take your belongings with you wherever you go.
® Don’t litter your picnic area.

. Others

®  \enue HEh

* Boarding the coach & _FJgiFE
* Briefing fi/

® Gathering time &E&H1FH]

® Dismissal time fi#gHFR

D. SPORTS DAY

. Sports ground

® Sports Ground Z#HEf5
¢ Official stand =4 &

® Spectators’ stand H&
* Office ¥iEik

* Changing Room Bf%ZE
® First Aid Room f{&=
® Food kiosk /NEEE
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®* Entrance Al

® Sandbox bt

® Running track i

® Course line FiE4E

® Starting line F#EEE

® Finishing line ZX%E

* Lap R

* Take-over zone HHEE
® Marshalling area Z£El&
® Grass pitch Eif

. Things you may find at a sports field

* Banner {&%H

* Scoreboard EC4ThE
* Relay baton 7 f#%
* Spike shoes £T#:

* Javelin &g

* Victory stand fEH#%S
® Hurdles f#

* Measuring tape $ R
* Number bibs 5EEA
* Hand megaphone %f#is
® Signal horn :f5Eta
* Signal flag :f&E}E

. People you may find

* Athlete i#EHE

* Contestant HiEEH

® Spectator ¥

* Announcer ¥ E

* Judge FFH|

* Commentator =Pt 5
* Referee EK:EF

® Cheering team [fiiy[3¢
* Cheerleader WX FxE
® Time-keeper ;1% E
® Score-keeper 14T E
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® Helper g+
* Finalists &5+

. Events

* Track events &%

* Field events HE

* Relay #77

® 100 meters race 100 >KZHI
® Hurdles EEf#

* Longjump Bkiz

* Highjump Bt=;

® Shot-put HEglSER

® Soft-ball throw &k

® 10X200m mass relay 10X200 N\ R/ KBRS
* Heat ¥

* Final 1%

. Prizes

*  Awards #£IH

* Presentation of awards 4E#%

* Announcement of results ZE5-# 5
® Champion &

® First runner-up SoEE

® Second runner-up ZE

® Gold medal $H#

® Silver medal $RK#

® Bronze medal Fk%E

* Trophy #%%

* Break the school record FTHE 40 8%
* Record keeper 4CHE{RFFE

. Others

* Athletic meet jEHZ)@r

® Abdon/Caleb/Deborah & /3%

* Elon/Joshua/Samuel ZE/BhH/{E

® House captain

® Slogans 5%

® Boys division/girls division 5-14H/Z:T-4H
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® Grades A/B/IC H/ZIN%HE

* Open ABA%H

* Cheering team performance HHi[x 255
® Parade %15

® Opening Ceremony BA%:1E

® Closing Ceremony Ff%id

® School flag i

® Taking an oath %

® Announcement & {fi

Common expressions in Sports Days:

This is the first/final call for Boys/Girls Division Grades A,B and C 100/200/400 meters
heat/final.

Would all contestants/competitors for the Boys’ 100-meters heat/final go to the marshalling
area which is

The following event is an Inter-Class/Inter-House Relay. In Lane 1, we have form

| House. In lane 2, we have form / House.

Here are the results for the (event). The champion is (name)
from (House); the first runner-up is from and the 2"
runner-up is from

Here are the names of the finalists for the (event).

Please go to your respective class at once as roll calls will be taken.
Please go to your respective house and encourage your fellow schoolmates during the events.

Before the events:
Please listen to the following rules carefully:

1.

There will be two calls for each event. Track event contestants/ competitors should report to
the marshalling area. Field event contestants/competitors should report directly to the
competition area. The marshalling area is located at the end of the spectator stand 8.

If you hear the call for both track and field events you have entered, please report to the
marshalling area first. Then inform the teacher-in-charge of the field event. Proceed to the
starting line of the track event at once.

Except for student helpers and contestants/competitors, students should not go into the field,
that is, the grass area.

When there is a race on the tracks, you should cross the tracks behind the contestants/
competitors.

Contestants/competitors should warm up properly before their competitions to avoid
injuries.

Contestants/competitors should report to the marshalling/competition area at once.
Otherwise you will be disqualified.
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E. PRIZE-GIVING DAY

External Competitions

® Inter-school Swimming Competition & h7 7k ELEE

* 200m Individual Medley 200 > {& A FU=t;

® 200m Breaststroke 200 >Rk

* School Aquathon Relay Challenge Rz k32 Pk E

® Rowing Championships XI|ft 7

* Festival of Sport Indoor Rowing Challenge Day #& &&= N EEHkEL H
® Men’s Individual Novice of Sport Indoor Rowing 551 = N EE SR IEEE
® Inter-school Long Distance Running Competition &HILEE

