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Typical Usage of Gateway eNotice 
[bookmark: _GoBack]
Gateway eNotice can help streamline the data collection and distribution for parents and students, e.g. collect consent form, event registration, distribute notice, documents etc. This document shows some typical scenarios of eNotice to help colleagues to understand how to utilise this online tool for effective data distribution and collection. Should you wish to have trainings or feedback on the improvement of eNotice. Please email KK Kong kk.kong@esfcentre.edu.hk .
Some typical scenarios on setup eNotice
1. Parent Consent requires medical information update
2. Parent Consent requires fee collection
3. Distribute information/document 
4. Starter pack for new parents
5. Information pack for existing parents at year/term start
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1) Parent consent form requires medical information update
This is a typical setup to give trip arrangement information to parents whose child has enrolled a trip. It requires the parents to 1) give consent 2)confirm the Gateway medical information is up to date, and 3) provide emergency contact during the trip:
[image: ]
2) Parent consent form requires fee payment

Case #1: If your school use ePayment module which requires parents to pre-deposit money for activities fee payment. You may setup the ePayment Balance Checking in order to sign the consent form. (Please consult ESFC project team if you wish to enable this function)
[image: ]
If student’s ePayment account has insufficient balance, it will display a warning message in red and no Sign button on the eNotice, see screen below. Parent then need to top up the ePayment balance first before sign the consent.
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Case #2: If your school collect cheques for activities payment you can simply add the bank name and cheque number to the reply slip, so parents have to prepare a cheque when they sign the eNotice. e.g.
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3) Distributing document/information that needs acknowledgment of receipt
Add the attachment(s) to the eNotice, and add a mandatory checkbox to show acknowledgment . Parent are required to tick checkbox and click sign button.  
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More eNotice samples
The following eNotice & reply slip are captured from some schools for reference only
Permission form (charge the ePayment)
[image: ]
Permission form sample
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Trip Leader administer medicine authorisation 
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Reminder need acknowledgement 
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Permission form with more details
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PAT membership registration[image: ]
Go home arrangements (this can be done via the standard CR from “After School Collection Arrangement”)
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Permission form
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Choose your friends
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Policy Agreements [image: ]



eNotice content with external links for reference
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4) Starter pack for new parents 
School may distribute the starter pack to new parents via the Information Pack. An information pack is a batch of eNotices, when parents first login Gateway, it will pop up a full screen to show the pack and all the eNotices need parent to sign.
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5) Information pack for existing parents at year/term start
Similarly, you may issue information with a batch of eNotice to existing parents at each year start/term start if you need to distribute forms and document to them. Then invite them to login Gateway at the beginning of the year/term to receive the pack the fill in forms on Gateway. 
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‘Student Name: ALP-0000025, ALP-000002p(5M)
Year 5 Excursion - Coca-Cola Factory.

Issue Date 27/05/2015
Issued By cwes.
Status signed

Excursion Permission Form
Dear Parents/ Guardians,

As part of our inquiry into * How we express ourselves’ and ‘How we
organise ourselves’, the Year 5 children will be visiting the Coca-Cola
factory in Sha Tin. We will be using the trip to find out about how
Coca-Cola market themselves successfully and how a large business
operates.

Your chil

should bring their water bottle, snack and lunch as usual.
Full school uniform should also be worn.
Dates: Monday 15" June 2015 at 9:45

We will be leaving school approximately an hour before each
allocated time slot.

The cost of the excursion is $57 per child which covers the bus fee
and this is included in the annual excursion levy.

lease complete the form by Wednes

3rd June 201

Many thanks for your support,

The Year 5 Teachers

%
Reply slip

.

learwater Bay School

¥ 1aive permission for my child to participate in the Year S Excursion to Coca-Cola Factory.

In the event of an emergency, I authorise the leader of the trp or any member of the school staff present, to
consent to such medical treatment in an emergency and which, in the opinion of 3 qualified medical practitioner, may.
be necessary for my child.

* | Please tick this box to indicate that you have reviewed and updated (where applicable) your child's contact
and medical information on Gateway.

