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1. General %%

Clarence International School (CIS) offers a creative, academically challenging educational programme based on the English
Early Years Foundation Stage (EYFS) and the National Curriculum of England, for children aged 18 months to six years old. We
place strong emphasis on the arts and creativity. Our curriculum is delivered in English and we expect all pupils to demonstrate
reasonable, age-appropriate fluency in spoken English for admission.

IIV AL B —TF g VAT — /L (CIS) TIL, 18 A DSk ETOR T-IFE2XGUT, AFVADEnglish Early Years Foundation Stage (
EYFS) T2 ad A hVFaF neN—REUT, AlER) T2 D OFEE L ar DS D8HE 7 nr 7 Lttt %, CISOU)F 27 5T
SN EAREMEE L TR REIT R THEETITOND ) | AFRITITERHRIS DIEE 13D 2D Gl b0 D,

1.1 Academic Year “24F [
e Clarence International School’s Academic Year runs from 2nd September 2024 to 4th July 2025.
e The year is split into three terms.
o UTIVUAALH =TI aF VAT — VORI, 202449 2 HH20254ETHA R £TTHS,
o 3FEHIHITHD,

2. Admission Criteria A5
As a minimum requirement, applicants must fulfil the following prerequisites in order to be considered for admission at CIS.
CIS~DAF &SR %6 RS EL T BUF O AR EA S T hidebauy,

Tiny Stars
e Applicants must be aged one (1) as of 31st August. We are unable to accept children before they turn 18 months old.
e  Shows ability to walk with firm balance for some distance.
e Isable to eat solid food with some assistance (without having to consume milk or baby food.)

Little Star
e Applicants must be aged two (2) as of 31st August.

Blue Sky
e Applicants must be aged three (3) as of 31st August.
e Toilet trained (or is working on toilet training by the time of application)
e Shows age appropriate Language, Literacy and Maths skills.

Rainbow
e Applicants must be aged four (4) as of 31st August.
e Shows age appropriate Language, Literacy and Maths skills.

Sunshine
e Applicants must be aged five (5) as of 31st August.
e Shows age appropriate Language, Literacy and Maths skills.

In addition to the above, admission decisions may be made at the discretion of the Head of School, taking into consideration
factors such as, but not limited to, diversity, classroom availability, English proficiency of parents/legal guardians, and/or already
has a sibling enrolled in school, or a CEA sister school.

Tiny Stars
o BHAB3IHKR TR THIBFIE,
*Hiin18s H 2 ilA b D ETIIAFTDILNTERY,
o  HOHREDIHETHIL, LohNnTr R bo TR ZENRTES,
LD OZEPHIUTEBEDORESTND (V7P BT DB EN R

Little Star
o SH3IHRET2H THHIL,

Blue Sky
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e 8HA31HKLATIHTHDIIL,
e ML —=UTRETLTCND, (Fid, EFERHCREICN —=2 7 I THhD),
o EEMHIED SR, A EE BFEICBITDRBAMEEN BB D,

Rainbow
o S8HI3IHEHE T THDHIL,
o  FUMHICDEEE, BiAEX P EICB TN BB D,

Sunshine
e S8H31HRAE TR THHIL,
o SO SR, A EE BFEITBITDHRIEN HHD,

EREITINA  ZARME, ZEXARVL, PRAEE DOIGFES) | LA IR OTERE (CEARTREL & o) RILEFE D EREEZ B L, R DRAHIBroIE, A5
ERETDE BN DD,

3. Entry and year group placement AZ7/25NI7 T 2551

3.1 CIS does not administer any formal entry examination for admission at any stage. However, applicants seeking admission into
Blue Sky, Rainbow, or Sunshine Classes will be asked to attend a morning, or full-day trial at CIS. The final decision on pupil
admission and year group placement is made by the Head of School upon review of the application form.

AR, ERR ANFRBR AR T TXVawy, 72720, Blue  Sky. Rainbow, F721dSunshineZ 7 A~D A4 ERETAE T, FRATEZ %
% ETHELINDBFIEDRGE AR T D720 | Fld— HIEBR~OZIMBNIELL D, BFIEDNFAIERANFITAITD

WL, EE R U L TR E D IR 21T,

3.2 If a pupil applies for a place outside the recommended age-group, placement will only be considered in exceptional
circumstances at the discretion of the Head of School. The Head of School reserves the right to make the final decision on class
placement.

