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Introduction #Z />

Welcome to Clarence International School (CIS).
TGV AA B —F T aF VAT —)L(CIS) ~LHZ %

This Handbook contains important and practical information for CIS parents and guardians. It gives an overview of various
aspects of CIS life: i.e. Learning and Teaching, Health and Safety, School Operations, Pupil Life, Schedule and Enrolment and
Communication.

ZOFFIEITE, AR OREE MITIZEED D R RO SRS NIBVET, FARAETE DRk & 2ot OMEZ A B T2 DTN T
IEEN (P FH EBE | LA FREGE S, | FFEDANE AV a— AR NT, ala=r—var %),

We also draw your attention to the set of formal CIS Policies. The latest versions can be found on the school website

www.clarenceschool.jp.
Fol&ELFINC, FROERARCISAZ— /L b — e BEAWWZLET, FIKO T =7 %A hwww.clarenceschool.jpd¥) . FT D/ —
VaraZHERIATET,

e Admissions and Enrolment Policy
ANF BRI OB 2 58
e Behaviour Policy (To be released for Academic Year 2024-2025)
FRCTOIRDIENZB T 278+
e Privacy & Data Protection Policy
EAE WIS LOT — 2R ICHONTOFH
e Finance and Fees Policy
LR BT 0058
e Health and Safety Policy (To be released for Academic Year 2024-2025)
TEREL 22 2TV TD S
e Safeguarding Policy
BRI ROV TOT
e  School Uniform Policy
RO HLK

Please note that this Handbook as well as the list of Policies listed above exist for the benefit of the entire school community
(Children, Parents, and all Staff). The guidance and standard operating rules within these documents have been carefully written to
ensure that CIS and the entire school community deliver the best education it can, maintain a high standard of health and safety,
and operate and grow on a fair and transparent platform.

ZOREEOTHODTFHIEL FFRROF T, FRAIa =T 2R (RE, REE . BLORAYY 7)) OT-OIERESIELZ, ZNHDLEN
DAL L ALTEERANZ, CISBLPZEDAI2=T AN RITF LT BV, RAMREEEFEBIL , SR EOREEEZ REHERL . AEND
BRI T TR T 4 — 0D L TEE - RERLCPITHID EMEICERINTEYET,

We strongly recommend that you read through this document and the Policies (when available) carefully prior to enrolment and
enrolment renewal. Rules, policies and procedures are subject to changes and improvements. In line with best practice, all of the
documents mentioned here, including this Handbook, are subject to periodic review.

AFBIOEEEH OB, ZOFFEB IO LAY —/V EE (B ATREICe S T2 B Z B W22V T DI R LIA BN 72E &
FTIOBENRL LT ET, ZNH0BIAI, 27—V 5 BIOFFHREFT, EEBLIOCLESNLIGERHVET, FIEAK, BLUF
FIENTE RSN TV DR TOERE NAN T 77 A A EMIZ RELZITOET,


http://www.clarenceschool.jp
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1. Overview of Learning and Teaching %3 L (5 (IO W COREE

1.1 Curriculum AV =72

Creativity is core to our curriculum. We believe that children thrive when offered regular, high quality music, art and poetry
opportunities. Underpinning this is a structured curriculum based on the English National Curriculum and the Early Years
Foundation Stage curriculum. For our youngest children, Tiny Star/Little Star and Blue SKy, learning through play is a priority
and the emergent aspects of early English reading, writing and maths skills are developed through this creative approach.
CISOAIVF 27 AOITANENE T, Fex 1, WIZEOBEmWESE, 77—, FHAN DS ORIZEL | FibZose )o@ E HE
NBHEFLTWET, CISTIL, JEFEOF T aF /L AYF =27 L LEarly Years Foundation Stage curriculum -~ — 22, #p8 1A S 7= A
DAVF 2T L TIOUTEE & KL TWOET, $IZ4E0 O Tiny Star/Little star” 7 AXBlue SkyZ 7 A ClIlF OB U712 F O EHL TRY,
PFEOBAHBEXLEBOPBOEE IV AT 4T 72T 70— F %W TRGEL THEET,

As the children move through Rainbow and Sunshine more structured teaching of the early English reading, writing and maths
starts to emerge alongside the creative curriculum. Throughout the year children are immersed in a thematic approach where
learning activities are connected to an ongoing theme which may have, for example, a geographical or scientific focus. We always
look to ensure children are enjoying their learning and where possible responding to their interests so they can experience the best
outcomes.

Rainbow- L CSunshine~DHERRIZHE Y, AIERIZR AV F 2T AEWATL, WO HABERLEEEN 12T AT Iy 772 B BIZ DN T LD
KRR BBEFE A EVE T, AT FMEEU. BRI S OWITRH AR a B MO E R Y Tk 4 707 — < ICERVAL 2
H % DT 7T AETANETEDROT =< UILNDIE TEEL TODEHRT —< AR OT 7 n—F 2 WoTHET, FHGENRFOER
LWERELHNDED, Flo— ADEVDBBRIZTELRYIGZHNDLILAATHZET, FHLZEOERERE 4R KIRIZTIEHLET,

1.2 Academic Year 7777 A —
The CIS Academic Year starts in September of every year and we have 3 Terms. Please refer to the School Calendar for the exact

starting date each year.
CISTYAY —=NDT HTIvIAY —I3, BEEI T ITIAED  3EHIHI L7 > TRV ET, FEEDBEK ROV, ZDEDAT — LI
H—mZBRTFI,

CIS holds several special events such as concerts, exhibitions and sports events annually. Dates are set at the beginning of the year
and specific details are sent to parents by email and through our School Information Management System.

AR, A —h BERE ARV ARXUMEOEBATENDVET, P IOV TIIEEFEAEVITHEL . FEMIIA— /O
WEBRL AT LB TRALEELET,

1.4 Outdoor play E/E

On dry days, we take the children outside to local park areas for PE, play and learning opportunities. The youngest children will
try to spend some time outdoors each day even if only for a short local walk.

HROBIEARERIMED, HDWTT 4 — VR =7 EDT=DITIT D AR EI T HANT ET, KRR OTiny Star/Little Star/ 7 AT
L EBROELNBUR A B O | 3 HAMEO DR Z T AND LD LT TRV ET,

1.5 Academic reporting to parents 7= fm DO

We believe that partnership between home and school is crucial to children’s development. Teachers will report on children’s
progress following the schedule below. The Parent/Teacher meetings are an opportunity for parents to meet the teachers, where
you can discuss any questions or requests you may have relating to your child.

FEBDORIRTIL, TIREE LOMEHE R AT R TY, B TIE, TREOMY, BFERO R 2 REE ORI A STV Z< R 25k
FTRYET, ik T, ERUEOSEAELHERL, BFAROE#ILA T DL REF OFRNODOTHELHERSE QOIZETNE
BWET,

Parent/Teacher Meeting

Tarm-1

TOT T
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Written Progress Report

Parent/Teacher Meeting

Term 2
Written Progress Report

Parent/Teacher Meeting

Term 3

Full Written Report

1.6 Student behaviour “# COATERESE

At CIS all our pupils are valued and respected. We operate a positive behaviour management approach where good behaviour,
including kindness and politeness is the baseline expectation. We look for it, we acknowledge it and we praise it. During lessons,
older children are expected to demonstrate good learning behaviours — good looking, good sitting, good listening and good
thinking. Children are given verbal warnings if behaviour falls below our expectations.

Behaviour issues between pupils in the classroom will be resolved by staff in school and the school will decide whether there is a
need to inform parents. If behaviour issues persist, class teachers and/or school staff will contact parents to agree a joint plan of
action for school and home. We always work closely and in partnership with parents so please do communicate directly with us if
you have any concerns in this area.

CIS will not intervene or mediate in any issues arising outside of school between children or parents. We expect all adults, staff
and parents in the CIS community to model the behaviour we expect from the children: kindness, politeness and respect.

CISTIFETOAEELFLEELET, BOCVERFO AL IEL RO FO BV MTEBIFIZ HEIC, (Fl2 5200 TIER) RVTH)
RO TURT RO T 47127 T a—F 2o TOET, FHHbDTVEERL. BUVTWEL TWLDEEITZICR O, S0 FT, &%
PUIIIFHAEROIREIIITRLT, EbALED, B<BRZME, R<EADIFORWAEEBEZRTZEbMfFSET, oLk~
DABOIREBZED . bLLHHEE TRIZIESEO S RAONIGE, FTIAETERLET,

HENTAEEMOSENCLAREN R AE LG A, FRIEL TR — IV RAZ 712 IR T 590100 (R #EE R IR T D0EID0 D
DEHSE D TAY— /LTRSS Q22 & E T, RIFEORBENESIKGEOH, 77 AN EEREE ICTEE L, FREFEN W

FUCTHEOM IO OWEH B ZFHE LA VDG ERITET, CFELHICTFEEV A > TREDOKEL ASFSH70, bLBLAZ— )L TOIRD

FEVZEAL TLE R SRS A T ETIEAT — /VICTHKE TSV,

CISiE, A7 — WA CTOAEFERBHDWNIT R DOIT T NN A~OMPECE 52 B LA, CISOIAI2=T AIZFTETHETORA, AF YT
FLTHREROBSEDN, WEICHIRFT 2O LRICATEIENAE, ©2FD, B ERELALEELIRD W, L N ITHE LL> THETH LT,
T BIZESTRVEAEWOFARLRAZ LML ET,

1.7 Inclusion and SEN [EZEDH 5B FHE~D%

CIS is an inclusive school, educating children from a wide range of backgrounds. Where the school is able to offer a well matched
curriculum, children with Special Educational Needs will join the community. This may incur additional costs to parents. Where it
is practical to do so given the constraints of our facilities, CIS will do all that it can to support applicants with physical difficulties.
If resources are inadequate, CIS will do all it can to recommend appropriate institutions and services that will benefit the child.
CISTIL, Bk &% 7075 e B2 IR B I CEIE R BB AR L TRV ET, AN B FRICE IRV X 27 2RI TEDLHWTLIZ 55
MRBEN=— A RH OB RGO AN FIRTET, BUIRRESCYR— M BT, BIMEANBETLIHERHVET, &
BRI EZ R OWRE DB E Th, M Ofili a2 ZE Lz L CZFT ANRRERGE &1L, CEHRVANFE R — S TIHEET, CISD%
FANREE D A5r TRV LRI L5813, B PO =— XL 72 AV —E A2 TEL RO ST THE XY,

1.8 Class placement 27724317

Children are placed in year groups based on their age. The decision to place a child out of age group is very rare and will be at the
sole discretion of the Head of School and the school leadership.

ANFWFD HVNTHERR RO L H D2 T AR RITFMIZE S ERESNET, MOE B Lol H OGSO/ T AR EIZIEF I THY
ZOREHITHE FR R BLOCISOY —F — Ly 7 F— AR L £
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1.9 Guidance for Online and Remote Learning #7178 OBV 7
Our priority as a school is always to maintain the highest quality of educational provision. In the unlikely event of a
full, sustained school closure, we ask for parents’ support in helping the school to move to online, remote or hybrid

learning.
%&kL“CO)%{Ef‘E%IEi W mmEOBE MR T DL T, B3 —, FARPEHE ) Offfe i SN D L7 R e AL
TeHB BT A TA | BREAGE NAT VYRR A~DOBITIZOWT, RiEH OEROTBFEL T ) 2 BV L E T,

Basw Rules on CIS online communication 4> 71> aia=r—arOEARNL—/L

1. Staff, families and students are expected to behave in an appropriate, safe, respectful and kind manner online.
R 5, €U TR, AV I ORBEICRE W TGEY) Zeh OBMELZR>TEMT2F BB TOET,

2. Under no circumstances should pictures or recordings be taken of video calls.
VDR DIRIIZ BN T BT AR EE O fkH - fk & XA D HILDB D TIEHY A,
Parents/guardians are expected to supervise children while they are working online and to ensure that any content
submitted to their teacher is appropriate.
FUTA AT, ERAER L B SN e ar T DY) TH A EEHER T HI LT, T AL R IR S
HERHERVET,

3. Any electronic forms of communication will be for educational purposes and to allow for communication with families.
BEIHREENL COTI2=r— a3, HE B THY, SFBEOESELEDLZHOTHDLO T,

4. CIS cannot accept responsibility for the security of online platforms in the event that they are compromised.
CISIE, AU T Ly AT ER 2 U T RN EUT 6 ZAUSK T 2 BEA RV DR ET,

Media which will be primarily used by the school (2 CHEASNDEAT 47T :

In the event that learning moves online, CIS will connect with students and families via Zoom. Teachers will organise
regular Zoom meetings with students and timetables, including links to access the meetings, will be shared with families in
advance.

F U TAEEENIBAT T DA CIS 1T Zoom #R I CTAFELRTEE DERRICL v AU ERMLLE T, ZORE, EHHI72Zooml v AL DFFEE
1THL4IT I—T 4L TICT 7B AT H-0 D) 72 G e B IR A KIS IEA LU ET,

Staff members will communicate with pupils and their families via Schoolstream, Brightwheel and our school email. Other
established apps may be used if deemed suitable by the teacher. Students and staff will communicate only using tools which
have been approved by the school and of which parents have been notified.

BREIL. Schoolstream*?DBrlghtwheel BROERDOE T A=V AN U CRELZDOFBFEHEEZ I ET, ZOMOT 7 VZONTE, &
FANE ) T LT LI B D IMEINZ L E Y, AFELBIREIL, RIS L > TUKRSIL, RS ICHATC@mShIsYy — D h sk
EALIEELET,

Video Call Guidelines for students ‘EfED 72D DT AW@EEH AR T AL

1. Pictures or recordings of the video call are not allowed.
U7 A SO FERLERE TR RIS TV ER A,

2. Remember our school rules - they are still in place, even online.
AT = D=V SR TLIEE N, A7 =)W= V3, oI/ THRILTT,

3. Set up your device in a quiet space, with no distractions in the background.
KDEBIRN, FDRGFTZT A A%y bL, Ly AT ST RSN,

4. Teachers may mute microphones when necessary
HEMIMBEIEC Ty A7 DI —MERREHEHLET,

5. Raise your hand before speaking, just like you would do in class.
WE 7T ARE, FETANCFERT TTEE,

6. If you have the chance to talk, speak in your normal voice, using kind and friendly words.

FETOENT, BHOF T ELLT LR =R FHETEEL T RSN,
7. Show respect by listening to others while they are speaking.
LD ANDFEL TODRIE, FNCLTIIZE,
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8. Ensure that you are dressed appropriately for the video call.
AL TA VY AT, U RIETT S TS,
9. Enjoy! Don’t forget to wave hello to everyone when you join!

BINTHEET, BPARITBETAZLZEN T LA TSN !

Guidelines for parents and guardians {#:#5 Db DHART A

1. It is the responsibility of parents and guardians to ensure that pupils are supervised while they work online.
BIRRBA L TA LV ZAZTE NN TOD R, RiEH OF OFHETEE SN DI L2 TR MBETZEN,

2. Under no circumstances should pictures or recordings be taken of video calls.
UDRDEEITR VTS, BT A MRS OHREE BRI LR TES N,

3. Ensure that the school has the correct email address for inviting you to join apps and meetings.
TIVRI=T 4 T EANRFTDIRICA— AT LA 258N TSV ES, IELWA— AT RLABAT — L TRGERSHT
WD HERRLSTEE WY,

4. The main purpose of a video call is to engage in online learning activities while maintaining a social connection between
the school staff and pupils. Encourage pupils to listen and enjoy the experience.
VT AEEEO 70 B BIE, ZM S A D MO SRR OB EHERF LD D, AU FA L FEVEENIEE T DL TY, Bk
2, ESHEWTELE IR L TIZE Y,

5. Be aware that when participating in group video calls, you can be seen and heard unless you are muted or have disabled
your camera.
IN—TET A WBERCSIMSNDBRTIE, v A7 %I2— DI HATHEREZ A 7 IZL TUVRWERY | flidJ7 % IZ Rbizh 22
70T DIERHYVET DT, THELIZSVY,

6. Please ensure your child is on time for the scheduled meet.
VT RFEIBIC S FERD B INEN DI T 1 a BV LET,

7. Make sure to familiarise your child with the software in advance. For video in particular, show them how to mute/unmute
and turn the camera on/off.
2T NAARY 7 MEDHN G 2 FRNTB FEREEEL TS, FHCBIE DO BE 13, a— N2 —MERS AT DA 17
T DA S H A TEE N,

8. Check-in on their child’s school work on a daily basis and talk to their child about the work being assigned.
HE N — L &Z0 52 DI IS DWW TR FRREER L TL7ES0,

9. Participants in the call should be dressed appropriately.
EYVRRIE TSI TTZEN,

10. An appropriate background/room should be chosen for the video call.
HE7ZRE - RS THEL TTZE,

11. Any breach of the above guidelines will result in a discontinuation of this method of communication.
FROTARTGAAER TG AT Y OBIE HEELPRIESE TV ZERHIET,

*This document is subject to review and could change accordingly.
LERONEIT EHICRESN, REIODGCTEE T 58 0RHVET,

2. Overview of Health and Safety {& 5 -2 42DV COME

2.1 Allergies 7L /L3 —%fii

To ensure the safety of children in school with nut allergies, CIS is a nut free zone, with the exception of our morning snack which
contains coconut. If your child has a food allergy, principally, please pack your child their own school snack (this applies to
afternoon school snacks as well if your child stays in Daycare Programme). Please do not pack any lunch or snack items
containing nuts - this includes peanut butter. We appreciate your strict adherence to this rule. Please refer to 4.3 School meals for
details.