* Emergency Contact Number on Day of Excursion:
6771 4201

Signed By:
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Reply Slip

* 1 give permission for my child to attend the Year 4- 6 Swimming Programme at Discovery College Pool beginning
on Monday 17 August. Please deduct $660 from my child's ePayment account.

Yes

No

= [I1 understand that, whilst staff in charge of the members of the group wil take all reasonable care for their
health and safety, they cannot be held responsible, unless thy are found to be negligent, for any injury, illness,
damage or loss suffered by my son/daughter during or arising out of the activity. I authorize the leader of the activity
or any member of the school staff present, to consent to such medical treatment which, in the opinion of a qualified
medical practitioner, may be necessary for my child in the course of the activity. The school will always attempt to
contact parents prior to any medical treatment being administered. I, therefore, agree to indemnify the English
Schools Foundation, its employees and agents against all liability for injury (including death), iliness, loss to a person
or person’s or damage of property caused by my son/daughter unless this can be shown to be due to the negligence
of the English Schools Foundation or any of its employees.

= [ I please tick this box if your child's contact and medical information is up to date on Gateway.

Signed By: Signed Date:

Sorry, you are not allowed to sign the eNotice due to student’s Gateway ePayment account balance is $0 which is lower than
the required fee $660.00.

Close.
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Reply Slip.

* L give permission for my child to attend Year 6 Camp on Tuesday 13.

Yes
No

Please pay by crossed cheque payable to “Shatin Junior School".
- Please Write the student name and roll group on the back of the cheque.

- Please fil-in the cheque details below:

* Bank Name e.g. HSBC, BOCHK, City Bank etc.

* Cheque Number

Signed By: Signed Date:

[sign

Resed] cancel
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Student Name:

Issue Date
Issued By

Status.

Attachment

£

Reply Slip.

'CHAT000036s, CHAT000036p(1W)

PTA, Lunch, Bus & Uniform Information

09/06/2015

Sign Now,

Dear Parents

Please find the list of useful information on PTA, school buses, hot
lunches and school uniform

1. PTA Information May 2014
2. Hot Lunch for CWBS Students

3. Bus Information List and Routes

4. Bus Regulations May 2014

s. CWBS Uniform Shop Summer Opening Schedule
5. CWBS Uniform Order Form 2015

CWBS Office

BTA Informstion June 2015.5f
Lunches for CWES Studznts.pdf
Bus List 2014-15.50F

Buz Regulations May 201454
CWBS Uniform Shop Summer Opening Schedule_Aug 2015.pdf
WS Uniform Order Form 2015.54f

* Tacknolege I have received above PTA, Lunch, Bus and Uniform Information

Signed By:

Signed Date:

sign || Reset
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Reply sli

* |1 give permission for my child to participate in the Discovery College Cobra U20 Boys Football Team in the
ISSFHK Cup Challenge. Please deduct $300 from my child's ePayment account. I understand that this cost includes.
transport.

* |1 understand that, whilst staff in charge of the members of the group will take all reasonable care for their
health and safety, they cannot be held responsible, unless thy are found to be negligent, for any injury, iliness,
damage or loss suffered by my son/daughter during or arising out of the activity. I authorise the leader of the activity
or any member of the school staff present, to consent to such medical treatment which, in the opinion of a qualified
medical practitioner, may be necessary for my child in the course of the activity. The school will always attempt to
contact parents prior to any medical treatment being administered. I, therefore, agree to indemnify the English
Schools Foundation, its employees and agents against all liability for injury (including death), iliness, loss to a person
or person’s or damage of property caused by my son/daughter unless this can be shown to be due to the negligence
of the English Schools Foundation or any o its employees.

* | please tick this box to indicate that you have reviewed and updated (where applicable) your childs contact and
medical information on Gateway.

Signed By: Signed Date:
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Reply Slip.

*1. |1 am aware that liability for loss or damage to student property and medical costs incurred in case of accident
orillness are parents’ responsibility. The School staff are not responsible for any loss or damage to your child's
personal property that may occur during the course of the excursion.

*2. | confirm that I have checked and updated where necessary the emergency contact and medical information
of my child electronically (via the Gateway)

*3. | Lacknowledge that, should it be considered necessary, school staff will arrange to present my child for
medical assessment and treatment. Please note that if your child is taking medication, a Medication Authorisation
form, which is available from the Nurse, needs to be completed to allow staff to admirnister any medication prior to
the trip.