FALINHELE T DB FHEDEMNIE U T2 T ARSI D 7 T A N ER MR A A EINL G 6 BEROHE DT, FISMNCZ T AN G
W&D, CISTIE, FREDRERELITOMNZREFT52LLT 5,

3.3 Year groups at CIS are as follows:
CISOFAE X IMILL T DB Th s :

Tiny Stars 18 months to 2 years old
Little Stars 2 years old to 3 years old
Blue Sky 3 years old to 4 years old
Rainbow 4 years old to 5 years old
Sunshine 5 years old to 6 years old

Children move up to the next year group on 31st August of each year. In special circumstances, at the discretion of the Head of
School, children may be allowed to remain in the same year group for two consecutive years.

JRBI, BFEFIT8A 31 I FRITER T HILLET D, Lo L, Bl FERHLGE1T. RO HBNCEY, AU PRI 2FEEHE T L2
LD ONDGE DR DD,

3.4 Children entering into the British primary education system will graduate at the end of Rainbow class. Children entering into
Japanese elementary schools will graduate from Sunshine class. Children in Sunshine class are required to choose between a two
term, three term or five term option based on the age of the child.

AXVADHIEHE VAT MEFT DB FIEIL VAR —ITRE TR LR HRD/NEREA~ERSNDIBFSET v A
VOTAMETRHI AL D, YUY AL 7T ADBT-ESEIF, FERITIET T 25000 35006 SFEHHE OVFRADRIRB RO LD,

4. Admissions for children requiring additional support 73— KL E/e I T-IFEDO AFEIZONT

2
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4.1 CIS does not offer special support programmes for pupils with specific learning difficulties, or for those entering Rainbow and
Sunshine classes at a relatively early stage of English language acquisition. However, admission may be granted to pupils whose
individual learning requirements can be met within the mainstream programme without significant intervention.

CISTIE, #iE - FHEELF OB -3, #1722 9E5E /) CRainbow £72 X Sunshine 7 ZAIZAFE T 5B TS FEE xR ELI RIS R 7 v
FUTRT TR, ZFADYTIZRBRVREDOIFIZLY , ZOBFIEOFEH = — AL bNH AL G613 AFETF A5
BH D5,

4.2 CIS will do all that it can to support applicants with physical difficulties where it is practical to do so given the building

constraints of our campus facilities.
CISIE, fasx DffiE EOHfIABE LIz LT, FIERNEEDOHLB T-IEDO AN FEATRE LMW L7235815. AFEFF 15,

4.3 Parents of a child who has any disability or special educational needs should provide CIS with full details upon application.
CIS needs to be aware of any particular requirements which may affect a child's ability to take full advantage of the education
provided at CIS. If we agree to accept a pupil requiring significant support, parents may be asked to pay for additional costs that
may be incurred to make this possible.

BFERIUTON DR RORFIE DO E RN LB GG MR (RFEE 132 OFEMACISICH LEZRITITRB0, BFIEDRNR
BT D A REME OB DR E BN H DL AL, BT SEICE o CCISTOEE BB A FBEOLO LT 5720 ML T iR+ 5
VBN DD, BB SR R T — R JREFCIE L R A L LT 5B T8 ED N FEZT ANDLHZ AL, OV R — 1 aHE T
DI LB B MR ENART 2580395,

5. Admissions Process A% T
5.1 Admissions timeline %4 A7 A2
The CIS school year starts in September. However, children can join CIS at any time during the year if space is available. Offers

for the new school year’s admission are issued from March onwards.
CISOZFAFFEITI A ITIEED, FE DR THITRAIZZEENHIUL, AFEFF A2, FrEEOEEII3A LB 5,

5.2 The application process, including the school tour, at CIS is mainly conducted in English. At least one parent should be able to
communicate with the school in English.

CISTOFK R ¥ 2 G MEFHEIME SN SRBITICHEFTEL T2, DK EbR#EE DI T, FRERFETIa=r —Tar e lh
DHTEBNEELL,

5.3 All parents applying to CIS must complete a school tour first. For those who are unable to attend the tour physically, CIS
provides online information sessions regularly.