FToYTUNR—Z RO REOLREDTD, CISTIE T Y HORLIALZEEIEL TRV E T, (AL, FRIOAT v ZIiE, 23 )Y ORsy
PDEFENTEVET, BT LAX—2BHLOB R RAL ZAEIVAT 72T/ TV (IREAL—2E2ZFHSND 513, Tk
DAFTYIHTEEB TIN),, T TFRAT I EFFBINLIG G U — Ty A\ 2 —2 G ey VI B R HIA IR DR WO TR
BREVHL LT ET, F#43BRFICOVTEISRITZE,

Pupils with food allergies are required to undergo a periodical allergy test at a hospital and submit the test result to the school as
specified by the Minato ward office’s child care department. The timing to undergo the re-test will be specified by the doctors on
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the document and will be different depending on severity of your child’s allergy. Parents/guardians must hand in the document on
the first day of the new term to your school teacher. The blank document (ENG and JP) is attached to the end of this document.
Please refer to Appendix E (The documents must be filled in by the doctor.)

BT VAR —DbHLEFESET, REFREROEDDHEIAICIY EIRITHEBE TT L AF—REE 2T AZEH) B ETICRAR R
BAY— R T DMERHVET, BREZZITDZAIL V1T, BFIEOTLAF —OREIZL > TRARVET S, EMAERICTHE
ETDAAI 7 CHBELZBVHAL LT Ed, AMoEEGGRE I AR IAZEOBERITIFMAL TOET, FHLUTERMNERELT SR
IEEW (BHIXEMO T RTRATHLERHVET),

2.2 Health Management {57 2l

In order to keep our school a healthy and safe environment for all children, we ask that parents follow our Health and Safety
guidelines strictly. This includes:

ETOREZE> TREN O LRITB T E DAY — VBB AR OT2OIT, IREH OERITII T RED MERE LRI T 2 ART AL | &k
SFLCWEEEET IO BOVEL LT ET,

e Health Checkup and Vaccination {52 WL T [hH5FE

o Submit a copy of your child’s new health insurance card, medical certificate and vaccination records so we are
prepared in case of any emergency. Please submit the updated information to the school as soon as possible if
there are any changes to the documents (if the school has set a deadline for submission, please submit by the due
date).

BRI A T BRI OREBEIRBRRE, [EHRGRE, PR RLER O — 2 THRHKTZS W, Fo, EFRoFEHIC
FEOERDNDHLG G (A7 —/V IO IR E DO AL TWDIEE TR IR NIZ) TEDRY ROIZ TR HES
Uy,

o In accordance with the School Health and Safety Law, medical examinations are required at the time of
enrollment and twice a year (April and September). The school will conduct the health checkups twice a year
(all students are required to attend). However parents are responsible for arranging their child’s health check-up
prior to enrollment, and to ensure the results are submitted to school. In the unlikely event that your child is
absent for the in-school health check, a second health check will not be conducted so please have your child
visit your family doctor, etc. for a health checkup and submit the results to the school. Please refer to Appendix
E at the end of this document for the prescribed form (please make a photocopy of this form).

PR RIEITTEDE AFIRFROONCH2[E (4R L9 R) DREFEZMIS A LRD ET, F2RIDREEEZ M (R4
SN X F R TIERMNUET D, N FRTOMEZ WA B | BRI TR W 2& | 2R Re T4
= NVEBRITRIE TSV, FH— 47 LR ICHEE T DREREZENC B RN S RSN E . T A 2% TkY
FEADT, % B EFEEE CRBEZIE T Q2 E BT R T A7 — L A~THRIKEEW, FrED TS
REFEEZZ S ITZEN (FE =L TRHNIZEN),

o Observing the required absence for recovery from illness expectations below
Bk DTHEAS 1k &7 2 TARREYIE | — R L BRI H Ba b U THER TSN,

o Informing the school immediately if your child has contracted an infectious disease and not returning your child
to school until you have been given clearance from your doctor. We may ask for a Permission to Return to
School Form from your medical practitioner. Clarence International School reserves the right to ask you to keep
your child at home longer if necessary
BFREDMUIODBGIEIT ST EIE, BHIZRAZ —/VITHREL, BRIV B OFF RIS TR E B2 <
TEEW, IR OB DBITITE AN S RAWZ W B KFF Al O TR N RO DGE 1DV ET, Fio, FRNT
DRRGLETER I AL D Fe/MED T itk DB F RO BB AT EIZ OV TICIS D A& I OIREMEZ FF D £,

o Communicating to school if your child requires any prescribed medication. You may ask the school to
administer it. Please write their name clearly on the packaging of the medicine, and provide dosage instructions
to the school office with a completed form. Please see printable Appendix F for relevant form and information.
Teaching staff will administer the medication.

BRI HEAIRIEL TODEGE1E. A7 — VB R ECTTEAETEEN, A7 —/L TOHRKEL AIGETT, Z0OHE
W RTFIRD S — DI B TR DA RTA R — < F T &V EZTRANZ 2N BT IR FIEEE T HRIZE
VN ZTADFAEPEIENZLET, FTED HMUTE R EFE TS RTZEV (a0 — L TRVIZSVY),

o  Ensuring your child(ren)’s nails are kept short and that they do not wear accessories of any kind that may cause

injury to themselves or other pupils.
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BFRROUTELEIHI 2 TOEE RO R E DI ETRE T D RENOH DT 7t — %%y BT HI (T
RNISBRAVHAL B ET,

o Take your child(ren)’s temperature every morning and check-in to BrightWheel before arriving at school or
boarding the school bus.
fEfl B FARDO IR ATIY | BrightWheel K0 B [FH /i (27— V2% ZFIH OBRIEIR AT ETICT =y /A 2B EEL
=A%

o Keeping your child(ren) at home if they have a temperature of higher than 37.5 °C, severe coughing, vomiting,
diarrhoea, eczema or any type of infectious disease, informing the school accordingly and ensuring they stay at
home as specified in section 2.3 below, or until your child has received clearance from his/her doctor.
RIRAS37.5°CEBATODEA WMLVL, IR, TR BE | E23 O DIRGi A B> TODE A, HHIZAY—
JSEREL  THH 23RSV TWD HE D@D HDVE, D300 DT ELV SRR I DD E TR A B2 T2
W,

If your child develops any of the above symptoms at school, you will be contacted as soon as possible and be asked to arrange
immediate pick up. In case of emergencies, we will call you and take your child to the local clinic.

FHET ERROFER DB RONTIGEI, REE O HICTEE AL B ETOT, BEHIZBHZICHEL TV, IR —RBArET 5613,
REZT DOF WD L, AT =N AZ T RO ) =y 7 IC B THEBENL TR ELZ TSGR I VET,

Depending on the severity of your child’s illness or infection and the infection rate, the school may be closed temporarily, and the
Head of School will make the final decision. Please be advised that class cancellations will not be subject to refunds or make-up
days.

JRRIIE N A LTS 6 L ZDORRDEZANES , HDWNIEGL R LT LD | — R IRIR A RERESNAHE RIS WET, RIEHIH]
WL EIRE L RSO RLERVETAD T, HODUDTEEITZEN,

To learn about our approach to the above, as well as fire drills, earthquake drills, sun protection, head lice, and other important
areas that affect the school community’s health and safety, please refer to our Health and Safety Policy (available on our website
and/or obtained from our administration office) for full details.

KPR DR, BB TR, TH~T T3, ZOMAT — Va2 =T 4 OREFERPL RITRH T 55 8B E 5.2 5% OO BEEFIH|Z
IZ, CISOAERELZ AT T DA DN TE, MEFEE L RISV TOF ) (KLY = 7 A M ETFA7 — L FB R IV AT
SV IS TRV ET,

Please find a list of local specialist clinics and hospitals for your information in Appendix A at the end of this Handbook.
DI = 7 ERBEDYVAMIOWTIL, Y F 5 EERMFERAZ IS RTZIN,

2.3 Required absence for recovery from illness HJfi{5 11 2702 T/ RYLE

In order to protect the health of all students and staff, parents are required to honestly comply with the guidance below. Illness
transfers easily among young children so to keep everyone as healthy as possible we appreciate your support with this. Please see
printable Appendix E for relevant forms and information. 27—/ /VIZF B+ 2R EZ L CAZ Y7 OREBREEZHERF 5720, TiioHAK
TAL T BFVLTZSN, SHROH TR KBV BRE BB ORFEZ TELRVIR ST, S EDH a2 BV E L
FFET, FTEO AMITERMIREL Z S HTZEW (@ — L TRHANLIZEN),

Category H B Illness/Disease J75 44 Exclusion Period M) {5 11/
Measles #&% (13L%>) 3 days after the fever subsides fi##4# 3 H

7 days from the onset of symptoms or after 3 days once the
fever subside, if the symptoms disappeared within 5 days
Type, A Influenza A&B (> 7 /L= A-B from onset of symptoms

A% RIENGT A, HHVIFIEN S B APNITIER AL E o724
AR R S THD3AHBET
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Rubella Rz

Until the rash disappears 22 Hk35FET

Chicken Pox 7Kg (KIEHZD)

Until all rashes scab & COIIBNINESTZITRDBET

Mumps FATHEF FRER (72508

5 days after the parotid swelling starts and overall

condition improves
HFIRERIELDS HRB L, RFIEIRPSETLET

Tuberculosis ##t%

With doctor's consent ERTDFF R[S FVHET

Pharyngeal conjunctival fever (pool fever)
WREHRE AL (7" — L 8h)

Two days after the main symptoms disappear
FIMERPTHA TR 2R ZBEDHET

Epidemic keratoconjunctivitis #if T A 552

After the symptoms disappear as the infection is very
strong YL ) NFEF (THRNZ0  ERATE AL TbD

Whooping Cough & H &%

Until the cough subsides, or until treatment with an
appropriate antibiotic is completed for 5 days

B OEIRDET, FIFREANCEDS A B ORI T
THET

Enterohemorrhagic E. coli
JE 7 HH L P K i T R A

After symptoms have subsided, have been confirmed
negative for 2 consecutive stool tests 48 hours apart, and
treatment with antibacterial medicine has been completed
FERDBIBSEY, 220, FIEHIEIRIRHNTE T L7, 48 REfH oA
f% BRI CEfE 2 OB TCH TGRS RIS THD

Bacterial gastroenteritis (Salmonella,
campylobacter, Non-Verotoxin-producing E. coli)
A PER BR (PLVERT - Fr BRI F— b
F U ELE RN )

After the symptoms such as diarrhoea have subsided and
the general condition has stabilised and/or there are no
symptoms shown

TRFEOIER PR AR L E S HET

Other infectious diseases and global viruses as
determined by WHO # D D& YRE 33 L O'WHOIZ
Ko THEESN - AT OB Y9 (COVID-19, i
BPETRA, AR T M E, AL RYAE)

With doctor's consent [ERlIDFF 238 %% T, Follow all WHO
and government advice and requirements on quarantine and
recovery time. Students or family members who have visited
virus stricken areas around the world should not return to the
school environment before following all WHO and government
advice and requirements on quarantine and recovery time, even if
symptoms are not evident. fRHf, /12 FE TOHMIEIL EL T
I3, WHOB L OB DR EZGEITHES TIZS W, TS 45
Hi, ERYLE DL D3RO DO HUIR A Fh LT R0 E DK SR
(T BRI TR HDVNTIR OGS WHOLBUF O LY
KFpShchRlE B ETOMMEMNE T IHET, Blie iz
ZLTESNY,

Type B
BH!

Streptococcus infection (strep throat) ¥AH & GiE

24 to 48 hours have passed after oral administration of
antibiotics and the physical condition is well

PUBE A ORI 24~ 4SHE R AR L | S5 KRB KT D E
"C\\

Mycoplasmosis ¥ A2 7"F X < FEYLiE

Fever and severe coughing have subsided
TSI L NZNED ET

Hand, foot, mouth disease F /& [

Is able to eat normally without being affected by fever and
blisters/ulcers in the mouth

FEESC L EN DO7KIE TR ANEY | S BBV B HEA LN DI
RHFT

Erythema infectiosum =4 MEFLEE (D A Z95)

Physical condition is well & EIRZTEDET
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Viral gastroenteritis (Norovirus, Rotavirus, Symptoms such as vomiting and diarrhoea have subsided
Intestinal adenovirus)7 /L APEH 2 (/w1 |and is able to eat meal as usual
W& TT IIANAZE) Mg, FHRIEOIERNPIBEED, FRB RN LTE

Is able to eat normally without being affected by fever and
Herpangina ~/L X% —7} blisters/ulcers in the mouth
FECOPENDIEIR P IS ED, WRIBVEENENDHTL

Symptoms of the respiratory symptoms has subsided and

physical condition is well
RERARIEIR DR L, B RN E T HET

RS virus infection, Human metapneumovirus
RS UA/VARRYYE | LMY =a—E) A VAKYYE

One day or more has passed since the fever has subsided,

Exanthema subitum 225 M3 A and the physical condition is well and is in good mood

fREE LA LA L3R RS RIS B <HEHEA R<ARDFET
Shingles i ikiEZ Until all rashes scab & CTORBNNI S22 DHET
Head lice 74#~v73 The treatment has started J&# 234 EHET

Until the rash is dried or becomes a size that can be
covered (while the scab is not dry, it is still infectious by

Water wart (molluscum contagiosum) contact) after the start of treatment

(RGPS (8OO IRIRBRIATR . BB DML T D, HDOVITEXLBE (DI B72n
HLON TR ORI BRI LD ) 23RO VD) IZHFH D3 HE
INTHET

Other infectious diseases _b 7t LAZ DIEGLIE With doctor's consent ERfi D Al RHHET

2.4 Sun protection H BT« B 5R

During the summer months children are required to wear a hat at all times when outside in the sun and also apply sunscreen before
leaving the building. Parents are asked to send in a small bottle of sunscreen, to remain in school, which the children apply to their
face, arms and neck before playing outside. Teachers will help children apply the cream as they learn to be independent with this
task. Please ensure your sunscreen bottle is labelled clearly with your child’s name in English script.

H oM M DB AT I F 2D L ENRHY | B4 DRI A BET kb4 B, &, EFITROIENLHALIRVET DT, &4
T HEBET 1D (BEHFH A X D/NSI2 D) AT —/NZBEFHTEE Y, 7T AL, BFHRD A BET LD Z B D D&Y R — ML ET R,
TEDIRY B TITHZLILE AT, BAHEO BILLORICENVET, HEET DTS TR A OB I ZIEEE (—~ ) TlEo&)
ERFT TSN,

2.5 Safety management 72 4% F

Safety is a priority for CIS and all of its staff. Please refer to the Health and Safety Policy for details, which are reviewed and
updated regularly. Both the Main Building (Registration Number 034018) and the Annex (Registration Number 034026) receive
annual inspections by the Tokyo Metropolitan Government Bureau of Social Welfare and Public Health.
REMEIARLEBASZ Y 7 12> TRBFFH T, FHMICOW T, MERELZRIZOWTD 2B R TIZEW, FEMITEHIRIC
EFRIB IOV S E T, AfE B ERE5034018) LHIRE (BEkE 5034026) 134612, HAHIHEX T-EOFESHET T-EHBEERFEONLH A
DIREEEEZIT TOET,

CIS Main Building and Annex meet the Japanese government standard for earthquake resistant design criteria. Please see section

6 (Emergency, Disaster and Crisis Management) of this document for more details.
CISAHELT Ry 7 AL, A ABUFOMMERRFHEMEL M- L TRV ET, 3T, M FT DI 6 (BaFE- itk KEFEH) 228 MGE
éb \O

2.6 Insurance f-RIZOWT

CIS liability insurance details 185 Z{TARRON AR L
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Insurance Company ) ) o . R
REa Lt Tokio Marine Nichido #¥ff H &)/ 3—hF—R

C Opti .
1%%;23%% phon Liability insurance 55 &AM

Bodily injury liability 5 A5
Payment Limit ZF5\WBREZE ¥50,000,000/per person 500075 /14
¥100,000,000/per accident 115 /15K
Property damage liability xt#yiE:
Payment Limit XAV FREEZE ¥5,000,000/per accident 50075 /154

Insurance Amount
PRIGA%R

2.7 Emergency medical care Z/SURFD &)

Parents or legal guardians are asked to grant CIS and its authorised staff consent to emergency medical care for the child when
CIS is immediately unable to make contact with the parent or legal guardian and because waiting for the parent’s or legal
guardian’s consent could jeopardise the health and welfare of the child.