* 4. | 1 have read and understood the information regarding the trip to the Science Museum on Wednesday 16th
March 2016 and I give permission for my child to attend.

5. | 1 confirm that 1 will send in to the class teacher a cheque for $65 made payable to Glenealy School by Friday
March 11th and will write my child's name and class on the back. I understand this amount is non refundable.

* 6. Cheque number and issuing ban

‘The information submitted on this form is being collected in accordance with the ESF Personal Data Handling Policy and its.
related Personal Information Collection Statements (PICS™).

Signed By: Signed Date:
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1 hereby authorise trip leaders to administer the following medicines if require
(Please clearly tick the appropriate box 0)

* Panadol 500mg (1-2 tabs 4 hourly)
Yes
No

Piriton 4 mg (anthistamine 8 hourly)
Yes
No

* Zyrtec 10mg (antihistamine once daily)
Yes
No

* GES 45 (oral rehydration sachet)
Yes
No

* Antiseptic Ointment (minor cuts & bruises)
Yes
No

* Anthisan Cream (bites & stings)
Yes
No

Signed By: Signed Date:
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DP Language and Literature texts payment reminder

Issue Date 03/03/2016

Issued By MATHER, Flora

02 March 2016
Dear Parents,

As per an email sent on 12 January, a payment was requested for your son or daughter’s Language and Literature
texts of $252.20, our records indicate that this payment remains outstanding.

Yours sincerely,

Flora Mather
Head of English

Signed By: Signed Date:
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Reply Slip.

To: Clearwater Bay Schaol

1 give permission for my child to participate in the Y5 excursion to Hong Kong Arts Center on February Sth.

In the event of an emergency, I authorize the leader of the trip or any member of the school staff present, to
consent to such medical treatment in an emergency and which, in the opinion of a qualified medical practitioner, may
be necessary for my child.

Current Medical Tssues (e.g. asthma):

* Emergency Contact Number on Day of Excursion:

Signed By: Signed Date:
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Reply Slip.

* PTA Membership - Academic Year 2016/2017

PLEASE TICK ONE OF THE BOXES BELOW. USE BLOCK CAPITALS TO COMPLETE YOUR DETAILS

Yes, please include our family details as listed below in the school circulation. T have sent in *cash/cheque (made
payable to Glenealy School PTA LTD) for our subscription ($600)

No, please do NOT include our information in the class circulation. I have sent in *cash/cheque (made payable to
Glenealy School PTA LTD) for our subscription/subscription ($600)

* Guardian 1, Surname:

* Guardian 1, Name:

* Guardian 1, Email address:

* Child/ren's Surname:

* Child/ren's Name/s and Class:

Signed Signed Dat
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Reply Slip.

* 1. Monday:
PTA bus
Private bus
Collected by an adult
Travels home alone

Private bus
Collected by an adult
Travels home alone

* 3. Wednesday:
PTA bus
Private bus
Collected by an adult
Travels home alone

* 4. Thursday:
PTA bus
Private bus
Collected by an adult
Travels home alone

* 5. Friday:
PTA bus
Private bus
Collected by an adult
Travels home alone

Signed By: Signed Date:
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Reply Slip.

* |11 give my child permission to take part in the Year 5 Treasure Island Camp, (Pui ) in Lantau , which will take
place during 28th - 30th of October 2015.

* | /1am aware that I must check and update my child's medical information on the Gateway by October 6th 2015.

* How will your child return home on the 30th October 20157
T (or my helper) will collect my child from school at 2:40pm.
My child will catch the school bus home.

Signed Signed Dat
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Reply S

* 1. Please enter the first, last name and House of your first friend

* 2. Please enter the first, last name and House of your second friend

* 3. Please enter the first, last name and House of your third friend

Signed By: Signed Date:
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At the end of the license period the student must remove the software from their machine so that the next Year 8
cohort can enjoy the license.

At the end of the license period parents will be asked to sign a letter that confirms the software has been removed
from the student’s computer. Island School will provide online support to help students with uninstallation of
software.

