Note sheet

	
	Notes of the lecture

About preparation

Points to note during the trip

What to bring (teacher)
What to bring (students)



Agenda of the last meeting

	ABC College Biology Panel

Date:  1st February, 2007
Time: 1530
Venue: Staff Common Room
Agenda

1. Call to order

2. Adoption of the agenda for the meeting.
3. Approval of the minutes of previous meeting
4. Report on F.3 Mid-year exam
5. Report on F.4 Mid-year exam
6. Discussion on how the F.5 Mock Exam should be set
6.1 Number of different type of questions
6.2 Mark allocation for different parts
6.3 Sources of captions
7. Discussion of the reconstruction of the biology laboratory
8. A.O.B.

9. Determination of the time and date of the next meeting
10. Adjournment.



Telephone messages

	Telephone message

To: Michael Leung

From: School Office

Date: 15th March

Time: 1600

Message

The booking is confirmed: The room booked is GP room 130, on 17th March, from 1530 to 1700, for the purpose of biology panel meeting.

	Telephone message

To: Michael Leung

From: sugarulz co.
Date: 14th March

Time: 1200

Message

We have a brand new taste of sugarcane juice! Being our VIP member, you can try it for free! Go to any retails of us, show your VIP card, and try out our delicious new product!


E-mail from Mr Kwong to Michael Leung
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An extract of the minutes of the biology panel meeting

	Minutes of ABC College Biology Panel Meeting

Page 3
agree that Martin Kwong will be responsible of this.

5.4

Circular

5.4.1

Samuel Yan advised that a schedule should be included in the circular, as students and parents would like to know more about the details of the trip. He added that the schedule of last year could be used as reference.

5.4.2

Steve Yeung reminded Michael Leung to have the “Lecture” be replaced as “Museum visiting” and “Drawing session” be replaced as “Photo taking session” in the column of “Activity”. He also reminded that the time of arrival and departure are “9:00 a.m.” and “3:00 a.m.” respectively.
5.4.3

Martin Kwong suggested that the purpose of asking student bringing money should be specified. He explained that there were a lot of parents enquiring why their sons were advised to bring money last year. He recommend Michael Leung to add “for buying souvenir” as a remark besides the item “money”.






An extract of the circular of the biology trip last year
	ABC College

Biology Educational trip

Dear F.3/4 students,

Below is the schedule of the trip and a reminder of what to bring. 

Schedule:

Time

Activity
9:00 a.m.

Assembly in the School Garden
9:30am

Arrive at Hoiha
9:45am

Free time

12:00noon

Lunch
1:00p.m

Lecture
2:15pm

Drawing session
3:30pm

Depart from Hoiha
4:00 p.m.

Dismissal







Memo from the Mighty Principal

	MEMO

TO: MR Michael Leung

FROM: Mighty Principal

DATE: 21st April, 200_

SUBJECT: Biology Educational Trip

I have received some complaints from the staff of Mai Po this morning, saying that our students behaved mischievously during the Biology Educational Trip. I wish you can write a report to describe the incident and give suggestions so that similar situation will not occur in the next outing.
For your reference, here I give the guideline of writing a report, which is an extract from “Sugar Cane Morning Post”:

A report should consist of three section with the following headings and information:

Introduction

Briefly describe the function that you have held, for example, date, venue and duration of the function, number of students joining, together with which forms are they in.
Details

Describe clearly what incident it is. You should include when it was happened, who were involved in it, what they did and how you yourself reacted.

Suggestions

For every suggestion, make sure you provide reasons or justification.
Please give me the report on or before 30th April.


An entry of a “weblog” of a student
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Saturday, April 21, 2007
HAHAHA

‘Went to the Biology Trip today at Mai Po Wetland Park
Jacky, Henry and I destroyed (yes, we have broken the stand into two halves!) the notice board outside the museum!
That was so funny! HAHAHA especially when seeing that Mr Leung did nothing to stop us but only shooting photos!

eventually the staffs in the museum came out and amazed and asked Leung what had happened. He just stood there
saying nothing until other teachers camel HE WAS ACTING LIKE AN IDIOT!

MUAHAHAHHA

5:38 0 - 399999999 sorops - 10000 commens - smail it





E-mail from Mr Yan to Michael Leung
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Michael,





I have booked the room for our meeting. The school office should soon phone you and tell you the details about it. Concerning the meeting, I think we should also discuss the issue on buying new equipments for the biology laboratory. We have thrown away quite a lot of old stuffs during the reconstruction of the biology laboratory, so it is time for us to plan about buying new equipments.





Besides, there’s a new scientific research stating that sugarcane have significant effects on healing different kinds of cancers. You can refer to this link to view the related information: � HYPERLINK "http://www.sugarulz.com" ��http://www.sugarulz.com�





Let me know if you have any problems.





Martin








Michael,





I am sorry to hear that you need to write a report to Mighty Principal.





Let me repeat the names of the students who behaved savagely, since you were shocked at that time and you said that you could not remember anything about the incident afterwards. (But remember do not tell Mighty Principal about your reaction or you will certainly be fired. Just tell him you have asked the students to stop but they did not listen.) Edmund Low, together with his classmates Jacky Fung and Henry Cheung were the students who vandalized the notice board.





I will give you some advices on what to write in the part of “suggestions” too. I think you can say that you will hold a briefing session before the trip so as to remind the students what “Dos” and “Don’ts” are. You can also say that if similar situation happens again, you will use your walkie-talkie to call other teachers to come immediately, rather than stopping the students by yourself.





You can call me if you have any problems.





Samuel





HAHAHA Went to the Biology Trip today at Mai Po Wetland Park 


Jacky, Henry and I got bored with the museum visiting, so at 15 minutes before photo taking session, we destroyed (yes, we had broken the stand into two halves!) the notice board outside the museum! That was so funny! HAHAHA especially when seeing that Mr Leung did nothing to stop us but only shooting photos! Eventually the staffs in the museum came out and amazed and asked Leung what had happened. He just stood there saying nothing until other teachers came! HE WAS ACTING LIKE AN IDIOT! MUAHAHAHA F.4 LIFE IS SOOOO GREAT!