CIS~DAF T BINLREF T, ETHIOICFR R FAITHIALR ZINT22LaUHET D, FRRFITSINTERWG AT, EHRY
WZHEEL TODA Y TA R ~OZING AIRETH D,

5.4 Upon the completion of the school tour, applications must be made by completing an online application form through
OpenApply, CIS’ official admissions portal. By submitting an application, parents consent to their, and their child’s personal
information being stored and used by CIS in accordance with its Privacy Policy.

FRRAFHET % CISOARHFER —Z LY A THDO0penApply LA EZ - T DM ENH D, FEELTRHLZRERT, REZ L, R
FH R OB FSEORE NG WA, CISOME NG MARFE S #HIE> TEER EHESNAZLIZRIE T 5b0ET 5,

5.5 Parents are required to upload a scanned copy of their, and their child’s, passport information page as proof of identity. A
scanned copy of a valid resident status document is also required for children without Japanese nationality, to show that they
reside in the country legally — this requirement is waived for families producing evidence that they are in the process of relocating
to Japan.

RAEE 1L, I REAELL T, (RiEH L OB 1S EO/RAR— IO NFRON—Taae’ — D T2, HAREE IRV FEE08
B BIERIC A RICBEL QWD ZEEFEI T 5720 DR ZRER G AL EHOa Y — DR L ASRO HID,

5.6 If deemed necessary, at the discretion of the Head of School, CIS may ask for the submission of an academic reference, which
parents are required to cooperate with.

RSB LT85 CISIERER 2B T SEDNEREL QORI DO EGROIRINZ RO HZEN DD, O A FREH L, CIS
DELEIH T THIELET D,
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5.7 Parents must ensure that all information provided in the application form is accurate and up to date. Incomplete application
forms cannot be processed and parents will be contacted to complete any missing information.

FEFICFEASNIEB]IL, TN TELWS DO THLHZ LR AN REE MR LT ITR6220, FEARNVS A AR O21H 056
ERUICHELZ T DIENTERY, ZOHE | CISIVREES ITEE T 258 0H D,

5.8 Parents agree to pay an Application Fee of ¥20,000 upon applying. Applications will only be assessed after the Application
Fee is received by CIS. This fee is non-refundable under any circumstances.

PR 1, HIURRSFIZ H A 620,000 2 3CEAWY, CISIZZ O, B FSEORELFE LTS, HIAEIE, 72 5BH IR\ Th ke
BHTHD,

5.9 Before applying to CIS, parents must acknowledge they have seen and agreed to all CIS policies, including the Finance and

Fee Policy.
PREEE T, AR, FECHE AT 82 ST CISO2TO i #tE—wiL, REO bk, EEAEN T35,

5.10 CIS only accepts applications from those who show evidence of parental authority or legal guardianship over a child. Where
there are two parents, correspondence from one of them is considered to represent the will of both parents.

CISIZ, B FIITIEER RN THLZEETEA TELH LD HEED BT Do RF#EEF D24 VDB EBO 14O EE L
BOBRERLTWDERRIND,

6. Decision A 75 #%0

6.1 After receipt of a fully completed application form, application fee and, where necessary, completion of a school trial, parents
will receive the one of the following decisions:

VBERENETRRASNIAEAEL HIAFEEIOZ % (KBRS LBEIREE T, (KRE) | REE I T OV r0BHEZ S
%

o  Offer &A%
Where children are deemed to have met the eligibility criteria for admission, and a space is available an offer will be made. To
accept the offer, parents are required to pay an Enrolment Fee within a designated deadline to secure their child’s place. Please
refer to 7. Confirmation of Place for more information.
ANFFEAEZGIZLTBY, BIZEERHLHG A1, S BMBIESND, ANFERHEINDIGE L, FTEOH H ETICAFEE A, BF
SEORE MR T DU DHD GEMILT. i OMERES R,

e  Offer with conditions 4eff:+& & i &N
Where children do not quite meet the eligibility criteria, an offer with conditions may be issued. In this case, the condition must be
accepted along with the offer in line with the deadline as explained above. The details of the condition will be explained clearly
within the offer letter.
ANFIAEZL TOROD, RIEAFEDAEBRBOONLHECDHD, ZDHE | ST ANFEO A LA F LR O MR, AR
TOMENDD, FAOFEHMIT, IR RS LD,