T BEEREOSE T CISHRES FIITIER % LA LHRE S CERWGE T, KA SO E TR S ZENRREORAAZF LGN T
FREMED D55 E . ARBLOAROAZ y 7 N IR#ICBR AT YL A TR T3,

2.8 Off site visits FR7MEH)

During the year each class will take the opportunity to visit local museums, exhibitions or performances that enhance the
curriculum and their learning. All trips are planned and risk assessed in advance, ensuring safety as well as enjoyment. Details of
off site visits will be communicated to parents well in advance. In principle, we ask all pupils to participate in outdoor activities.
FEREZEL, £#7T7ATIE FOERDEESEL0, T, BRs, HOWVIIBBIFLNHE RO ET, IOLERINE
oW TT RENLRITE LT, BREFTOMRLZ SO FANIFIEE T2 TWET, FHRIMNEEDOFEMIC VLTI, FHa1c
REH DOERA~BHMOE WL ET, KA £ TOENEEIIEBEZIMERDET,

2.9 Safeguarding 722 # 4T K
We consider Safeguarding to be everyone’s responsibility. The aim of safeguarding is to ensure children are kept safe from harm,
enabling them to have optimum life chances and to enter adulthood successfully through:
REDOZ2RE TR BEDOBEETHLHEEZA TVET, ZaHERESRIT, WEPHOPLMEENLRESI, K/ EE2 50 BRIk
BT 50060 7TT,

e protecting children from maltreatment ERFO[Rl#E

e ensuring children are being cared for and are safe at home Z HETLLEZARITIBI L TWDHIEDOHER

=

e preventing impairment of children’s health or development Y2 # 0.0 & 052 D FH 55 D [B138F

CIS takes its safeguarding responsibilities very seriously, working closely with parents to ensure all CIS children are safe in
school and at home. Our full Safeguarding Policy is available to parents upon request.

ART, ZERESRICBIDHEEERIIRIT 1D | fREFOERLOBH I Ob I, AP ARCFHKE TL BB I ELILIIEDE
o BRI GFHET, TELITE U TREE OBFRRICH BTN 72K ENRFTRE T,

2.10 Visitors 517

All visitors to CIS are required to register at the school office where their name and details will be recorded and they will be
issued with a visitor ID card to wear while on site. Visitors will not be permitted to take photos containing children or be left
unattended with children at any time.

PO ME L, ETEHR CTHAATEFEME BRI T EET N TEM T 2720 D ARG RITLE T, DT REER-T-
0 ALy T DR EIRRLAEFELATE T D281, FFrfSh TOEREA,
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3. School Operations i &

3.1 School operations team 5/ A% >~

Day-to-day school operations are managed by the CIS Administration Team led by the Assistant Head of Pre-Prep, Adam Platten,
and the school Manager. The Administration Team is always your first point of contact. They can be reached over the telephone,
by email and in person. Please refrain from exchanging emails and telephone numbers with teachers. See sections 5.2 and 5.3 for
more guidance.

B O E 13, Hii OF B ChHLORIKE, Adam PlattenZ (I LL, A7 —/Lv =T v —PNRNDFH R T — A IEH ST
WET,  FHFERITFIC IR AORYIOEREEALRVET, ZEMREHVELS, BATEITEFA— /L TEMWEDOETE, B
EHERETBRLIIES, M, ZAEDA— L LEREE B AHUI T @ ELTEEN, (FEZ DWW T, 528532 28R TLEEW)

The CIS Management Team consists of the Head of School, Assistant Head of Pre-Prep the Founders, and advisors. Collectively
they oversee the development and implementation of school plans, budgets, recruitment and training, internal and external dispute
resolution, and policy and procedure formation and implementation.

CISY XV AN — A, FRE, BIRE., AIRRE . BLOT R =TSN TOET, 27— /L ORBELREHRGIEOET, THRE
B AZy 7R — =07 NSO, TR FREOMER L OEMEINOD A N—2 B TRELET,

In an extreme event or situation beyond the school leadership’s control, CIS may launch a Crisis Management Team to deal with
the matter specifically. The Crisis Management Team will be dismissed once CIS decides that the Administration Team can
resume normal operation.

FHERT —LBL O RO AN — OB PRI AR 2 DI F FRRRMI ORI TIE, ZORBIRHEL TS T 572 Ofttk s B
F—2Z3E LI DG ERHVET, EBERICEIDBE O E LI CEOLHMSNIIG A faHE BT — AT ET,

3.2 School buildings %4

CIS consists of two buildings: Main Building (3-9-5 Minami Aoyama Minato-ku) and Annex (1F 3-3-14 Minami Aoyama
Minato-ku), which are 5-minutes walking distance from each other. We are located in a quiet and safe residential area.
CISOREE I, AEH (FE 7 LIPS KR 75 1113-9-5) L7 v 7 A (R 15 1113-3-14) D24 5720 | FEARS 5y ORRREC 0 £, BTN TR A7
ELHEHIALEL TOET,

The Main Building has the following rooms: School Office, Library, Blue Sky and Little Star Class. The Little Star Classroom is

used as a Daycare Programme room after preschool hours.
AFEIZIX, FHE, X, Blue SkykLittle Star/ ZAOH=ENHYV E T, Little StarD =T, FHRITHRE L —L2ELTHAKLET,

The Annex has a Reception area and the Rainbow and Sunshine classes are held here.
TP AN, %A, Rainbow&SunshineZ 7 ADHERHVET,

3.3 Travelling to school 27—/ ~Dif=: )51k

We would encourage all parents and pupils to try to walk to school or use public transportation where possible. For parents who
arrive by car and need to leave your vehicle unattended, please use public car parks and do not leave your car idling on the road.
For parents and carers arriving at school using a car with a driver, we ask to use the following turning circle to ensure that all
children can arrive at school safely and efficiently. To ensure good relationships and minimise the disruption to our neighbours,
please refrain from loitering, or leaving cars unattended, on any roads in the vicinity of the school. Please also refrain from
parking a motorbike or a bicycle near the premises for prolonged periods of time.

IERCBEEDOHAL, 25 KEHLAL LR BRI Z ZFIH O TR TIV, IBHTRIBL O 1%, BN IEFE #5420 <72
SV, HIE P EDOETHERINAREE O F L, TR TORENL RO REIBER TELLD . LLTIRAEEDO IO ELT

EILTTES WY, ITBHERD T # & RAFRBURZIR THES . A7 — VHT0 10 COBLE - R M OAF % 1T TR ELIZSV, FCISEHM
HDHWTERL O E R OFED TR E TSI,




Clarence International School | Handbook for Preschool Parents: Guidelines and Procedures

3.4 School security - entering the building 27 —/L-E¥%2U7 ¢ - AfEH{E

The school doors open at 8:45am (early drop users may arrive at school from 8:15am). Please arrive at the school during drop-off
time (8:45-9:00am); after 9:00am the doors will close. If you arrive after 9:00am for any reason, please ring the intercom. Please
ensure that your child arrives at school during drop-off time, unless you have a special reason not to.
8:45amIZA7 — /L DORT MBPIEET (early dropZ ZFIH S DA 138:15amI D BAZ Al . AL RPN (8:45-9:00) IZBAR A BSFAVE L £,
9:00amZ i E £ LIENAEDET, FEFHITLD, 9:00amEAFRIC RS NIZH BT, A Z =R ZIRHL T FEW, EDPIF LR ES
DT, FERIZRE 372V BRY | BEIRFE PN B T RS,

3.5 Drop-off and pick-up ZHIZ2\\T

Standard drop-off time is between 8:45am - 9:00am. Pick up time for the Half Day Programme is 12:30pm. Pick-up time for the
Full Day Programme is 2:45pm.

B OB, 8:45am - 9:00amD ] TRV KL £, N—T T A7 07T LD FREFZANIF#%12:30, 7V T AT 00T ATHF%2:45
FTERVET,

Each class has a specific drop-off/pick-up area:
I AL RS ET N R0 ET,
e Tiny Star/Little Star - Balcony area of the side of Main Building
Tiny Star/Little Star 5 A : KEEHiR YA R D/ )ba=—x Y7 (FED A 0 F8i)
e Blue Sky - Main entrance of Main Building
Blue Sky 77 A ARfEIEH % B
e Rainbow and Sunshine - Main entrance of the Annex Building
Rainbow33 X USunshineZ 7 A : 77 R 7 A1 BEIE Th) 2 B8

Please bring your child directly to the classroom entrance on arrival. At pick-up time, please kindly wait outside the building, the
teachers will bring the children to the doors from the classrooms.

BIEREL, BFARER 7 TAOEIGFTETREN FIW, BRI, HER A OEAH N ETRENLET O T, TRFEZETHRED
EHG AT CRAFBLIZSN,

To ensure the safety of all children, please hand your child over to a class teacher directly and do not leave your child alone near
the entrance. Please do not enter the facility for pick-up before the class ends or drop your child before the 8:45am drop-off time
(this will incur an additional fee for Early Drop - see below) unless you have informed the school office in advance.
BIREOLRDTD, LEMTICB FRREZEN T HEDZLITIBERNVIZE T RAICEZB S EELIZEN, FIBLT —U—R
oy 75 FENCTEREE NN TWDIEE & RE 77 ARFRIFE T RTE2I3I8 % O /FAl8:45D BALFMIET O AT TEWN (T —
J—Ray 2o EL UL FRia I S RIEE ),

Please note, with the exception of trial days, open days and special school events, only children are permitted to enter the
classroom. We kindly ask parents to wait outside when picking their children up. We believe it is important to encourage children
to be independent and responsible.

RERL v 2R AR B | R AT R EL RE | HEEIABWEZT2DIIB FEROHZLR0ET, BHZX ORI, B AV ET
MOINTERD TSV, BN B0 TRV IEEDO T DR OWEEA H 53 TTELID ., e I2LET,
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Early Drop: If you wish to drop off your child earlier than 8.45am, we can arrange for Early Drop from 8:15am with an
additional Early Drop Fee. Entering the school before 8:15 am is not permitted. To ensure staff availability, we can only accept
Early Drop booked in advance. In principle, we do not accept Early Drop without reservation. To book an Early Drop, please
submit the Early Drop Request Form via School Stream by 3.00pm of the previous operating school weekday. Our staff will
contact you after they have received the form. If you do not receive a reply please contact the school office directly for
confirmation at 03 6721 0990.

FHTSIRFAS 73 AR DB 2 i S DG B, PRI 15 /3 K07 —U — Ry 72 FE 22 LN FRET Y, PRl 1553 LART O B TE 1T

BZITLUTRBYEE A, BYIRAZ Yy 7RE AR T D720 7 =) =Ry AT EFT RO AL L7220 R, TR TORFBTHENDITTE
FH A, THEOEENL, Early Drop Request Form% School Stream L0 AR H Biik H OFZ3RFETICBED TSV, 74— ADZMHEE,

ZIEERSEVLET, R FHRNDA =V TOBERROE AR, BRADETBEER (03 6721 0990) ETEHVEDE TSN,

Early Drop Fees are included in Annual Full Package. However, to ensure staff availability please inform us if your child will use
the Early Drop by submitting the Application for use of Early Drop via OpenApply to register your child, and Application for
Regular Use of Early Drop to notify the days of week and time you wish to use Early Drop. All students can apply for regular use.
If you wish to apply, please pick up the designated form from the office.

EM TN =37 =)=y PR b B EN TRV E T2, AZy 7RLERMERE DT80 | EBRIZT —)—Fny Z7ORI iz H Lo
BB 3. OpenApplyll TR B EkE L T2tk EHRIH A LG A7 —)— - Fey 7 EMFHEAE NS HEORA &
REMA AL EB RICTIRE MW, EUFAIE AR TR T, THESNDEEIE. FTE O AMEF5 R LB T IviZs
Uy,

Late Pick-Up: An additional fee will be charged for late pick-up of more than 5 minutes. If your child is in the Daycare
Programme past 3pm, school will automatically provide afternoon snacks and parents will be charged for this.

Please note the school closes at 6.00pm. If you arrive later than 6.00pm for pick-up, this will incur a Late Pick-Up Fee.

B IREZNTS 53 L BB RSN G E AR N AR ET, o, BHE8ERTHRIFEIERE CRE L —LMIELNTWDHEE, Bl
IR OO MESIL, B ORBTHEZLE3, A7 — /W FROIFICHEFE V=L E T, T —BHA DN FHROIFZIEE TLED
Braid, BAEHEIINA , XF AT AR AELET O TITER TV,

Please refer to our Finance and Fee Policy for full details.
FEAINC DN TIE, R ERE R ISR 205 81 TTMERE T EW,

3.6 Authorization for Pick-up % MRS N B RO 5| EPELIZOVT
CIS will issue 3 of the “Authorised Pick-up Card” to each family. Please have the card present (such as hanging it on your neck) at
the pick-up time in order to complete the handover of your child. Please ensure that whoever may be collecting your child(ren) on
your behalf has this card with them at the time of pick-up. If you are a parent or guardian and forget the card, then we will ask you
for your signature at the time of pick-up.

ZFBEIZ 3K D Authorized Pick-up Card%EiAfi £ £ 9", Authorized Pick-up CardiZ, B FAR% 5| ZE T FRITHLELRVET, BEIEJELO
PR, BT D72 E LT, AN ERR TEDEI THR FEVY, Authorized Pick-up CardZ 8 TE/RWGE | SIEIEL ORI EA ML
VET,

If emergency circumstances force you to send a babysitter or irregular person to collect your child, and there are no extra
“Authorised Pick-up Cards” left for you to distribute, please ensure to send us the name (in Roman and Kanji (if applicable)
characters) and phone number everytime in advance by email (phone calls will not be accepted). We will check the identification
of the person so please ensure to ask them to carry an ID card. Please be aware that we will not be able to hand over your child if
the person does not have the pick-up card or if we have not been contacted by the parent/guardian and we can’t confirm the
identity of the person. Please refer to our Health and Safety Policy (available on our website and/or obtained from our
administration office) for full details.

1R T &A572 5% TAuthorised Pick-up Cardz BHH TRWARE =L v Z—D T HAWITIEE AD )T 2 RBFHEO B Z KON E
VXL BB T RIS 4 BT (SR 7 U0 T) EBEE R A A S COEKLIESW (BRECOZAINWELERA) . BHX R, &5
LEDE TERIE QW EET O T, BATIPHER TEDH Mt BRIHICRDIIBIBRALTEEN, H—REBHRH TRV, Fid, &
EH DT IPLTHAEZ NI TVRWE IR ARG BT RE BT EELTHIENTEIEEADT, BREDIIZEN, #l
WZDWTHE, TEFELZ ROV TOH$E TTHER FIW (R— A=V TIHERIED FEHBETETBHWEDE TN,
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For safety reasons pupils are only dismissed to parents, legal guardians or carers who are listed on your child’s emergency contact
list (provided by parents/legal guardians) in case of emergency. To find out more about the registration of the emergency contact
list, please contact the school office.

B, Bk W E G| XL, 242 EOBMND, R#EHDONTIEER R A2 N RRAREEEEY AN A BN RS QOB TGS
ANDT5 # DIESHTHEEET, BEICOWTOFMIT, FHRHECTBRWEbE FEW,

Please fill in the required items (class and child’s name) on the card as the sample below and put the card in a transparent plastic
case. The card will be valid for a year (until the end of August each school year) and the new card will be distributed for the next

school year.
Authorized Pick-up CardiZBFERDBA HiL 7 T AL ZRRATEE | HilROBER T —AIZ AL, A7 — /T HZ FEW, Authorized Pick-up
CardDFZNHIRRITAF LR ETLRVET, WEEMHOEH SN —RIE, BIREAfA S ET,

In the unlikely event that you lose your Authorised Pick-up Card, a reissue fee will be charged. Please refer to Finance and Fee
Policy for the fee details.

Ji 73—, Authorized Pick-up Cardz 3 RSN7=35E FRATAZTEROZLE T, BRITEEIIBIRO T2 LG8 B2 078 1 2k
FALTZEN,

Please note that CIS cannot be involved in family disputes, including parents’ separation and divorce. We expect all the people
who are involved in the pupil’s care (especially drop-off and pick-up) to share and understand necessary information including
school policies and procedures. Our staff will hand over pupils to anyone who is registered on the Authorization list.

CISIZ., DM DRECHER L 5 e CFKIRDOM AT —UIBGE L EE A, BFHROTT | FHCAZ — VRN L T K I - R
DEE T, AT —NVITHR TR & L LERIEROBFEZ LA L CWEEETIOBBEWELET, £, A7 —VAZ Y713, BRI
BARFEEY ANMIRESN TS HF ThIUL, ER7T-THAEOF I ZELEZITVVET,

3.7 Absence KJIZDUT

If your child needs to be absent from school please send an Absence Report Form via School Stream. Please submit the form by
9am for absence notice on the day. Please inform us with the symptoms and name of the disease (if diagnosed) if your child has
fallen ill. Please be advised that tuition fees will not be refunded for absent days and we are unable to offer make-up classes.
RGO AL, Absence Report Form (K Ji5184E 7 4+—2) % School Stream/MH T HEH FEWY, X4 B O K OLEIL, FRTORFETIZZH
LTIV, BRI TRIEDZ AT, SR RMSn 2B 810 W4 FORALZ BV L LT ET, ZXRIEOL A FH KRR
BEIIHRORET O THLNTD I THRIIZEN,

3.8 Punctuality EZ| FiRIZOWT
In the case of late arrival to school, or early/late pick-up, please inform our staff by calling the school office at 03 6721 0990.