® Inter-school Cross Country Competition #k$7ELEE

®* Hong Kong Schools Sports Federation Ef5 38 5t

® Hong Kong Schools Music Festival 51446

® Hong Kong Schools Speech Festival 25 BAZHES

® Hong Kong Schools Dance Festival E2%$%i5E

® Hong Kong Schools Drama Festival 2 E5EIE

External/Internal competitions

* Recorder ¥

* Cello K#EEE:

* Flute £5F

* Solo f&Z=

® Duet _EHE

® Junior FJ&k

® Senior =4k

® String orchestra 52245

® Symphonic band %53

® Chinese orchestra H14&[3¢

* Poster design JEERAI(E

* Slogan design [1%g&I{E

* Inter-class competitions HTfELEE
® Inter-house competitions f+[&EEEE
* Long distance running £FEEEE

® Skipping Fund-raising Day Bk4EE2H
* Final aggregate result &F4754%5
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Prizes

®* First Prize 558—%4

® Second Prize/first runner-up £ _—3%
® Third Prize/second-runner up =54
* Award of Merit &A%

* Award of Distinction Z&Z4%

Other vocabulary

® Extra-curricular activities RSN EE)
* External competitions fFYNEE

* Internal competitions FFAELEE

* Inter-class Fff[%

® Inter-house f1[&

® Representative {7

* Finalists 18 A Bl#&

® Congratulations %%

® Deborah House ##tt

* Caleb House 3¢t

* Abdon House &t

®* Elon House #Ftt

e Joshua House Bfjtt

® Samuel House {Ett

* STTSSAward HEfR4EELEEREHE

Common phrases and expressions

® e are delighted to see that many of our students have outstanding performances in
extra-curricular activities.

® They have got numerous prizes in external and internal competitions.

® |tisa great time for us to share their joy and acknowledge their painstaking efforts
throughout the year.

* We will present prizes in external sports competitions.

e Will be the representative to receive the prize.

® Let’s appreciate a performance by our school dancing team.

® Heartfelt congratulations to all the prize winners.

-P54 -



X. TRAINING OF STUDENT ANNOUNCERS

1. Tasks of teacher adviser (briefing note)

Regarding what to do as an adviser to student announcer ...

Please remember to

® have as much practice with the student announcers as you consider necessary.

® try your best to make sure their pronunciations are correct and give appropriate advice
but rest assured that the mistakes they make in making announcement do not indicate any

negligence or fault on the teachers’ part.
® sign at the space for supervisor’s signature.

You need not

® photocopy the announcement scripts for students but may do so if you want.
® post the announcement sheets on the notice board.

Please do not

® take the clipboard away

Thank you very much for your help.
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2. Tasks of Student Announcer (briefing note)

Your duty:

To make announcement(s) in morning assemblies at the playground. Most
announcements will be in English. If it rains, you will use the public address system
installed in the A.V. Control Room under Mr./Ms ’S supervision.

What you have to do before making announcement(s):

1)

@)

3)

(4)

()

Take the announcement sheets placed in the tray for announcement sheets from the
reception counter after 4:00pm when you are on duty the next day. (See roster for
announcement)

Read the announcement(s) once to your teacher adviser to make sure your
pronunciations are correct. If your adviser is not available, consult another teacher
belonging to the same team or any other English teachers available if you cannot find
him/her.

Practise reading out the announcement(s) so that you will be familiar with the content
and can speak fluently.

After practising, replace the announcement sheets clipped on the announcement board
in the tray. Remember not to take them away.

After making the announcement(s) for the day, return the announcement sheets (clipped
on the board) to the reception counter.

When making announcements:

1)
@)
3)

(4)

Use the standardized statements/phrases provided.

Make English announcement(s) first, followed by Chinese announcement(s).

Speak clearly and a little slowly. Put yourself in the position of your fellow
schoolmates.

Make a suitable pause after making an announcement.

And finally ...

Look upon this duty as a good learning opportunity to improve your spoken English, your
confidence and organizational power. If you have any question or comment, please feel free
to contact Mr./Ms. in the Staff Room.
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3. Standardized Statements for Making Daily Announcements

(1) Address

“Good morning everybody. Please pay attention to the following announcement(s)”

(2) Body of Announcement

“There is/are ___ (no.) announcement(s) today.”

“First, the announcement is from the (unit).
............................................... (content)

Second, the announcement is from the (unit)
............................................... (content)

Third, the announcement is from the (unit)
............................................... (content)

Finally, the announcement is from the (unit)
............................................... (content)”

[Before making Chinese announcement, read the following words: “The following
announcement(s) is/are in Chinese.”]

(3) Ending

“If you have any questions about the announcement(s), you may refer to the
announcement sheet(s) on the notice board on the ground floor.

Thank you for your attention.”

[Now, let’s hand over to (name of person).]

IFor Morning Assembly/]
“You may now go to your classrooms.”

For students staying in classrooms;|

“Would all class teachers, please check the body temperature records of your students.
For those who cannot show the body temperature records, please line up outside the
General Office. You may now have your form teacher period.”
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