e  Waiting List / Waiting List with conditions 755U AN FE7 1T G EFFHEY AR~ D %R G5
Where a child meets the eligibility criteria, but there is no place available, an offer will be made to join the Waiting List (refer to
6.2 Waiting List below.) Waiting list offers can also contain conditions. When a place becomes available, an offer will be made
and must be accepted before the deadline as explained above.
NFBREAETZL QDRI FRITZEERIRNGEIE, FHREI AR DOBENRRNIND(FRLD6.2 FiI AN S ), T AR~ DB
WIZh, —EDRUENEENDILD DD, 77 ATZEEB TR R T B EEAESIL, MREEHE 1T, WENTFLEOR IR R, &
PISBRLRD,

e  No Offer A& i8H0
In the case that a child does not meet the eligibility criteria, an offer will not be made.
BIPIENANFIEERH L CORWGE I, REKERD,

6.2 Waiting List f#FU 2
If there is no availability at the time of admission, applicants may be placed on a waiting list. CIS operates separate waiting lists
for domestic and international pupils. In principle, in order to maintain the diversity of the school, international applicants will be
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prioritised. Applications to join the waiting list can be made as soon as the Application Form is submitted and the Application Fee
has been paid.

NFREEZAR N, A2 BT 277 ADEDRRIE OB & BFSEOARNEY AT A2 TVANIRERE 2D, VAT AL TYANT, S+
EFEDNAR— N FFT 28 FSFe HAREBE DB 7S F4 00 TREPMTOND, ZRRMEOBLENG, FAI SNEEOBFSEDOAF %
BRRNTFFAI T 2288T 2, VAT 4 T UARDBRGKT, FIALFEEI OB BLOWEDR N Z LI TR T L7205,

6.3 Offers are made in good faith that all information and documents provided by the parents in the application are genuine.
Failure to provide genuine information or documents can result in the application process being terminated and any offer being
withdrawn.

EREAL, REENORUESNIHFROCEFROE EMAMER L ETThd, Ih— RS ERICMERN O o756, Hil s
T BHEIL. CISHHO S B HMITHRISNDZ LD B D,

7. Confirmation of Place i Def#

7.1 Parents receiving an offer of admission are required to respond within the date specified in the letter, indicating whether or not
they accept the offer. An offer may be withdrawn without prior notice if CIS does not hear back from the parents during this time
frame.

BRIE A A R, BEFIC RS B ETIORGE DA EOBRE D KOSV, WIRWNIZIREE O DIRE B2V 6 ST @
RUIC BB EZ I T ZE03HD,

7.2 Parents accepting an offer are required to pay an Enrolment Fee of ¥220,000 to secure their child’s place. This fee must be

paid within the date of invoice in order for the offer to remain valid. This Fee is non-refundable under any circumstances.
BB A L IRFEH DO AF4:220,000M 233O N =D HIZ B FSEOFE R MERSNDILLT D, BB E ISR S
FRNIZ SZEAD S HEFR TERWGE L BB ENITIIEL L0 D, NPT aa/e 58818V ThiRe RN Th 2,

8. Documents to submit 2 E3H

8.1 Documents to submit upon enrolment AR ZHEH 32 ELH
The documents listed below must be submitted before your child starts attending CIS.
LUFOFHHIT, BFSE0m 7 BAARTNCIR H RO BILD,
e  Your child’s health check-up result 35 7SO @EEZ K=
Copy of your child’s medical certificate (Iryo-sho) 31 SFDERFED L —
Copy of your child’s insurance card 1S EDORBEIEOTL —
Copy of your child’s vaccination record #1XFD T MO EERO=E—
Allergic Disease Daily Life Management Guidance Chart (if your child has an allergic disorder) 7L /L& — ¥ A TE R
K TVNF—REDRHLEFIEDH)

8.2 Documents to submit upon renewal S HHIHEH T 5 E5H
The documents listed below must be submitted before the renewal.
PAF O EBFITHE B RNIR LD RDBND,
e Allergic Disease Daily Life Management Guidance Chart (if your child has an allergic disorder) 71 /L% — % BAE TR E
R(TUVNAX—RBERHDEBTIEOH)

s<Parents must submit a new copy to the school office as soon as there are changes to the documents above.
M EFOESICEE AT G A EONITH LAt — 2 27— VEB RICR 028,