Please contact the school by 9am in case of late arrival on the day.
TELLFIBIZ DN T, FHR03 6721 0990F ThH oA Led Tk FEWE, 4 H OEELISF L FATORF £ TICTH#HEZE 0,

3.9 Separation 145

We recommend short goodbyes for children when separating from their parents on the first day. We are aware that for many
children this will be the first time they have left their parents. Please be reassured that our staff are experienced and sensitive to
this situation, and will take great care to ensure children are successfully integrated into the school environment.

AT, BTEET BB ESHUWEREIZEN, 27— /L TLLLU TR ZR T E 589127572012, FIH DB TR OB TR 7y
A (BRI JEHERL TRV ET, R SBEERHIO TOBFIEITIL, (REE LB TR OZ LELA LSEEL | RSS2 7 %
DT TEYVET O TILLTZEN,

3.10 Temporary School or Class closures EfRHAIL £7-037 7 2K

In instances of extreme weather (including but not limited to snow, typhoons, hailstorms, and/or other weather conditions that
may pose a danger to travel), natural disasters (including but not limited to earthquakes, earthquake aftershocks, volcanic
eruptions, wildfires, avalanches/landslides, blizzards, floods, heat waves, tornadoes, and tsunamis), pandemics/epidemics
(including but limited to outbreaks or the rise in infectious disease (such as COVID-19) cases in the city where the school is
operating), and any other event that the National and/or Local Government authorities declare as dangerous and/or gives
rise to a state of emergency (including but not limited to terrorist attacks, a declaration of war, and extraterrestrial events) the
CIS Management Team may decide to temporarily close the school.
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. B, BEERLE DRER G, BLOKITICERELZLT FREMEOHDZOMOR K2 E T (CRLIZRESLRY) | IR,
HESE. KM AE T, =0 RE | ok, B4, %, BRSO BARKE (CRBLIZRESTRN) , 7Ty 7 5%
5 (COVID-19)72E DREYEDHNMN(ZNHIZRES VW) | EF B IO BIGRY BB ERTHLEES | B AaFERR AL
BA (TugEE BEARL . BLOMERA O kT2 5 LRSI IRESRW) CISE LT — AT, 4 — IR L,

In the event that a class has more than 30% infection rate or one or more student(s) or staff are infected with a highly infectious
disease posing high risk to the school community, a class or the whole school may be closed temporarily.

17 ZADI0% LA EDOAGED R —EUEITRRB L7 6 F72iE, LA EOAREL LIRS v T INAT — AR a =T (IR ERYAZ Zb T2
DI RYMEICHEB LIS E | — R E RS H DV NIRRT 2 1 2 55 B 3D £,

In the event that any of these instances occur, information will be communicated to parents as early as possible through our school
Information Management System and by email. Please note that as per our Finance and Fee Policy, class cancellations will not
be subject to refunds or make-up days and additional lessons.

ERONTNINORRDBIEAELTSGE | PROERE P AT LRLE A=V E L, TELHIET BLIRFEE OFRRICERE B EL
F7. PR EHEE BT 8 NS RaIE b RN PIREL v A DR RITITR E A,

3.11 Renewal and Admission of Siblings = .55 D AL B HTIZ-OUNT
At CIS, renewal procedure takes place once a year. Annual renewal information is usually sent to parents during April each year.
For admissions of siblings of an existing pupil, please first refer to the Admissions and Renewal Policy.

CISTIL, BH PR FIZIB ORI TN ET, WAEEORHIZOTEL UL, BHFE4H FIZBMLEL TR ET,
EREDOT DO NFIZOEEL L, [ ANFEEREIZBET 278 1225 TEN,

3.12 Course Change

Once a term, parents can request to increase the number of days or hours or change the days that your child attends school for the
following term, by submitting the Course Change Form two months prior to the end of the previous term (please refer to the
“Admission and Enrollment Policy”).

RIS AT T 02 ARTECICHTE DA — AL FE A2 H T2 8T, B OB B ECCR RO, B A B DAL T
R OZLN AR T (TAELAEFIC T2 58122 2R T,

3.12 Withdrawal
If you wish to withdraw from CIS, please submit Withdrawal Form two months prior to the end of each term (please refer to

the “Admission and Enrollment Policy”).
BFEHEINDGEIL FTE DR TFRE PP T 22, HATE CICTRIKIESW (NP LT 578 223 FEW),

3.13 Photos and Social Media 55HL— /L AT 4T

CIS reserves the right to post photographs from the school day or special events on school-parent communication platforms, the
school website or social media channels as indicated on the school application form.

AZEHIAEOFEROEY | CISIE, R#E OEREDTAIZ=r—2ar T IV T4 — L FROV=T P A, T =X VAT AT Fr R
SRR D [ 2 DAETELRERIZA X NMED T B A a2 MER & R LET,

When pupils participate in special school events, parents are welcome to take photos and videos of their children, but any material
that unavoidably includes the personal information or faces of other CIS pupils should not be uploaded to any social media
platforms without prior permission from CIS. Please refer to our Privacy and Data Protection Policy (available on our website
and/or obtained from our administration office) for full details.

FRATHERE TIIRHEE OES B PO GTENR - © 7 A AL QW THERHE T3 RIICHLO B TR DO BB B4 il
DAEADFEE CELE MM TDIAA TVHE G CENE 2L % | T T — v VAT 4 7 H IR 52 L3R PER T, HAEHRIZ oW
TOFEME, TMEAERBLOT =2 REICHONTO S #FH (FHFTNCB IO A DR TEDN R — LR — P TR TR £97) IS TTREE
AN

3.14 Data Protection {H A\ [FE DO {5#

Personal data provided by you to Clarence International School is used by the school to perform its administrative, educational,
academic and research functions, and for other directly related purposes. No information will be shared with external companies
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other than to those entities to whom CIS is compelled or required to do so under law or in response to a request by a government
agency. Please refer to our Privacy and Data Protection Policy (available on our website and/or obtained from our administration
office) for full details.

THRALTEOE A TEHI L, CISHEE, . E . . St E A, et oo EEEEST2 B CHlEALET, MABRIL, CISHERED
TC, BURHEBI DRSNS B bR SMERE RIS A A 302 L13H0 FE A, SISV TR, ME AMEFRIBS I OT — 2RI
DWVWTOFHE (FHEITIZB WA DR TED R — AN — U CHO TR IET £ 9) I TTHERLIZE N,

3.15 School Bus A7 —/L/3A

For the convenience of our pupils and parents, we run a school bus service during the preschool year on weekdays and also during
our holiday school programmes. Additional School Bus Fees will apply. Please contact the school office to apply.

IV AT, SFRBEO B OGHEBIEA R — D72 | - H YR — VBRI ORI T — A7 — VBRI A — LS AEETL T
F7 . A7 NAANZADZR ISR TEELET, FHELWEITL—MPBHLIAZ AW T, B RETBRVWEhEES
Uy,

The operation areas/routes change periodically depending on where families live. Any new request can only be considered before
the start of each school term (three times a year). Please note that we may not be able to satisfy everyone’s needs. Please refer to
our School Bus Handbook for more details.

NAN—=ME NAOFIHE O FIEOEFHIIE L TR TR T b — M EHIICE T L E T, L —MEEEOIHZIIHEEL UL, £
OB IERT FFRIZ3ED IZOHBEFENET, RTOTHERZIZBIER TERWHELIIWVETOT, HONUHIT THRLIZS N, FELIE, Bl

M AT =N SAZONTOFG[E |2 T B RLSTZEN,

Please receive the information on the latest bus stops and routes from the school’s Administrative Team upon enrolment. School
office will inform applicable parents when changes to stops/routes arise.

B DA L —MTOFEL T, AR B RS 7 KO BZF RIS, Fo, 24 L —MIEH AU BBRITIIBIR T 5
ETCORBE B VZLET,

Note that the School Bus is also used for extracurricular activities and field trips, such as museum visits. Parents will be notified in
advance of the termly schedule for planned field trips and if there are any changes to the schedule. A child will be permitted to
attend the field trip only when the Field Trip Consent Form is signed by the parent/legal guardian of the child and returned to the
Administration Team.

AT =V SAL BRAMEECEA AR L O R ITHE AL ET, A 0 R OFHERE DEFIZHOW T, FATNCIREE OESEIC
BROELET, RiEE FITEEHRAANDERSMAEE T BALNWIZE FHERA~TRNWEE WSSO, @RS
HIENTEET,

3.16 Staff Gifts 2% > 7 ~DFEVH)

Staff are unable to accept regular or high value gifts from parents but written messages and small gifts of gratitude not exceeding
¥5,000 are humbly appreciated.

2By VL ARTEE DO BRI D EMHET L@ MR OMILR ST TEEE AN, BFHERLS5,000M L T OBV EIZBIL TEA TITE
BETWZEEET,

4. Pupil Life 4= 5E D FAL £ TS

4.1 What to bring to school 27— /LIZ B2 58

Parents are asked to prepare items from home so that children can enjoy a comfortable day at school and participate in various
activities. Items that will be used daily, such as cups, bibs and indoor shoes, or a change of clothes, will be kept at school
throughout the term. Items that require laundry, such as naptime blankets will be sent home at the end of each week.
BFRENFER TR RT 7748 TS0, — B &2 BREISE TS T 720 DR b A T HERHTZEEN, a7 2T ENEE A5
AR, AT 2001327 — LV TREWIZLES, Ty 72 A LOTAME, THRALERL O, il HOMK DI RAN
7LET,

Please bring the following items labelled with your child’s name written in English:
TFROBFRFOMIT T TR (0 —=T) THHTEZ DT TRBREBIZS,

All Classes 77 A58
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e A pair of indoor shoes (sneaker type, not crocs/sandals). These will be kept on the school shoe shelf. ENEX (7ay 72/
P HNTIEIR A= — AT 2T HELIZSW)  FHHFIIAT — VORI RE SN ET,

e Set of spare uniforms, including socks and underwear. Please bring two or more sets during the summer season. We can
keep them in the child’s cubby if requested. Please see 4.5 Uniform and Clothing below. #t T T 5% & Lhl RO B
—R(EHII2E Y N L A=V TORE ), HHA45D =7 4 — LERIEL ZHERTIZS W,

School Straw Hat 27— /L4&7E D FE D HiE T
Snack (only if your child has a food allergy). Please refer to 4.3. A7) 7 (B HENEY T LAY -5 BRELOBEIZIRD),
4322 M,

e Lunch, on days when you will not order a school meal from our Catering Service Provider. If needed, we can warm
meals in a microwave oven. Please let us know the heating and storage instructions on the comment section when
checking in to BrightWheel. 7 —#V 7 —ERIDTF Ry AT HEXSNROEAT, BRYEZTHS TV, £,
BrightWheellZF = 7> ST BB MR D DA H - fRAEFHIEIZ OV TITRALZS VY,
Non-spill water bottle with a strap (filled in with water) /it & DO EARKE (kE AN TEREHLIZSWY)
Sunscreen cream and mosquito spray (during the summer). Please give these items directly to the class teacher and
inform them of instructions for use. Please label the items with your child’s name clearly written in English. These items
will be kept at the school. (7)) UVZY—L0M LTy —/b - A7 L — - 2V — LA T FHEOEA | M B4 TR AT UM
EIZZFREA O b 772G ICEE RS, HECISICTRELET,

e Toothbrush with case 773 (r—Aff&)

If your child has a food allergy and will stay for Daycare Programme 70 MR B /L — AMIEONDGE (BT LAX —BH5E T
D7)
e Afternoon Snack ‘F# DR

Tiny Star and Little Star
e If your child wears a nappy, please provide five nappies/day and sufficient wet wipes if your child has not yet finished
toilet training (i.e. pads). ¥t D> DEH 3~ L, EEZ DX —AAVBLIE (ML —=07 8 RE),
e Silicone apron for eating. This will be kept at the school. “ V= B fdio 7 oo (FEHHCISICTRE)

Tiny Star, Little Star and Blue Sky
If your child attends the Full Day Programme, please also bring the following items for naptime 3 737 VT A7 07 T MY A
YT YTENTODEE BREMICU FLIHRIEIV
e Blanket (this should be taken home at the end of each week). 77> 7> (—HEZ LICBRBIFD)
e Comforter (optional; please do not bring any stuffed animals. F3BEDOEDOaL 7 4—&— (LERGE DI, N DHAHDOFE
HIARTRHEZLTZEWY)

4.2 Pupil belongings “EfEDFFHY)

All items must be labelled with your child’s name written in English. Children should not bring additional or valuable items to
school. Also, pupils should not bring any toys such as stuffed toys that are not listed as things to bring to school whilst commuting
to school and returning home. Please note that CIS cannot be held responsible for any non-school belongings lost at the school.
Bringing and using cell phones at school is also prohibited. If used outside of the school (outside the school premises), please
ensure that children are using it under the supervision of a parent or legal guardian and in a manner that is respectful of the public.
TARTOBEFEMUIL T BFRROIBARITETFETI LA TSV, LS OBIMDOBEHY) - HELELTHBIN. HELIESA .
CISIFEEZID LN TEERAD T, BRHWELDITREEALIES N, o, FFHMYAMNIGLHORNBL BRI D Hh a2 —
MEBFFHITROLRNINCBAWVELET (B RIS E L), HHEFEO PO BIAL B TOET, 226, R854 GHHsh)
THEATLHGIIREZTOE RO, N~ T =2 FoTEALTTESNY,

4.3 School meals 522\ T

The Preschool Programme includes two meal times - Morning Snack Time and Lunch Time. We also provide afternoon snacks for
pupils staying in the Daycare Programme. For lunch, your child can bring his/her own meal or order one to be delivered to school
from our Catering Service Provider.

CISOT VAT — VT as T MUTFRIDA T I ZALET T ZALD2ROI—NVEA LR EENET, IRENV—LTIEFROAT I
REL TRV ES, TV FIITRHBNIEKIEL, TV ANDr =2 7T FH = 25472 > T b Luca Delilpb7> Fad—4—L
TUWEEKZEB FIRETT
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CIS adopts the following nutritional standards for its school meals. If your child brings in his/her own meals, please ensure they
are prepared with the following considerations to meet the school’s nutritional standards. If you have any questions or concerns,
please contact the office.

CISTIL, L L EDBLEND FREDORBAELED TRVET, BREFLIHEREIDG T TRORIITER W, LI AR
RLTEMEZSVELESL, FHERETEBMWEDEIESINY,

e Nut Free 7>k |k
We do not allow nuts within the school premises since they are a choking hazard and may cause serious allergic reactions
in those who have nut allergies. Please do not bring any meals containing nuts (including peanut butter) onto the school

premises.
CHREIVRFEZTRBINDGED. RO T VAKX —ay 7 EDRRERD TV 2 BRHITRLRWIIBAWVEHAL LI E
D

e  White/Refined Sugar Free A 5.5 7 [ARPHEAS (1
We encourage pupils not to have sweets that contain white or refined sugar in order to keep them healthy and increase
their sensitivity to natural tastes. We do not allow chocolate, candy or any other sweets made with refined sugar at the
school, including in waiting areas.

i EF RDOREEE, F/ SV BHIZ A RO B O AR H AR X THHH720, 771 A TIENo White Sugar (i 7 7
FURDBEEE L) Z2 e L TWET, ZREIV B ERSZINL5 8 2O —/MHEL Faalb —Movali—% v 7 1%%
BRDLIZRLRVIOBNNZLET,

e As a general rule, all children will receive a snack from the school for the morning and afternoon snacks, so please do not
bring snacks unless your child has food allergies or dietary restrictions that prevent them from eating school snacks. The
morning snack does not contain dairy, eggs, flour, or nuts (except coconut). Children with food allergies other than these
ingredients are asked to bring their own snacks from home. If you choose to bring your own snacks, please follow the
guidelines above. For Afternoon snacks, we provide commercially available snacks that follow our guidelines (no white
sugar, no nuts) but they are not allergy-friendly. For safety reasons, please prepare your own snack if your child has a
food allergy.