Creative Clous software are large files 5o we ask that students download the trial version at home and
then use the voucher below to receive the key to unlock the trial from the technicians in Room 143.
Please indicate that you have read and understaod the terms of the license agreement.

Regards,

Mark Roper (Head of Technology)

2e

Reply Slip.

1 can confirm that 1 have read and understood the license agreement with Adobe as described above and that my
son/daughter has my permission to install Adobe Creative Cloud software on their computer.

Signed Date:
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Dear Parents/Guardians,

As you are aware the Year 5 Treasure Island Camp, (Pui O) in Lantau is approaching (28th - 30th October 2015).
The trip is an important part of the curriculum in Year 5. The primary purpose of such a visit is as follows:

“Outdoor education opportunity and the provision of challenging, but supported, opportunities for children to develop
independence and social skills"

Permission

At this point in the process, we ask that all parents and guardians must give their permission for their child to attend
the trip to be filed in below on the reply siip.

Deadline for permission: Wednesday 7th October 2015.

Reqistration - Medical & Dietary Info and Pavment

In order to provide an excellent camp for every student and ensure that your child's needs are met, parents are
required to complete a TIG online school camp registration form for each child. Registration is accessed here or via
the TIG website.

Deadline for registration: Wednesday 71 October 2015

Payment

The cost of the Year 5 camp is $2550. Could we please ask that you send a cheque made payable to
“Quarry Bay School” (with your child's name and class marked on the back) by Wednesday 7th October.

1f you have any questions or queries regarding the cost of camp, please speak to a member of the Year 5 team.
What to bring - packing st & online store

Students need to pack for three days and two nights. You have been provided with a packing list. Another packing
fist will be sent to you at the end of the registration process.

If desired, you may purchase camping equipment for the camp from TIG through their website (see picture). Items
will handed out to students on the first day of camp at TIG. Please click HERE for the students What to Bring list -
Please.

The link to the TIG on line store is: http://www.treasureislandhk.com/product-cateqory/school-camp:

Deadline for camp equipment purchases: 14th October 2015
Artival and collstion:

Parents wil need to bing students to school by 8:15am on the 26th October. Students must be collected from schoolat 2:40pm on 30th
‘October, or can travel home by school bus. Please indiate on the reply sip.

Further useful information regarding the camp is available via the TIG website
www treasureislandhk.com
On the site you can also find answers to many FAQs about camp on the TIG website

Further information about the camp will be communicated shortly. In the meantime, please do not hesitate to contact
myself, or a member of the Year 5 team, should you have any further questions or queries.

Kind Regards,
Mr Colin Young

Year 5 Lead Teacher
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New Student Information Pack

Dear Parents,

Please find our starter pack with important information about Tsing Yi International Kindergarten.

1t is important that you read the information and complete any reply slips by clicking on the 'Sign' button on all of the forms below as.
‘exception of the "All About Me” and "Language Background and Experiences" booklet which can be returned to the Class Teacher o

Kindergarten.

There will be  ‘Complete’ button to continue once you sign all the forms. You may at anytime refer back to the signed information by

eNotice.

This pack should give you all the information you need about Tsing Yi Kindergarten.

However, should you require any further information you are welcome to contact us by phone (2436 3355) or email (kinder@ty.esf.ora,

A gentle reminder if you have not already done so please bring us 4 passport sized photographs so that we can prepare your child's pic

Regards.

ESF International Kindergarten (Tsing Yi)
Maritime Square, 33 Tsing King Road,
Tsing Vi, New Territories, Hong Kong
Tel: 2436 3355 Fax: 2436 3105

website: wwu.esfkinderqartens.ora.hk

Tom, ADNAN  (KBBA) Bus Service Information Sian Now

School Calendar 2015/2016 Sian tlow
School Uniform Information Sian tlow
Tsing Yi Parent Handbook Sian tlow
Settling-In-Procedure Sian tlow
Snack Time Sian tlow
Tsing Yi Weather Policy and Sian tlow
Arrangements

PYP Information Sian Now

Photograph Permission form Sian Now

Parental Consent form for out of Sian Now
Kindergarten Excursions and Activities.

All About me Booklet Sian Now

Language Background and Experiences Sian Now

Class Contact List Permission Sian Now

GATEWAY
nE
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