CAS Activities Sign-up Procedures and Policy
At the beginning of each school year or when joining West Island as new students, students are expected to pay a CAS annual fee of $500. In return, passwords will be provided to gain access for Gateway on the school website to sign-up and record their CAS activities on-line. 
· All activities are on first come first serve basis.
· Students will be informed of the opening dates for Gateway activities selection each term. Please refer to the instruction attached below.
· It is possible to join activities after the closure of online sign-up system provided that there are still places left. Students need to contact the CAS administrator in the upper school office (room A505A) or email cas@wis.edu.hk to check whether there are still places available.
· For activities that require whole year commitment (ie. choir & orchestra), students who sign-up during Term 1 are expected to continue through 3 terms. If for some reason that students need to withdraw please inform the activities leaders or the CAS administrator.
· It is advisable to submit any additional fees that are payable before the activities begin. Failure to do so will result in being treated as “withdrawal” and the place will be released to fellow students on the waiting list without further notice. If a student has attended an activity twice then the full fee applies.
Payment Methods:






     Cheques - should be made payable to West Island School and submitted to 

    


 the school main office with student name, tutor group & activity 




 name clearly marked on the back.



     
Cash - MUST deliver in person to the CAS administrator in the upper 




 school office (room A505A) and a receipt will be issued.
Instruction for the Registration of Activities on Gateway
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1. Accessing the Gateway (

We are using the Gateway system, to register for activities.


There is a link to the Gateway on the CAS page of the WIS 
website, follow it to log in. Your username is the same as your CLC 
user name.

You should reset the password to your normal CLC password when you log in for 
the first time.  This function is under the ‘account’ link on the very top right of the 
page.
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     2.
Go to the CAS link. Click on Activity you will be taken to this        
screen ( 
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3.   Choosing activities (
· Make sure that you are looking at the “School Activities Guide” tab. 

· Only activities open to your year group will be shown to you. 

· Remember to choose a maximum of 4 activities per term!

· Remember to aim for a balance of activities across Creativity, Action and Service (CAS) if possible.

· Aim to complete your CAS Targets (in your student diary and the school website)

· To see the activity details, click on the name of the Activity.

· Year 12 &13 students please remember to record your CAS details by using the “commitments” tab 

      4.
Registering for Activities

· To register click Register Now 

· Then click My Activities tab and check the status of your enrolment (i.e. enrolled or in the waiting list).
· If you are on the waiting list, you will be informed by the administrator when a place has become available.

      5.
Withdrawal


The Gateway is set to allow students to withdraw online within 3 days after signing up. 
It is important that you use this function when necessary so as to free up valuable places to       
other students who are on the waiting list. If you fail to withdraw online you can still do 
so by informing the CAS administrator before the activities begin so that it can be 
done manually. Please use this function if necessary to avoid confusion particularly 
for those activities that require extra fees.
      6.
Other Information

· If you forget your password, seek help from the CAS administrator in room A505A (upper school office). 
· If you cannot login with your given password, seek help from our Gateway technician in room D701 