JRRI AFRIEFRDAT Y ZICHOEELTUL, RTOBFHICAZ— A0 bA Ty 72 BHLLET OT, BFHRICEMT L LF —
REFHIRDBDY, AT —NAT I HR_RLZENTERWGEE LRV T, BRODIFHBIBIEXLEE, FRIDA T v
AR IR N2 Ty Y (Ea oY AR A B A TRV EY s ZNHO BT USND BN T L LT —ZBRHOB T
RRIZBILEL TE AT w272 Z BENOLIRBEIN, TRV A1, ERROTARTFAATHEL b D a2 T HELIZS
W FRDAT o ZIZOEELTUE, HAZ =V OTART A (AFEEL L, T BRI IR e TR AT 7 LI £ 295, T
X —RNERETIEHVETAD T, BYTLVAF =52 BRHLOBTHIL. ZoEE4B B LLT I HELOTRBEIN

e Ifyou would like to order lunch, please make your order directly to our Catering Service Provider (please find
instructions on how to place orders in Appendix B). For health and safety reasons, we do not accept any other delivery
food.

T FOF—F =T HBDOEEIX, 7TV ALK& ATV DLuca DeliDA—F = 7/ =40 7 7 Ve ZHIHKIES
W DD =2V T RT VAN — DS TBIETEET A (FESCFEDFEMIC OV T, BRMEBEI S RLIZINY),

e If you have provided lunch from home, please ensure it follows the food guideline above and please include the correct

instructions for heating or storage if required on BrightWheel’s comment section. To avoid food waste please ensure the

portions you include in the lunch-box are appropriate and reasonable. To inform the parents how much their child has
eaten his/her lunch, we will return the lunch box home with leftovers if any (please refrain from giving the leftovers to
your child after going home).

ToF ORE FTIESETTEENHVELL, Brightwheel D BMICZFEA T IV, T FH2REBINAL AL, EitoRF T #
ICHEL T DR BREH WX FUoFITID BEO T IL—Y L FOARF 70T — 2 BEHIZARLRWIOBEWVEL FIFET,
BIHERZO HOBFEARHELTICBHMLE T D720, BHRYOEVETRAL FI (TIRBRICB THRICE 2501 % EL 2
SY),

4.4 Daycare {5 /L —1

If you wish to use the Daycare Programme after 2:45pm (after the Preschool Programme), during Daycare-only days, and/or
during Parent-Teacher Meeting weeks, you must first enrol your child(ren) in the Daycare Programme. If you wish to use the
Daycare Programme on a fixed schedule (specific days and times every week), please submit a separate Daycare Programme
application form. Please note that we also require Annual Full Package families to submit this form even though it is included in
the tuition fee, so that we can keep track of actual days of usage). Please pick up the designated form at the school office in case of
applying for regular use of the Daycare Programme.

FA4R205455y (FVAT — VT T T 04 TR D B T A7 770l 750 %0 A | B OYVEILE AR FE i <518 OB 2
BN —LEZFAINDIG AL, ETEMICB THRET AT 7 s 7 L5OR AR EERFHEL QO ERISNET, Fo, ikEo
7o B LR CEHIMIR BN — 2O TR A LS 08613, DI EHR MO RFEEL TRIHKIESV, M7y =08

20



Clarence International School | Handbook for Preschool Parents: Guidelines and Procedures

B RE L LOERIIRERNCE TN TRVET N, EEOHH B HE TR T 72022050 ARE T RHLTZEN) , EHFIHE RS
ENDBHATE, FTEDAE A7 — VBRI TR ZITEWLIZEN,

To enrol in or cancel reservations for the Daycare Programme, please submit the appropriate form via our School Information
Management System by 3:00pm on the day before you wish to sign-up/cancel. Reservations can only be accepted if there are
available places.

HEBORE L — LD EITF v Va2 TR RS 5 813, IR v v e dasng B O/ A B B OFR3FETIZ, 7
BAERE B AT DINBEY T 57 4+ — LEZRHKEIW, TFRIE, BEICER B D56 DB BZTTHIENRETT,

Children who have class in the Annex Building and need to transfer to the Main Building for Daycare Programme will begin
transferring at 2:45pm after the Preschool Programme is finished. Your child will be watched at the Main Building until 2:45pm.
Please note that Daycare Programme fee will occur from 2:45 pm onwards. Please note that children who stay in the daycare room
at 3pm will be charged a snack fee (250 yen).

TVRT—=NAET e AR BN — 252 ZRI A OT-DBIEENOAREE~ OB E DN LRI FRRIT, FHR245 73 LI DB BN L720 £ 7, %2545
S ETIIALET TR FREBTENOLET D, FR24AS D LIEIIRE 7 0T LB AR ET, PR3O CRE /L — AT
TESINTWDEB TERIZIE, ATy Z7BHR50M) BAERLETOTTOIT TR0,

Afternoon Snack Time is between 3:00-3:15 pm. If your child stays in the Daycare Programme during this hour, snacks will be

provided. Please refer to the above 4.3 School meals for details about snacks.
TP DA I ZA L IF%IRE~3IE1 557 720 ET, ZORMAICBFIENRE L — 22 ZRHSNDSG L, ATy 7 BRgtEinET,
AF w7 DFZHONTIL, LFR43DEFITOVNTEI BRI,

For further details on Daycare Programme details, schedule, fees and availability, please contact our Administration Team.
TATT T AT T BIOWTOREM, A7 Y a—/b B, ZRIRBLEIC OV T, 27—V HERETEBHOADOEIIZEN,

4.5 Single Day Sign-up HiH HiA

Half Day Programme pupils are able to extend the day to a Full Day Programme and pupils who regularly attend the school for
less than 5 days/week are able to sign-up for additional days on a day-by-day basis subject to availability.

5 AEANEA A LT OB A HOVTERN—7TA70r 7 0EMAOAFET, ZERUUTISEC T, 1 HBALTRROBMLT VT AT
177 BASDIERZ HUIABNTZTIZT £,

To sign-up or cancel reservations for the Single Day Sign-up, please submit the appropriate form via our School Information
Management System by 3:00pm on the day before you wish to sign-up/cancel. Reservation can be accepted if there are available
places.

HLH HUAE 3R v VA SR LRI AT, R v vV R LSS A ORIPE B B A O %3 E T, PRIERE AT
LIBEE N T 57 4 — bETHRHLKIES VD, TFRIE, BEICEBROL5GEDHBZITTHIENAEETT,

4.5 Uniforms and Clothing = =7 +—2 il Ik

Children must attend normal school days with their school uniforms and accompanying clothes that comply with the school dress
code. Please sce APPENDIX D for details.

CISAEMEIT, A7 —NVARTEDHIIREARERE I ZHEC T REE TTRRLIES W, FHIIC DV T, BRI DA TS HLTEI N,

Pupils should wear comfortable clothes, shoes, coats and bottoms that they can easily wear/remove independently. At CIS, we will
be running many arts-based activities and encourage outside play, please kindly note that clothes may become dirty during the day.
For the days that pupils will have PE, parents are asked to prepare appropriate PE uniforms.

BFREAS E 4 CRITHUCHE B CE DRI R, L, 7— P TIRILTZEN, CISTIL, 77— T 77 AE T RINE O A F 27 ML <O A
NCNDTed , A7 =)L TEENPI L TODEKIRATEND FTREMEDRHVET O T, HHNCD T THRLIEEN, PEORENRH DL BTSN E
FOT, WA T HEIZE N,

You can order uniforms directly from the Clarence website by clicking on the For Parents tab and selecting the School Uniform
Shop (https://www.clarenceschool.jp/school-uniform-shop/). Please make sure to place your first order prior to your child's first
day at school. The purchase items can be picked up at the school office. It is very important that parents label the pupil’s name on
all school items.
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=T — WEUFIAY — VD =7 YA hDFor Parents”? 7 ¥, School Uniform Shop (https://www.clarenceschool.jp/school-uniform-shop/)iZ
T7eAD LEHEIBEANWZZTET, SAFETICE —RHOTBAZBFEELIEIN, ZEIEIC, ZELOFA XL EHE D=7 4+—
LERBELWELET, ZHAWZEWEHIRICIE, 2 TR RO BARTE TEE (R—vF) TBHE T3V,

If your child(ren) attends school with clothing that does not meet the dress code standards, we may lend a spare set of clothes for
the day. In this case, please ensure to wash it at home and return it on the next attendance day.

BARPIREERE TR DRV TTIRKR SN S8 27—V PiOHIRE B ELHL T 258N I SWET, ZORE, 43R
T2 IREPRAR T IRHIKTZE Y,

Please also provide a set of spare clothes complying with the dress code. Please also place the change of uniforms in a Ziploc or
similar bag and write your child's name on the bag in roman letter.

ERA—ABRERE IR >TobDE T ELIESV, Fo, flIROERZITDy Ty 738 ORICAN, B =—/Wd B R0 4 %
H—<FTIRA TSN,

Kindly note that uniform items may be added/updated, and/or the dress code standards may be updated during the course of the
school year. In such cases, we require parents to make new purchases so that their child(ren) are wearing the most up to date
uniforms and meet the most up to date dress code standards.

I, HUIROBIN/EFSIRERE N EHINDGENISWET, 205G LT EFOHIIREZHEAWZ72E& | B OREEREIC
BT REE - HIR CTBELTZS VY,

The following clothing and accessories are strictly not allowed as they may cause injury to the pupils themselves and others:

strings or hoods, clothing with dangerous objects as decorations, bracelets, rings, necklaces, watches, etc)
WORRAT R ML, BT A oM EFITREEIEDAREMERHL7-0 KA, EFRITHF TSN TR EEA: OL7 —R, a7z
BRSSOV R AR, TV AL v, R, Ry 7LV A, KR

If girls use hair ribbons or pins, they should avoid flashy ones and use colours that match the colour of the uniform. Make-up is
prohibited and manicure, pedicure, or big piercings / ornaments that might get stuck on clothes or injure other pupils may not be
worn. Please do not sew patches onto the uniform or make any other alterations which distract from the original design.

A RENIRRE L ZAODEEIE, IRFRbOZST, RO EAHIZEIWEITH—L TTZSWY,

EHEITEE L, ~=F 2T RXT4F 2T GlonnDIORET ARATY 7 el L A& LR T FEV,
HIARICD w2 70 & DRz RE T RN TSN,

5. Communication between School and Families F# - F iz Oaia=4r— 3

5.1 Main language of communication =72{H 535

The main language of communication at CIS is English. We expect that at least one parent/guardian must be able to communicate
effectively in English.

CISTOAI2= =2 av D ERFEIFIFE T, Dl EbRER FIEER RAON— ADFIZHGETOaI2=r — a2 B
LTRVET,

If parents require interpretation or translation in Japanese, the Administration Team will do all they can to support, but CIS may
introduce an additional fee for the service if the additional work is extensive.

A ARGECOBREITIRE L BELTHIGE | FEHERAYY 7N TELRVYPR— L ETH, R —BAHBIC D551, —E X
WEIEHEZ BV T D58V ET,

5.2 General rules of communication #4/1—/1
The Administration Team based in the school office of the Main Building is always your first point of contact. If you have any

questions about the school operations, please speak to one of the managers or contact us by telephone or email.
EARTRR T, TR — A FHHRICOWDOHEGRT — AMIBFRIIZEN, 27— VEE ISP O T EMASHL5 6 FHETH
PR 7 IR NI W20 BEHFHDWIEIA—/VTITHK FIV,

CIS staff are instructed not to give out any personal information. We kindly ask that you do not request any contact details or
social media information from staff, such as mobile phone numbers, Facebook/Twitter/Instagram IDs or LINE/WhatsApp/WeChat

IDs. Please inform us in advance if you have a personal friend, relative or acquaintance among the school staff.
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CISAZ 71 %, B AR EME IR 2NIDIHE R E 52T TRV ET, W EG% 5. Facebook / Twitter / Instagram ID, LINE /
WhatsApp / WeChatDgEfllZaE | A% ZIGEKE LD FERCY — > ¥ VAT 4 T A BRI BRN T FEW, ZIE DAY 7 F— Ll
NHIZR AN BB A WDIEE T FRTNCBMLELTEIN,

Should you need to make an appointment to meet with a class teacher or the School Manager in addition to the termly parental
meetings, please contact the Administration Team to schedule an appointment. Class teachers sometimes send messages from the
class email account to request information they need for lessons, but please refrain from sending emails to this account about other
matters. Please also refrain from contacting the teacher directly via social media channels. Informal conversations may occur and
short questions may be asked during pick-up or drop-off times.

FHIRE RSN FAHULROR T — Vv 3=V — IR A T BENDE A 1. office @ clarenceschool jplZ A—/L & 33k N TH S
JETTHEMNZE WA D TR TS, Z7AULED, I TAR— AT AT M DLy AL BE WS 2 B ST T 52 ENTE 0N
FTH, ZOA—AT RSO B TOTHRESL T E M E O LT HILITBHERL FEV, Fo, Y=y AT 4T T L THRAEIS
BRI Eb B R TS, FEARTEM SRR, 77 AU E~EEB SRV ET,

5.3 Communication channels ##& T B
For effective communication, CIS has developed a comprehensive communication system between families and the school. It is

very important that parents understand how it works.
Micaia=r—ar 205700 AT, ZHEBEOEREFROMICABI B Oa32=r—ab VAT A AL TEYET,

General Enquiries —ixi)7e V&t

For general enquiries and questions regarding your child’s learning and development, invoices or any other
administrative questions, please contact the school office by telephone and email.

BFRROFE R IB T 5— AR BRI TR, f5RE . ZOMOFH FHEICOVWTOTEMIT, EFFFITE AL
THBERETBMWEDELIZIN,

03 6721 0990 (Monday to Friday 8.45am-6pm)
office@clarenceschool.jp

School Information Management System (School Stream) “2{% & #L o A7 2

https://www.School Stream.com.au/download/

For operational and administrative matters, CIS uses School Stream as its School Information Management System. This
can send pop-up messages to parents’ smartphones (so that you don’t miss the important messages), and simplify sending

and signing various forms. Please find instructions in Appendix C on how to download and sign up for the School Stream
application.

AT, HE BLOE BRI T8 AL, FRIFMEH L AT LU TSchool  StreamZ L TITWET, ZIUTLORY T Ty
T A=V PRHEE DAY= T ATEESNET (EERAY B — V%5 ARSI, F7o, SESFRT74+— LD
BAFRENFH L ISNET, School Stream” FVDX T m—R  IHUNIT AV MEERIFIEIZOW T, BRI ECEZ SR
LTEEWN,

Daily Report and School Photo Sharing System (Brightwheel) 5V —L /R —hEEEHILAT T AT A
https://mybrightwheel.com/

For daily communication with the school on the pupil’s health condition, please use the BrightWheel app. BrightWheel is
used for the school and the family to exchange information about the student's health condition, diet, sleep, and/or other
physical conditions. Please do not use it for any other purpose. CIS use BrightWheel to share photos as well. Teachers
post photos of children taking part in activities each day and post via BrightWheel app. It is a wonderful window into the
classroom for parents. We ask that sign-in details to this platform are not shared beyond the parents of CIS pupils. Please
find instructions in Appendix C on how to download and sign up for the BrightWheel app. CIS cannot accept any
personal requests from individual families about the photographs. It is the school’s right to decide which photos to post,
as these are for internal use only, and individual requests will be ignored.

AEFEDOREFER B 9 BEAR - (A E D BTGB T R — NV ETFFEDO R TOaIa=l—a 1214, BrightWheelb\ )7 7Y
ERALTBYET, 2L 0 BB TOEAITBEEX TZS0, 27— /LN TOEFEDIEBI O A RER 1L I/ 357291
% BrightWheelZff L TV ET, 77 AULIZED, 77 INICE H BEEZ RV LET, BEFIES L, ARAEEORES
PN LN TLIESY, THVDX T a—R T AT MEEFTIEIC OV TUL, BR M ERCE TS ILIZIN, 1, 77U
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RSN BEEIZOWT, il 2 DRSO ANRRY 7 2 ANIBZIT WLk ET, BiaShAEEIA—/La3=a
TANTOHIEE S, IR BERE OB BRI EAEF I IR IZHD £ T,

Parental Meetings & A i i

At the end of 1st and 3rd term, the Administration Team will help you organise a parental meeting with the teachers.
This is an opportunity for parents to discuss the pupil’s learning and development. We will not be able to offer an
individual consultation in regards to education beyond and after CIS. However, if we receive questions which may be
appropriate to share with the entire CIS community, we may present the answer to the community in the form of a
questionnaire. Parental meetings must be reserved in advance and the details will be announced along the Preschool
Programme.

VP3P HIR I AR 2 L TRY ., FHRAY Y72 A IR A AR — e L E T, AR, AEDFE RN
DI OV THRAELEEBFEN TEET, AT, PR CNFRRA L F—F v a T VAT — L ~DEY I PE) &5
ZTLTRVEE A, 27— VAo =T — BT T _REFELRTEM WL 725613, BESELWOE TTRESETH
Tel2EET, MRIT B TEMPANUIELRDET, FEMITT VR — AT 0y T LD TIZNLET,

5.4 Complaints &%

Parents are welcome to ask questions and speak with the Administration Team during office hours about any concerns they may
have. If the matter is complicated, we recommend you write an email. However if you find answers to your questions and/or
solutions provided to be unsatisfactory, then, the Formal Complaints Procedure is as follows. The School Management Team may
also choose to elevate the matter so that it is formally dealt with by the school’s Senior Directors.