9. Leave of absence 1k

9.1 Requests for leave of absence due to unavoidable circumstances can only be accepted if:
1ETe ARV BT KD IR EIT, FRROFMF LT T BT DB IKGHES LD,

e The return date is determined and the absence is more than 1 week consecutively.
RIEA TP FEE L 723K THY | 1 AR ESTVD,

® The absence period must be within 12 weeks, counting only preschool days. Absence during all day Daycare programme
weeks, Holiday School programmes or periods when school is closed will not be counted.
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IREHARIT VA7 — VB H DB a7 MU, 12BRILAIN THDHZ L, # B IRE L — L8, RV T —27— L OHF T YA
7= IVISBIRAOHIRIT T S,

e Regardless of the reason, a leave of absence may only be applied once a term.
A7 2 BRHIZ RV Th IR HERIL, A FINEIETET 2,

e Please submit your leave of absence form two months prior to the end of each term in order to process the absence for
the following term. We will not be able to accept your request once passing this deadline.
RFMNRSETHEOBFEIL, TR A D2, AMETITRSBAR LTl b, fE IR O B 51352 -
RA[THD,

If a long term absence occurs unexpectedly during Term/Academic Year time and fees have been paid, refunds cannot be made as
per our Finance and Fees Policy.

FHANAIL CEHEAOAFERHLNR) ICRIIRIE 7256 PR EHEERICBET 27810, FBORBEDFRLERLR,

9.2 Please ensure outstanding invoices are settled before taking a leave of absence. Taking a leave of absence before settlement,
leave longer than 12 weeks, or leave with an undetermined return date will be automatically regarded as a formal withdrawal from
CIS. IRFHNCF A I DZRF AU NT 2 IRFRNCR TR PRSIV WSS HDVITI12B A B DR FEIIIE T H B3R
EDERFOLEIL, BEIIZCIS/ LD ERRIBELAIRSND,

9.3 After withdrawing from the school, if a child wishes to return, they will be expected to undergo the full enrolment procedures,
including paying the Registration Fee.
B BAFTEREINDIGE T AFBEAOIHNE G LR TONFFRENFHENLIELRD,

10. Renewal ¥ 2>\ T

10.1 The renewal process takes place once a year. Once payment is received for the 1st term, or for the year of the pupil’s
enrolment, the pupil’s place will be reserved based on the initial application details (number of days of attendance, days of the
week, programme, etc.) throughout the remaining school year. Parents are responsible for notifying CIS of any change requests or
withdrawal notice in advance.

B FREITF IR O BITDOND, ZDEDVFH I ETVESOFEMAZRIT, FEEZBL T, RO HUIALNE (B H . i
H. 7’07/ J55%) CEIEMITFE SRS ILD, ZEA LIRS FRERL1E, REE BCISICHNER T 215 ERHD,

10.2 Parents can choose three different payment methods: Annual Full Package Payment, Annual Payment or Termly Payment.
FBO SN TEIF P DR SIENTED  FBMT A=V R, AN

10.3 In order to secure the pupil’s place, the term or annual tuition and other fees must be paid in full before the deadline.
WFHIB U IFBE O DRERITIL, G RFCFERS ALV H £ TS, FERRZOMDE HOSHANVIRTE T SNDHTLa e Rfhe
T5,

10.4 If parents have selected termly payment, an invoice will be sent according to your current application automatically if CIS
have not been notified of any change requests or withdrawal by the provided deadline.

PRAEE DA WA S, o — R RS O THAE D FTE OB B ETIZRWEAICIE, BIEDO I HIANBIS CICFHREFNCISHH
D BB SIS,

11. Course changes =— A% &

11.1 To increase the number of days or hours or change the days that your child attends school for the following term, a Course
Change Form must be submitted two months prior to the end of the previous term. Course changes can only be made once per
term and are subject to available capacity. The change request is not guaranteed until parents receive a confirmation from CIS. If
we are unable to accommodate your request, your request will be placed on hold until there is movement in the availability.
WEMOBEFE B HBOERBLON—TFANET VT AT T T A~OUREZ 52 R EINDE AL, BIFHRET 9524 A i
FTI a3 =2 FmT 1R LR T TR 57200, a— A 3 AEALOR FIZZEZERHLLE 0 B FHIETERTLILN
TED, REEDCISH O IR A S TIAHE T, A H BT SR, 22N EB R ENZHINLWEE | ZERHHE TR
HLind,

12. Outdoor Activities 4 EE)
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CIS carries out various outdoor activities such as excursions to support our curriculum throughout the year. As a general rule, all
of these activities are attended by all members after enrolment.