PRAEE T A7 — VBRI RIS F B R AZy 7 IC B MR TR A L O 3, BRI EMEOHRA 1L, AT
WA FIW, TH—, ZERISH T DEE SRR PR+ ThHEBb 81, IROFNADEY ERZ2 B LI TEIT> TV
PRI ET ARICRY, =T T4 72— ZERUTE RS TG A b I8 VET,

1. Write your complaint and/or suggestion by email and send it to the Assistant Head of Pre-Prep. 3515 R L0 £/ 13T %
FEA—AZTRIBRIZBIEVS TS,
The Assistant Head of Pre-Prep acknowledges receipt within 1 working day. Bl FIZ1E 2% B UNICZEEHRBLET,

3. The Assistant Head of Pre-Prep presents the complaint/suggestion at the subsequent Board meeting. #& &/, B4 —
TAV T TEEBLO TRELRTFLET,

4. The Directors and Administration Team of CIS will give a formal response in writing. #FHF&EFEH AL Y71, FHEIZT
ERUZEZENZLET,

5. The Assistant Head of Pre-Prep communicates with the person who made the complaint within 5 working days from the
acknowledgement of receipt. B F L, ZHEDOMERNGSE ¥ B LINICIR#EE TEE L ET,

Please note that all complaints, suggestions and answers may be published anonymously and shared with the wider CIS
community, if the exchange is deemed informative and useful for the future.
WZT2WWE G RRIRE AR DREIEDIENF I THHLEEbNAY A EA TAY— NVai=aT A ENET,

6. Emergency, Disaster and Crisis Management 2 J5 | fafg s 2

IS R=e

6.1 Definition of an emergency, disaster and crisis %5, 55 GO EFE

CIS’s definition of emergency, disaster or crisis are instances/events of extreme weather (including but not limited to snow,
typhoons, hailstorms, and/or other weather conditions that may pose a danger to travel), natural disasters (including but not
limited to earthquakes, earthquake aftershocks, volcanic eruptions, wildfires, avalanches/landslides, blizzards, floods, heat waves,
tornadoes, and tsunamis), pandemics/epidemics (including but not limited to outbreaks or the rise in infectious disease (such as
COVID-19) cases in the city where the school is operating), and any other event that the National and/or Local Government
authorities declare as dangerous and/or gives rise to a state of emergency (including but not limited to terrorist attacks, a
declaration of war, and extraterrestrial events).

AR TIIRICTERHSIN G FRBAL BA KE FMEROERELET  BAFEXE (B, 2R, LR, BLOVEIIBBIGRELT
LI AIREMED DD E DMK R Z & eI N GICRES2VY) | BARIECE (MR, AR, KL, KR, T/HiE D R ok, 4
W WA BRAE S TRMINGISRESNRWY) | RITHEGN (FEDNEE S TO D HURSPER T TOCOVID-19% D 1572 FEILIE D FIE -
WINZ ST NOICRESNRWE0) | BEOYA REBUF E- I3 T BIRERICIVEER S @G SNTGE | BROVEIIRaFRE
(B D ok (07T n B A & T DI RESZRY) .
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In the event of a significant earthquake with a city wide impact, parents are expected to travel to the school to pick-up their
child(ren) as soon as they can. Children will be kept in their classrooms until they are picked up by an authorised person. If we are
unable to make contact with a parent, legal guardian, or authorised person on the registered list by 6:00pm, then we will
accommodate the child in school with adult staff supervision for up to 24 hours (6:00 pm the next day) while continuing every
possible effort to contact the parent/legal guardian. Thereafter, CIS will report to the police. The school is equipped with food and
water for short-term emergency stays.

BT R RERFEN K S KB RRELZGE | REE OBERITITITEOMI B ROICAT— LVETE FRRE BT B2}
ZEEBRAVHL B ET, (REE FITRBAZEVAMIT BRI IZWTWDERBHAZITNES L5 E T, EFEITHEN TR
LET, A — BHOFROFETICRES  IEERLADDLNNE, BHZHVAMII NN TOD A E TR BT SE
LTI ET, A7 — /T E I O B EIRTE H ORI LK M- THET,

In the event of an emergency requiring evacuation of the school (for example a major earthquake), we will relocate to the local
Seinan Elementary School. In the event that there is a fire at one of the school buildings, we will evacuate to the other school
building where there is no damage. If we are not at CIS when you arrive to pick up your child(ren), please come to this meeting
point instead. We will strive to display information of our location on the bulletin board outside the Main Building and to record
information on a special emergency phone number (see 6.5 below).

AT =V inH O R B DB R HRE CRHUR ) 23 ELTZ5 6 B & /N PRI EE L £97, 58— A7 — B TR KD S8
AELTZBRITIE, BED R AT RWBIOR B IS — IR L 97, 27—V ETEFRREZIZICO DS Lo T2BRITHEL W RNV &

X, ZHHETIBBLIZE, RES ORI E WD B R L OERE R RV LET (HE6.55 ),

We would only allow children to go home with parents or relatives who are listed on the emergency contact list, and whoever
comes to collect your child will be asked to give their name and child’s name to the teacher before the child is released. You will
also be required to show the pick-up card. Please ensure to keep your emergency contact list updated. Please contact the school
office if you would like to make any changes.

FEFRFIZIBO T, PREH 25 0 RS EY AMNIRLRE N TODBUIED (R AIZIRD) 2D, ZHE DAL B FHROA RTZ e AT
BEZNIEW BT BAEREZ B EELWZLET, 07— R0 T ZFS T, BRUEEEVANIF IR OB OIZEH L TV
IO BEWELET, BIIRCAEENDHLG AL, FHRETTEAETIEN,

6-2 EEBHFE RS 2T L IT7 7 — N ICEDHERIDEAY BT —VITHD DRI OV T
In principal, the school will take the following actions in the event of emergency information via J-Alert, etc.
WOEI VAL BRI SHIT 7 — ML ODNT B o7 A1 JRAILL TRO IS Zextis &2 L ET,

Response of the School “#1 5} i :
(1) Before Arrival Time %l

If an emergency alert is activated for Tokyo and Kanagawa Prefecture in the early morning, pupils will be asked to stay at home
(assumed to be around 7.30am-8:30 am). Pupils who have not yet arrived at school should stay at home, while pupils and
parents/guardians that have already left home should take evacuation action. Notice regarding whether the class will be held
normally, starting time will be postponed, or school will be closed, etc. will be communicated via School Stream.

TR B AL R I B - P N R A St RICEE RS WDy THESNTZGE | ARG R BREE L £ (FRlTREEE~8RF 303 248 E L T
WET) , BRATOAEREIL B B, BRI OATELREE 1R TEIZ Lo <7 &, BFERE, WWEDOHY T, RRE DB
JN5E X, School Stream T “HEIFEL E T,

If an emergency alert is activated while pupils are at school, pupils are to remain at school.
ARERPICBRAE R THING AT, AR T CRELET,

(2) During Childcare f&&

1. We will notify you when the J-Alert is issued. 177 — OFRGEBHELET,

2. Ifchildren are in a classroom, we will evacuate to a safer location while anticipating shattering glass, for example, by
moving them as far away from windows as possible. We will distribute emergency hoods to protect their heads. Z(ERNIZ
WOLGEIR, TELRTBEPOEENSEL7RE | T AOREE FRILRRA DIV Z 27 G OB £, B KB ARAR L Ti#HE
SEOHET,
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3. If children are outside, we will immediately evacuate them inside the building. After that, we will evacuate to a safer
location while anticipating shattering glass, for example, by keeping them as far away from windows as possible. FE4}C
WO EIT, BEHITRENICHE ST ET, 20%, CEDRVENORENSEL70E | HTADREEE TRIL NSRRI

WS ET,

(3) After childcare &K T #%
1. Same as (2). Q)& [FIkE
2. Children will be kept inside the school, and will be dismissed from the school after the J-Alert or other information is
communicated to lift the indoor evacuation. The School Stream will be used to notify for early pick-up, etc. “#HX N TLHELRE
BRI 17T —MEIZLY | BNBEEAFEIR T DI MIBEN H -T2 TRISKHG A KV ET, JfE% O #& 1L, School
StreamT AL ET,

6.2 Crisis Management Team &% B i F— 4

In an extreme event or situation beyond the Administration Team’s control, CIS may launch a Crisis Management Team to deal
with the matter specifically, and to ensure that a decision making task force is in place to ensure that the school community’s best
interests are prioritised and met. The Crisis Management Team will be dismissed once CIS decides that the Administration Team
can resume normal operation.

FH AL 7 OHIED RART 2 MBGZRA S OMRBL T IChao 7256 failE BUG IR T — 22305 BT A BARIYITALELL | CIS=
22T e TR EBDORIRPMB LI, M- ESNDZEA M EIILET, FHERAZ Y7 NIEFBYOEE 4 CELHMs - Ha.
AL SEREE B R T — D2 iU E T,

6.3 Online & Remote Learning (ORL) 471 VE— 7—=7

In the event that an emergency, disaster or crisis situation results in halting physical classes at the school campus temporarily, then
CIS will try to launch an Online & Remote Learning (ORL) programme in order to provide continued learning. The ORL
programme acts as a temporary bridge programme during such circumstances so that our Preschool pupils benefit from academic
continuity, as well as peer-to-peer and pupil-teacher interactions.

BRRFR, F . TOMOEERAIRILICEIY | 27— /Ly L AT BRI 1R 3 e — I Ik D 0B D558 | fkfeRI72 7 aie
T DI, A TIIA L TALVE—T—=0 7 (ORL) 707 TA~DOBATICEDET, ORLT R T AL, ZOL57R I TlE— kY
U AP AV A NP G N, UNASYt SNE == b el D AP S N[ EXT 75 M- /N S B

The ORL programme is delivered live via Zoom by the same class teachers and runs on a daily basis on a predetermined schedule,
complete with pupil groupings and digital as well as printed resources sent to parents for at-home dissemination and learning
support.

ORLT RZ T AlEZoom%z I LT, 77 AHULERHONUDIRESTAT Vo —WZin> T, BB AT EAEEITVET, T, ARETEH0 S
N—TI PN TITBIMEEET, RiEFIIT B ETOFEEIR— 2720 T V2NV BIOT Y MM OB A2 WL ET,

Please note that the ORL programme is not to replace normal physical classes. All the fees are non-refundable and CIS cannot
offer make-up lessons, even if the school is unable to offer the ORL programme.

ORL7 0l I MTBH /T ADT a7 T b B EMZ DD TIHRNWIEE, HONUH TEMBETTEN, RENORLT 17 T LA TX
WAL, FETOME A OEEB I OIEREL v AT TENRET,

6.4 Drills EEEER)7s

Our school buildings meet the Japanese government standard for earthquake resistant design criteria. In the event of a major
earthquake or similar emergency, disaster, or crisis which occurs during school operation hours, we will keep the pupils in the
building unless there is visible and obvious structural damage to the building. We hold regular drills each month to prepare the

children for such emergencies.
BEOEYIL, PRl O ET, SEOBIETRBNIZT, AIRERIRY T b 0L &4 R U £, BRI A IC 1R
ML TOET,

Please refer to our Health and Safety Policy for more details. FEAIITZ &4 T #%2 S SN,
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6.5 Emergency communication channels Z%/2R5 0 & 14

In the event of a major emergency, CIS will communicate to parents through email and the School Information Management
System. If these channels become unavailable for whatever reason, then printed notices will be posted on the bulletin board
outside of the school. If no other means of communication is available, CIS will record messages on the following digital message
board.

R BBFEMNRBELGE | AIIA NV BRI OHRERE B AT L2l U TR#E S I ES L £, (DO H TIRb D@
FEDPFIAART L2p o7l RN DR RIS EM AR L E T, Fo, o EFEBPFMTERWES | ROKFLEZ AT
Ay —VhERELET,

Major emergency digital €ase € e )
message board #17122—->CISD é@.ﬁ%&ﬁOS 6721- O99OTEET6 LNTEET,

7. Other important notes = Ot 55t F I8

7.1 Periodic Updates and Changes to this Handbook Z D F-5 | & D& #H72 8028 B IZ-OUV T

From time to time, as may be necessary due to improvements in operating systems, unforeseeable circumstances and changes in

operating parameters, regulatory changes and/or changes in Japanese Law, changes in the needs of school community, and/or due

to the CIS Board’s decisions, this Handbook and the list of Policies and Procedures to which it refers may be subject to updates

and changes. As is best practice, this Handbook as well as our Policies Procedures will be subject to review every Term and every

Academic Year.

FARL =2 al VAT LOBEDTZDHR, THIIIRIL, EE FIEOLEE JEWRIE, A7 — NV a3ia=T4D=— XD, BLOB HH

WOk & el T, YF5IEB LRI — VSR FREFNEFLEN TO2HANIIVET, RBLRT720D, HEBLOZOF]|
R S B L2 TV ET,

7.2 Disclaimer $hE51E

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.

CISIZAFH oV TS 2 R EICBL %@ﬁ%ﬁ&béb\ TENER RNT AFZHDLWVTHEHF OB, 27— EE 2L, ZDRZ Y7 0%

WIEHEE B OBRATIIZRWERR TH R - CHL, GE5 ., ZOMRAOHDOERP DT 56| ZHUE>TELLETOHEREFIZONTA
7 —VBLOE O E 21 Th A R4t Clarence Educatlon IZEDBELEMDRNZEICRIE LI DEHIRLET,
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APPENDIX A - Local Hospitals for Emergency 58 ZURHEEY AR

$%¢Hospital Guidance Dial JBE 4PN 4 (7 /L : Himawari O-F450 03-5272-0303

Phone
Department| Name of Hospital Address Number Closing Day Consultation Time
s 5% EHT AL Rz H AR
8:30-12:00/
Al Tak Building F5 Wed-S
Oritsu Child Clinic ; Soialr(ni arano “;A_mtg o (03) » bl.e H 111?1 15:00-18:00
) = L -5-4 Kita-aoyama, Minato-ku, ublic Holiday
BYoZEH )=y ey NS 6721-1188 *Sat: 8:30-12:00
FHBPEX AL T 113-5-47 1L & BFE LV SF KeH-
Interna] ;’E?%K(%I:;i H U—l H U—II_J 3 k ?Ha j:(Sat) 8:30-12:00
.. . . . Thu*Sun 9:00-13:00/
Otsuka Clinic 4-9-17, Minami-aoyama, Minato-ku (03) Public Holid 15:00-19:00
N ublic Holiday :00-19:
BEonrV=yr TAPRIX T 114-9-17 5786-3288
7 RER PRIl AL *-(Sat) 9:00-14:00
Gaienmae S
n
Ichonamilki Clinic 2-22-17, Minami-aoyama, Minato-ku (03) Publi 1;[ lid 10:30-18:30
TR = SPITN ublic noliaa’
SBGRTN B XA A FUAUEX L2 T B 22-17 5770-5611 ) Y *1-(Sat)10:30-15:30
Surgery D)=l H -1
A J Red C Tue*Fri*Sat*S Mon*Wed*Th
1 SN ublic foliaay OU-150
. HOAB AR KA BAT A 1-22 3400-1311
HATRT (NS K Kede LA L H 7K+ A 8:30-15:00
Itoi Dental Clinic 2-9-1-, Kita-aoyama, Minato-ku (03) Thu-Sun 10:00-12:00/
SRIFERHER BRI AL 7 112-9-10 3401-2592 AK+H 14:00-17:00
Dentist
o) 9:30-13:00/
[ES] /H . . . Sun
Otsuka Dental Clinic 4-9-17, Minamiaoyama, Minato-ku (03) Public Holid 14:30-21:00
— S SPITN ublic noliaa’
KGR K 751114-9-17 3401-6480 Y A(Thu)- +(Sat)
H -1
9:30-18:00
Eijii Building F2, 3-18-17 S
n
Kudo Eye Clinic Minami-aoyama, Minato-ku 03) Publi Llil lid 10:00-13:00/
e 5 1 1aa
THERRR ) =0 S VEIX P 75 1113-18-17 3470-5761 Hoie Fotday 15:00-18:00
Eye doctor TAD—ELIF H -t
R Ometesando taterna Sat-$
mo ‘::" °Cl',' erna 3-6-16, Kita-aoyama, Minato-ku (03) » bl.a H“l‘?d 9:30-12:30/
and Eye Clinic ey ublic Holiday
. I HOAR X AL F (Li3-6-16 5466-9971 14:30-17:30
EBUNBHIA " T H B
Thu*Sun 10:30-14:00/
L. . . . Public Holiday 15:30-19:00
Aoyama ENT Clinic 2-13-11, Minami-aoyama, Minato-ku (03) ond&Ath Sat L5t 3rd&sth Sat
n al ST,oT al
H HE Rz FRBHEX P H 112-13-11 3478-8741 >
77 LI B S R HE X T 1L B 10:30-14:00
ENT 2,41 #1+3+5410:30-14:00
H&
REVSIBN . . Sun
MRz Aoyama Naohiro Building F5, ) ) 9:30-13:00/
. X . N Public Holiday
Yabe ENT Clinic 5-10-19, Min-amiaoyama, Minato-ku (03) 15t 3rd&S5th Sat 15:00-18:30
s st,3r a
RO H A HOTHS X 77 1115-10-19 3409-3387 B *2nd&4th Sat 9:30-13:00
LB PEE LSF . #5244 9:30-13:00
1,351

$<We currently do not have affiliated clinics. BifE, #EHEEFRITRRIT TRV ERE A,
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APPENDIX B - How to order lunch from our Catering Service Provider 7> 7 D% 3 )51k

1. Please go to Luca Deli website: https://lucadeli.com/
Luca Deli®>w =791 (https://lucadeli.com/) (27 7 Z AL TLEE,

2. Click the “Bento Ordering System” on the top right corner of the website and fill in your name, phone number, email
address, then select school name (Clarence International School), and send to register your account.
Luca Deli®hR—A— OF EIZZEWET”Bento Ordering System”% 7V 7958, FHT 10 NGO RN TTEET O
T, BAHI, BEEE 5. email 7 KL 2% AL, F 4 (Clarence International School)z % 7 MHIEINUE(FEL TLEE N,

LUCH DELI ABOUT BENTO ORDERING SYSTEM ~ CATERING CONTACT
ARFY DT F G wE—H— FogUvy  HBLEhE

New Customer Registration

Your First Name (required! Your Last Name (required)
Your First Name Your Last Name
Phone (required) Email (required)
Your Phone Number Your Email

School (required)

Select School s

3. You will be able to login from the login page (picture attached below) with your registered email address and password
sent to your registered email address.
LT 0 MR ERE T T AL L zemail T RL A2 7 AV i/ SAT — R 326N TXFE T DT, Fite/ A2 B2 Temail 7 KL A
EZFLTSAT—RE AN T2en 7 AT HZENTEET,

LUC DELI ABOUT BENTO ORDERING SYSTEM CATERING CONTACT
} S e el oAra e Sarr  omoabe
A CATERING CONTACT

g Uy BRVEDY

Login How to Login

Your registered Email Address You can Login with your registered email address. Please
Copy and Paste the Password from the Registration Mail to
your Browser Login Window. After Login is done, some mail address. Please

Password Browsers allow to save the ID + Password. We advice you . . .
1e Registration Mail to
save this in the Browser for your next Login. If you do use a

s i
public Computer we do not advice to do so. ginis done, some
Remember Me word. We advice you

Login. If you do use a

Loa Register do so.

Regitr

LOS‘ Password?

4. Customer information registration page will appear once you are logged in, please select/ write the payment method and
register your child’s name, class and the size of Bento. Click “Add a Kid” at the bottom right corner to create another
account for his/ her sibling.

Oy AT HLRRGR— VB TEET O T, DA —H —DRNZB AN T IEEZRIUATIL, BFRROBLARTE T A,
BB OV ARERERL TS ZHH THERS > TG AL, B FO7Add a Kid"&227)y 7T 58O 5 THE a5
DLW TEET,
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Customer Page

Complete Your Customer Information

School Name

I Clarence International School I
Payment (required) Account (Qnly if Bank Transfer)
Select Payment 8 Your Account Name

For each Kid First Name only, if Last Name is same as Yours!

Kid 1 (required! Class (required) Size (required) Allergy (if any)

Your Kids Name Select Class o Size for this Kid o Kids Allergy (if any)

Add a Kid

5. Click on the “MAKE A NEW ORDER?” once you have finished registering customer information and logged in.
RGN ELIZD, BT A L TN2I2E | JBUOMAKE A NEW ORDER’ DR K %270y 7L TLIZEY,

6. Please click “Add Bento” of the date you would like to order lunch, and select the desired menu.
A= NFrFOTHMA LB ZEIRL | BHEBRA=2— & BBV V22 E Add Bento’ L, A —H —Ffi & &2 L TEEY,

7, NG CONTACT
@ Choose your Bento's NG CONTAC]
Clarence International School
- -
i .
23
MONDAY %
< y
2 .
WESTERN MENU JAPANESE MENU Plzza g
Tomato Stewed Beef Japanese Vegetable Curry Egg,Tuna mayo Sandwich
Nothing choosed yet 2 Add Bento

BRI

2

TUESDAY

WESTERN MENU JAPANESE MENU ' PIZZA & PASTA
Mac and Cheese Teriyaki Chicken Balls Spinach, Corn and Fresh Tomato Pizza

Order your Kid's Bento for next Month

MAKE A NEW ORDER

You are able to order/cancel by 3pm on the previous day via the website.
F =B — X UERT B PR3 E T = 7 AR LTI T T £,

Please refer to the Luca Deli’s Terms & Condition to know more about how to order, cancellation policy, and payment.
YA — 2 — DT Frr AR — HEWFF RSOV Tl Luca Delid7 = 7 %A + LD Terms&Conditions% = <72 S0,

Menus for the following month are updated on the 15th. We advise you to place your order at once to avoid forgetting. In case
you forget to order or made a mistake, please make contact directly with Luca Deli - 03 5420 9658

FAISHIZEA DA=2—PEHINET DT, ENTICBHRUARITEZN, TELRVELO TAH—F —SNHZLEBEOLET, IH
—F—=H = LENTLETIGEA —F — B VR ENRHST25EG Luca  Delif U TECHEHEIERLZSNETIOBECEHL LiTE
9, 03 5420 9658
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APPENDIX C - School Information and Learning Management Systems “FR 5 i & 58 & B AT L

S
&
.\.

At Clarence International School we use “School Stream” and “BrightWheel” to better communicate with parents.

Please find here instructions on how to download and install each app to your devices.

IITV AL B —F g VAT — )V TCIIRHER DR E DA 2= — a2 LY BT 572812 “School Stream”&*“BrightWheel ?& 1
DT TVEMEHLTOET, ENENDT FVDRHEL BN DT AAZ~DE T m—F [ A A= VBT REDR—TV 2T RLIES
Uy,

About School Stream School Stream{Z-2\V T

“School Stream" is an admin-to-parent app, which allows you to submit any required forms, such as absence forms, early drop
request forms, etc., instantly on your smartphone or tablet. You will also receive important notifications from the Clarence admin
office about school events, news and more. If you do not currently use any smartphones or any tablets, please contact the School
Admin Office.

“School Stream" /327 —/LHH o) LRFEL O ERROH OEEY — /LT, ZHUID, FIZIIRIET 4 — 207 —U—=Nuy 7 75— L75,
77V EOREARETE BRI TEDIDNTRVET, £o, FRODLOKFRBHOEHBERL TODREE DDA~ — T 0K
Ty MIHEEBIINTRET, Av— T4 RF T Ly M B TRWIIAY — L H8 R E TTERE<ES 0,

All the latest posts can be found at the bottom under 'Latest’. You can also tap on the Clarence logo to see a list of folders, and then
tap on the folder you wish to view.
For example: Notices - school-wide notices (e.g. holiday school)
Forms - forms to complete (e.g. daycare bookings, absence notices)

KEC - notices relating to the Kids English Club only (e.g. class cancellations, events)
ETORBOERIL, TED [Latest) O WHERRN 72T 47, F72, TLatest| OEMUICH DI TV ADuARL YT L, TH0F — el
W ET,
ZAaNG —% fil:Notice - FRREERDEBHOE (KT —A7— V7R L)

Forms - 74— (R BNV — LT KIEDIBFIHERL)

Preschool Programmes - 7Y A7 —/L DA 2B FHE UREHERLA XU ML)

Here are the instructions as to how to download and install School Stream for your i0S/Android device. FBEVDT /SAZ~DT 7
VOFE Y a—R A A=V DOFIAITLL T DEBYTT,

1) Download "School Stream" app to your phone (iPhone/Android)

A=2—h7 4 H5School StreamD 7 7V EZ L a—RLUET

iPhone / iPad iOS
1. From your mobile device go to the App Store search for School Stream
BHENDT /A 2T App StoreZ B & School Stream& iR 9%
2. Tap the FREE/GET button to the right of the School Stream listing
School StreamDFED A TR & %4
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3. Tap the INSTALL button > Ah—/LRZ %47

4. Enter your Apple ID and password & tap OK ID&/SAT—R%Z A S

5. Tap the OPEN button OK7R 4> % #f4

6. You will be prompted to accept push notifications, you will need to select OK i@ %1% 5 |Z3% E T 5 COK%E IR
Android / Tablet

1. From your mobile device go to the Play Store search for School Stream I3{£\ >7 /N A 2T Play Ah7 %%, School

Stream&fRFET %

2. Tap the School Stream listing Y ARN)>5 School Stream#% 5432

3. Tap the INSTALL button A2 Ab—/L RHZ %4

4, Tap the ACCEPT button [FZ 3 5%#4

5. Wait for the app to install then tap the OPEN button > AM—/L 352 T Lich, B ##9,

iPhone, iPad iOS / Android. Tablet

1. Create an account. Please SELECT one of the option to continue. 777 M %

I q k9D, 3ODBREKSTEDIH | 1 0% RINT 2,
‘ 2. Once you select one of the options, tap get code. The code will be sent to your
' registered email address or phone number. R LB GRS IETRS AT 5728, get code %
Your accountermpies 9, BEELIZEA— LT RL AL LLIZEFEE 51 ZcodeNEHID,
all app features 3. ENTER the code to verify your account. Type in your first and last name to

continue. EHNTETecodem AL, RAFEGRE XD, LTliE TNV A —LTANTD,

Continue with

EMAIL
l FACEBOOK

i PHONE I

s sz 4. Please wait for the school to approve your account to see the profile. “#IX %% 5
L W DT I NERER O,

5. Once you are accepted, you will be able to access the Clarence International
Great! You have verified School profile. KL SR DT O T 4— VT I EAT S,

your account.

Enter your name so you can send and.
receive messages

‘ CONTINUE ‘

How to delete School Stream account 777> hOHI R 5%

Open the app 77V Bi<

Tap the horizontal three lines at the top left of the screen & /& _EORE = AHE s v~

Tap the "help" from the side menu A FA=2 =3 THDT, —&F FD"Help" x4 v

Tap “Feedback" "Feedback"# %~

Write "please delete my account” in the comment section and put a checkmark on "I agree to provide the information
above for the purposes of feedback and support and submit

SRk
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T AT a il please delete my account (747 2 MIBRAT ) "EEL AL H1%12"] agree to privide the information above for the
purposes of feedback and support (7¢—R/3 27 bR — e HIEL EFROEHRAAEMET 52 LICRIBELE) " IZF =y 7% AdL,
"submit"%& Zv79D,

School Stream accounts are manually deleted by the school stream support team.
R — VAN — BT 7 NE, BB E% . A7 — VAN — AR — 1 F — A2 Lo TER YIRS ET,

S
V 4
.‘.

About Bright Wheel BrightWheel7 7"J{Z-> T

Brightwheel app is used for the purpose of daily reports and sharing your child’s daily life at school.
Brightwheel 7 7’ UiZ, TAV—LR—h (A #H) LEBFHEDAT — L TCOTHF S AT AT AVWELET,

Brightwheel will be used for following purpose BrightwheeliZ LA F D & CHEAWV-LET:

1) Check in your child B 1HDF =y 12

e Parents can use the Brightwheel to check in their children when they go to school. It acts as a daily attendance
record.

TR BRI Brightwheel 2 L TR FAHREZTF =y /AL L TN IZKTENTEET, Ziud, BT LD REEL
THEREL £,

e Please ensure to check-in your child from home before commuting to school. The check-in QR code will be
provided below. However, in case you forget to check-in from home, you will be able to use the pincode/QR
code to check-in using the tablet set-up at the office. You can find your 4 - digit code in the profile section of
Brightwheel.

BFREOT =y 7 AATLTHKANT, ZEBENLBANWLET, F=y /A QRAI—NI TFRRICHERIN TV E
T THENSDF =y /A BB RS TG A X FBAREDOZ 7 Ly MR EVB TP AESNOANI LT R
FEE T MTOF =/ A a—RiE, TV N a7 40— VDT RN E T,

e  Check-out will be done by the teacher when the pupils go home. F=v 77 UM, B THENFEINLERIEAD
JCEAEEATVET,

e Please ensure to follow the steps below for your child’s check-in. For those using the passcode to check-in from
the office device, please follow from Step 3 below.

BFREDOT 2y 7 ANZHONTE, T ELTOFNEILHE > TEEW, H, A7 A AICRESN TS T SAATTF 2y /A
A—REMALTTF =y /A SNDG AT AT T 3B TSV

Step 1. Tap “check-in/out” [F=v27 A2 /TN %8y F LTSN
Step 2. Please scan the QR code QRZ—KZFHAH>TTZEW
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Step 3. Please select your child’s preschool class 31D T VAT — VDI T A% ZBIRTZEN

Step 4. please ensure to select “+add info” underneath your child name and make sure to write your child’s
temperature before commuting to school in the comment section. You may also write comments you would
like to notice or share with your child(ren) teacher here. If you can’t find the “+add info”, please refer to the
screenshots). 3 THD4 FID T2 [+add info (1 A BN ZRINL | B THROBKLRTOMERIRA ZFLALIZS N, 7
FABULITBIETIA SN VAR MR EHVELTZL, 2B T A FIW, B ZRICL T HRIEA R > TR
W, [+add info (152 1B MDA L, RO BE{5 2 T HERITZEEW,

il docomo T 18:01

ull docomo &

Add Info

Woke Up

Last Ate

Undo
Blue Sky Checked In © Last Potty

Pick Up Time

Step 5. Tap “confirm” [Confirm]% 4 v~

Step 6. Please check for the “Health Screen” that will appear next.
WIZFE RS D [Health Scree (T HEZR) | IZF = 7% AL TLIZEWN

ull docomo & 18:01

4 Health Screen

No fever (Under 37,5) O

No cold-like symptoms or shortness 0
of breath

No undiagnosed/new skin condition [ |

Healthy Appearance? O
Morning BM? O
Slept well? D
Good mood? O

Step 7. When finished, tap “check-in” and enter your 4-digit check-in code to complete.
T LELIED, [check-in (F=v 7 AN EXy T L, diDF =/ (a—RE AL TETLET,
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*<Please make sure that your child's temperature is entered before completing the check-in process.

F vl A %5 T THRNCL T BFRROBREITLASNL TNDL L2 THERIZS N,

2) Daily Report/Feed 7 AU —L R —hk-7r—F
e  You will be able to check classroom photos uploaded from teachers via your child’s profile feed on Brightwheel.
Brightwheel DB 7D 707 4 — 17 4 —RZH LT, AERT v 70— R LIV TAORBE EE MBI E,
e You can also receive summed up reports at once via email when your child checks-out from the classroom by
setting up the notification.
BHREILEY . BFERTF =y /TIPSR, T AV — LR = B A=/ NI T EICZIT DI LS ATRET
B

At Clarence International School, we will not use the “Message” function on BrightWheel. Please contact the office via School
Stream, email or telephone to inform us of any request or notices such as early leaves, absences or late arrivals/late pick-up. If you
have any questions or concerns about your child that you would like to ask the teacher directly, or if you would like to let the
teacher know something about your child, please write them in the remarks box (+add info) along with the temperature.

IV AL B —Fat VA7 — LTk, KA BrightWheel D[ Ayt — BRI AL A, Rl K5 BL5E 0 ZH1E, School
Stream, EXA—/V, BEBAEELZEL CHEERETHEWVWZLET, BHRRICOWTEAICHEBEBH X IR0 IERHLGEE0. A
BHOELIZZEENTSWELES, (RIRZFEA T 20 E M (+add info) (2, HEL A DETITRWALIESY,

Please read below on how to set-up your parent account on Brightwheel.
Brightwheel 7 7 hOFRE FIEITILL T OHEY T,

Instructions for Parents &5 A7 b Me&kTIAE

1. You will receive an invitation from Clarence International School (CIS)

w brightwheel

You've been added to [Student Name]'s profile on brightwheel!
[School Name] is using brightwheel to save time and share

information with parents.

Create your Account

Frequently asked questions
What is brightwheel? Brightwheel is the leading early-childhood education app
offering digital check-in, photes, videos, messaging, bill pay, and more!

What if | don't see my child on my brightwheel account? Your secure invitation is
assigned to this email address. If you use a different email address, you will have to

add your child manually with this 10 character code:

What is my check-in code? Your default check in code is I. You can change this

under 'My Profile’ after signing up.
e brightwheel

Join [School Name] to receive updates for
[Student]

Email Addrass

|email@emnail. com|

Passward *

Canfirm Password *

to create a parent account for your child. Once you have received your email
invitation to join your school, simply follow the steps below to create your
account. To begin, click Create your Account.