CISTIHEM AL T, E R OB B L PR O 4 R ANEE 2 E T2, ZAHOIRENL, FRATHELL TR AFRITEBESMET
2o

13. Withdrawal and Termination ;&2 &[5
13.1 Withdrawal H iR

To initiate the withdrawal process, the pupil’s parent or legal guardian must submit a Withdrawal Form two months prior to the
end of each term. Parents may choose to withdraw from CIS before the new term or year without any penalty or additional fees if
the document is submitted within the deadline.The CIS No Refund Policy will apply if a withdrawal happens during the school

iy

term, or year, for any pre-settled payment.

HERZOEA I, TWEL LITEER RALVFTEDIRFZRZZHH T 9252, HRTETIIRE LR RG220, FHRFEED
2200 B LIRNTIRFEENSS 6 HI B ETITE DN HESN TR T LT 0B E TR A LR, T TIZFEDOSIIANE R £ T
%, FEORTTIRFETO5HE13, TENCREE OB FH OBEF I IITHR,

13.2 Termination BREE

“Clarence International School” is operated by the private company Clarence Education Limited (Registered address 3-9-5
Minami Aoyama Minato-ku Tokyo). Education provided by CIS and the company is deemed as “Services” by the Japanese law.
The term of the service is the academic term or year for which the legal guardian, on behalf of the pupil(s) under the age of 18, has
signed up and paid.

[ Clarence International School |13, 7 fR£3#:Clarence Education (B¢ GAEFT : HURHENHE X FE 7 1113-9-5) 12 Lo GlEE S5, B AR
27 v I AE, AAROERETIL, —E R eHeIND, 2O —E 2 O HHIFIE, 18R OB FIEITRDVIRELENHL
ATy FE SN S W RI TP LD,

CIS and Clarence Education Limited reserve the right to terminate the services at the end of each service term and refuse to renew and offer
future services in the event of:

CISH L ONEE 1 Th D A PR Clarence Educationld, BL T D XSG 1ZBRY | T TIZB W LiAA - BIHAFE B O F D DT FAFE
THEY —EADRMEEE TL, TOHDOEH L — AR L BWN T 25501355,

1) Significant breach of CIS rules and regulations - as specified in the CIS Policies and “Handbook for Parents - Guidelines
and Procedures” and the failure to realise improvement after requests and warning from the school.
CISD 5L TRF#EE DIZD D F5|E NIFHSI TODBHI~DOREIER B O, TR O EHE TOFRMEL REO W
BENHBHLNIRNGE

2) Missed payment(s) of Tuition Fees and/or other fees
R, 2 OMOE AOHWRLRILW DD GG

3) Any persistent or repeated irreconcilable differences or disagreements between CIS and the parents or legal guardians of
the pupil.
T EFB T EDOMRHEL N ) CREDR R 72 B ROMENH L6

14. Disclaimer % &5 455

14.1 By accepting admission to CIS the parent or legal guardian agrees that the School and Clarence Education Ltd shall not be
liable for any loss and damage suffered as a result of death, personal injury or loss of any kind whatsoever which the pupil may
sustain at any time either within the School premises or elsewhere which is not attributable to the negligence of the school, the
company, its staff or employees.

TR FTEERBEAIL, AL B L U¥Clarence Education Ltd23, 51, &4k, ZDORZy 7R B OBRITERE L2V, RN E
T NLS DT TR S ENZT D REMEDHHIE L EA DT 2TV OB RCEEFICHOWTL — U0 EEELA DR
WZEICRIBELIZb DL,

14.2 This policy is reviewed regularly and may be subject to revision.

ABEHTEIMOI LES ., SRTSND THEM DSBS,