WG TV A B =T at b A7 —) (LU, CIS) LIRS D7 » ~, 1i#H
AT I MERDZ ERNA—NRBEEET, AA—LEZEINELL, BUFFIAE
TT AT MAER L CTET AUZE RN ET

DI, 1757 MER%(Create your account) | /RZ7> %7 7L TFILY,

2. The email address will auto-fill with the email used to send the invitation,
If there is a better contact email for you, this can be edited after the account has
been successfully created. Enter and confirm a password and click Create
Account.
1B T N MERRIFIZIZ, T AT MEZ RNA— AV O IS e A— L
TRUANZEDEFEHEB TANINET (B L EFRUSMITHEZDA— LT RLANTE
WETHAIL TAV M — BAESNIZRICTEIETEZENFRETY) .

PRAT —RERE, ZHERIEVZ ETHO— B 7 D MEk] (Create your account)
IREF %Yy 7 LTSN,

Once created, you will be invited to download the brightwheel app from the
Apple or Android app stores. Click My Children to view your student's
profile.
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T I MER . Apple 72T AndroidD T FYVARNT BT SV EF T a—RLUTLIEEW, BHEE(ER) DT a7 4 — Ve RaRmTHI2E, 7
ZYVO"<AF LKL (My Children)" %27V~ 7 1L T F&EUY,

Please Note: If you are prompted to enter a 10-digit code, this indicates that you have created an account using an email address
other than the one your school has added to your child's profile. Please reach out to your school directly to have them adjust your
email address, or simply logout, and create an account using the correct address.

EERAMTOa—=R AN ZROONIZSGE)

BERDT 7 MERITHE SN A= LT RL AL ERAI TR FARO 7 07 4= RIS LI A= VT RUARAR =B THLH T L%
RLTCWET, A= LT RLADEEEZFEAERHETRETEL ) —Brl TURN Iz ECT I RDA— VT RL A THEE FEW,

3. Using your parent account, would will be able to fRe#E& H7 D M CIXLL T A ATREE /2D E 7
e check your child in and out,
BIROGETRT =S AN F =07 /F =02 T TR
e sce your child’s profile and daily feed,
BHROT 0T =0 H#ROMERE
e add family & pickups
DT, B Y B DI R OB

For other basic operating details, please see below.
ZOMOBEFTIEOFEHIZOWTIE, TRAISHLIZE N,

Setting Up Your Child’s Profile 5 7407 07— /L 3% &

Within your child’s profile, you will be able to edit the child’s personal information such as
BFROT T 4= TiE BFRROEANEROA T EF)V R ETHILNTEET:

Allergies 7L /L¥—

Birthday #4= A

Medications #33£

Etc. DO

You may also add a family member/contact to your child’s profile
Flo LT RIRTHFARO T BT 4 — L MU DT FH L DT EE A BINT HI L TEET:
1. Log in to the brightwheel mobile app 77" Vices A LET
2. Open your child's profile by tapping on their name
BAROBAFESZy T LTI RT 4 —VEREET
3. Tap the Pencil icon to edit $p%EDT AL %Xy LET
4. Scroll to the section with the Contact Type header you would like to add
e 2 A 7 (Contact Type)~v & —D 257 a  (Contact Section) ~H fix A7 11— /L L C, BAGILAAT 2RI F
B
5. Tap Add lEIN(Add) ) &% > 7 LET,
6. Fill out the contact's information and tap Create
ThEE et A A ) U TER(Create) | 22 7 LET,

Modify or Remove A Pupil Contact 357D Z#& fe A& E FITHIBRS D&

Parents with edit permission have the ability to edit or remove contacts from a student's profile at any time. To do so, log into the
web or mobile app, and follow the same steps to add a contact to locate the contacts sections of your child's profile. Click Edit if
viewing on the web, or simply click on the contacts name on mobile, make your changes and click Save. To remove them, click
Remove next to their name on the web or the X on mobile.

TREEMERRZFFOIREE DT, BFHEDOT 71—V EIBN- D TR e RmE £ ITHIR T DN TEET, Vo7 A REITEAN
ANT FV~al AL, TEAEEEZ BT %A LFRICFIET, £T B RO 7 BT 1 —/LindhHiEiE % 72 a2 (Contact section) i1
FT, V=T VA ETHIULTIREEit) | 227V 7 | TNAVT TV THIULT B SE D 354 Aii(Contacts name) a2y 7L CER L7z ET
[MRAE(Save) | &7y 7 LET, DML BRSNS G, V=7 A L ThT B4R OMIZHD THIFR(Remove) | 27Uy 7 E/3A L
TV THIITXIRZ 27y 7 LET,

Change a Persons Contact Type B COFEIELZ AT T 556
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If you need to change a person's contact type, you will need to first remove them from the student's contact list and then
add them again. Please make note of the email address used. When you add the contact back, choose the new contact
type, enter only the email address, and save. The rest of the information will pull in from their account.

WA AT HEETAEAT. T B FEOTERE LY AN Y B Z YR LT T FO KA B E BN T 55BN
DET, HIFRSNARNT, 34 FEDA— /LT RL RAEAETL TB W T FE,

DG S A BN A BRI BT LV B SE S A TR, A— LT R AD B AU TIRAELE4, ZOMIE B DS #RiTs T
KeDT 7 MnbERESIVET,

BESIIAE A AT ITIEL T, BFARO T 07— VRITER0T 77 ) O T REZREAS 5700 9
| [

9 o

o o

o

Create a brightwheel account

Can check-in & check-out

View activity feed

Send and receive messages Send only

View child's profile

View and pay bills Q

Parents (%74
e Can see all updates in the Daily Feed H $:0> 4T 5 1% #a [ % 7T AE
e Can access all Billing and Payment information 4= CO#ER - I IEFRICT 7 BAH R
e (Can add or remove other adults from the child's profile
BIREOT 07— ) MD ZF IR O 1 A B0 - HIBR AT RE
e Can edit child's profile information J5 14k 7 07 ¢ — L i & fF4E AT HE
e Can message the school, and receive messages in an inbox/sent box that is shared between only Schools and

Parents
PREBGEFE OF LI NI T OZEEE Ry I A L TAY =V DOEZE N AT

Family F %
e Can see all updates in the Daily Feed H#MD4 T HH % 4R
e Can send messages to the school, but cannot receive messages or see sent/received messages.
FERRAD Ay B — VR (R — VAR EREINT ATV ORI )

Approved Pick-ups 204842
e  Can check child in/out I THRDE FELODRILA ] - Feid

Emergency Contact 5/5 258
e Has no access to the child's profile within brightwheel. This is simply a reference for contact information.
HRLB AT EG B THVT 7IND B TR n 74—V EA~DT 7B AT — YR T
e Is the only Contact Type that does not get an invitation to join brightwheel upon being added
fODMEHE Je AT LI HR—IRY | BERSILTH T BN A— TR S EE A

Daily Feed H#
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seee T SA1AM @ 7 F 100%C ¢

Parents will see activities and updates in their child's feed. Parents can also add to the
profile and send messages from here.

TREE OJIE, BAHRO AMEE)DE A DT 7T AT 4R EHIEREMER T DIENTEE
B
SHITTBT 4= VIERDIBIN, Ay E—T O GEEE ECTEITAIRETT,

Enable Daily Report emails H#REHSEA— L O E
Parents have the option to receive Daily Report emails that are a summary of all the day's
activities. They can do this from both the app and the web portal.

@ = O M RlH DS 1L, 2D HOBTRDT /T4 T 1% EL DT A=V DOZAEHRE N AHETT (7
Today ) &'7177\1\9**57/1/@ﬁﬁj375‘%§£%ﬂﬁg)0
Potty
Potty: wet

Calvin ate
Food: all
@ We went outside today!

From the app 77U bk E T 556 :

Tap the 3 horizontal lines at the top-left (iPhone, iPad)
Tap Edit Profile

Scroll to the Send Daily Report Email section

Toggle on/off the setting for their children

1E BT D3RO A4 7 L E T (iPhone, iPadDHH) .
[7'a7 — VO (Edit Profile) | 24> LE T,
H#A—VIRE B ar ECHETAZ AT —/LLET,
BrERICETOREDA LA 75 OEZET,

PONPPON=

From the web V=7 R —2 LG ET B E ¢
1. Click the settings wheel at the top-right of the page ~— % EOBERA—/LE27) I LET,
2. Select My Profile ~A 707 (— VABRLET,
3. Click Edit next to the Send Daily Report Email section H i A—/LD%(FEZ v ar ORICHH MTREEd) 157V 7 LET,
4. Select "Yes" or "No" next to their child's name ¥ THDOL AIORHIZH S N1E (Yes) | £721E NN Z (No) | ZRIRLE T,
5. Click Save [{#17(Save) | 22U/ LT,

When Parents have the Daily Report setting turned on, they will receive the daily email each day after the child is checked-out.
AHOREEA AT DL, BIRDTF =7 TUNSNIZ%, (REH DOHFIZZDO— HOFERPELO TEESNES,

Download Photos and Videos 558 T 4 DX 71 —K

[Downloading and saving media from a child's feed allows parents and
Jfamily to store important images and videos in their preferred manner.
Photos and videos on a child’s feed can be downloaded from within the

app or web portal.

AR B 2D R D SR AN I b A 0D J7 i C B B BB wh ]
B =R LHIENTEET, BEOX VL a—RET 7 Ve =7 R—H L
DELLINLTHAHE T,

8In the app 77 VM HA 7 n— R 584
e Visit a child’s feed and tap on the photo or video F-1££D H REEIZ T 7 AL T, BESEIEEZ XY 7 LET,
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e Tap on the download icon in the bottom for photos and Download in the top right-hand icon for videos to save
to your device’s photo library B EDOEGE T E FEOX T m—RT a2y 7L, BB OSGE34A LoX T
O—R7 A% E T LT, TAAADT 5 FAT TUNRAELET,

In the web portal 77 R —2/LinbF 7 a—RT 584
e  Visit a child’s feed and right-click the photo F-F#£D H SRMEIZT 7R, BEA4LH 7Yy LET,
e Save to your desktop 7 A7 by T ITRAFLET

Note: Videos can only be downloaded from the brightwheel mobile app at this time.
HBNEIBR R TIXEA AN T TUNLD BT m—R AL 2> TRV ET,

@ Alex Demo
Bulk Save Workaround —#&{#:1%

Feed  Frofle  Daily Report

At this time photos must be downloaded individually, not in
batches. That said, there is an easy way to hunt down these types
of activities to download them much faster. To do this, select your
child's profile, then select Feed. From there, you can filter by
Photos, and right-click to download each one.
LROBFFIRENUIFEZ—FE T REBNH v m—RLT
UVLIERBYET, LA n— R AR ETAERA LTI
FReTDHERHVET, T B THROT 0T r— /L2 R,

[7 (—F(Feed)) IR £, D L TEE (Photos)2~ > R TT (/L
BV IV ETHIETEIRLICEEES 7 a—R§ 528N T
EES

Photo and Video Likes ZE LAzl ia ! &4

With the brightwheel app you can use Likes to react to photos and videos posted by your
child’s center.

Simply tap the heart button to do so! Like your favorite photos or videos and show your
center which ones you appreciate the most!
BFREOBRIENOEMINTZEESLEBE KL T, N—RDRF &2y 7T 52T T, T
R ERTZENTEET, BRUCAIDTERETA IV 1ZLT, HRINEDTH
RET HERICASTENEARZ THITTREN,

Please Note: /£ 5
Push Notifications are not available for photo or video likes. This is intended to be a fun

Mia checked in

e by s Sones way to show staff your appreciation, there is not a way to see who liked an image at this
time.

Ty 2B I EERLEII O WOV TS L TWER A (REy 7 IO R HE2 S L
R BHZEEBELTNDTD)

Push Notifications 7> i@ %0

Brightwheel will send a push notification letting you know there is an update for you to check out. Push notifications are available
for both parents and teachers.

TIANT 4=, THERIA LD H DT v 7T — M B O T 57 v 2l fad R ELET, Py o, REF O G LR
THIAATRE T,

Staff members will receive push notifications for in-app messages from parents.
AT VIHREHEH DT HDT TIVNAY =IO T T v oz 2 T B £,

As a parent you can receive push notifications for the following updates about your child:
RAEE DT IIBFARICET DU T ORI EHRE T v 2 @M TR MO LN TEET:

e  Check infout B TR(F =7 /F =T TR

e Photos/Videos GE/E T4
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Notes =B FIH

Messages AvE—

Incidents & Meds it =%

Food, Nap, & Potty &%, 3B, b1
Learning & Kudos #EfERE NI TEELTZ)

Enable Push Notifications on your Device 7 /XA 2 LTy v 2 i@iaE T 5:
You must enable push notifications for both the app and your device.
To enable push notifications from your device (these steps may vary by device):
TIVETRARDR ST TT v 2i@ME AN DUENDVET T A RPLOT v 2@ ME AN HITIT (LD FIE
BT AARICESTRRDBAEDDHVET)
e  Open your device Settings 7 /N1 2D F (Settings) & B = £ 9
e Tap on Apps & Notifications 77"V & H1(Apps & Notifications)x %> L E 9
e Pick brightwheel from your list of applications and tap on Notifications
TV —ar OVANNIST TA M ¢— Va8, @ F1(Notifications) &4~ LET
e Allow push notifications by toggling with switch on
Iy FaA AL T vy ai@maiF il LEd

10:47 AM @ -

ions  brightwheel

On Apple devices the phone notification screen with look like the left photo (this will be slightly
-, different on Android devices):
© i Z I Applett DT S ATIE, FED XS A2 @ A £ 720 £ 3 (Android DT /A A LTI LR 225 i
Show in Notification Center D ﬂ:f;ﬁé ﬁﬁ‘é'l‘@jcéb \ij—) °

Sounds L )

Allow Notifications

Badge App Icon @)

Shaw on Lock Screen @

Customize Push Notifications from brightwheel app
TIANTA—=NT TUNLDT v 2iBEE HAS A AT D

Brightwheel allows you as a parent to customize which activities result in a push notification. This allows you to stay engaged
while limiting the number of notifications you receive. Here's how:
TIANTI A= VBT DL, Rl DI IEE DFERICONT T vy 2@ AT VT AT NCT DG NAL AR TEET,
THICEY T BA T v 2 @M OEAERIRL DD BERT 2 @IS ER I LA RS
R0ES, FIEIFL T O®m T
e  Open the app and tap on the three lines in the upper left-hand corner
TIVERE, K EOIRRE ST LET,
e Tap Edit Profile and scroll to Notifications
[ a7 r— L OffE4E | (Edit Profile)z %~ L [i# %01 | (Notifications)~H[[fj &= A/ 11—/ )L L F
K
e Toggle on/off push notifications for each update type that you prefer
BUHDOEFIAT LT vy 2iBMDOF /A7 02 ET,
e Tap Save [{Rf7](Save)x ¥y 7 LET,

*Note that push notifications default to "on" when you create an account.
*T I MERRIRF R CIE T v 2 i@ RN T 7 AV Tl A IR ESNTEYETOTIEHE TE
Uy,

©
©
©
[ @
©
©
C

Check In and Check Out % FH(F =7 AT =7 TR

Find Your Check-in Code F x>/ AL a—R%&¥E4
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Every parent with a brightwheel account has a check-in code assigned to them upon the account's creation. You will use
this code to check-in/out your child. Here is where to find that code:

TIANT 4=V DT AT e BRFHOREERE DI IX, THV U MEERFICT =7 A a—RREI0 S o ThET, Z0oa—K%
ERML T, BFRRDE FIRT —Z AT = /AU F =07 TUNEATOET, I—FOGFHTLL FFIRCB cEEd:

Log into the brightwheel mobile app 77 A 74—V DEASRANLT FINCRT A LET
Choose the three horizontal lines in the top-left hand corner 7&_ED3AMRA R L F£9
Choose Edit Profile under your profile picture

77 —VEEDO TFIZHDH T a7 41— OfRE | (Edit Profile)Z 3 4R L £9

Then scroll to the bottom to see your Check-in Code

W O P ETAZa—/L L (F =y /A a—F(Check-in Code)ZHEZRL TI/ZEWN

It is vital that you use your own check-in code to ensure proper record keeping! In the attempt to make this easier,
brightwheel allows you to customize your check-in code at any time. Here's how to do this from your profile in the app.
BIE(F =07 AN F =y 7T UMD IEMER R A IR T 20T, F=y /A a— RO HRSHETY, B Z0OFH &z L0
L5720, TITANT 4=V TETF v/ a—RE2 VD THIRETHZENTEET, 7FINDOT a7 41— b,

Tap the Edit icon next your check-in code

F /A A= FICHLREEi) T A2 22y T UET

You will see a red-orange screen with your current code displayed
BHEDA—RRRRSNTRBEDEEARRSNET,

Enter a new 4-digit code L\ atrDa—K%E AL TLFZE0

If your code matches that of another staff or parent, a warning message will be shown, you can still save and use
that code but it is not recommended*

BIRIZBAN UTea — R MDA A= RS O —NEEEL TOLHEEITIE.
BEAyE—URRRINET,

Once you enter a unique code, tap the Save button

EHDa—RE AN LIZD, RAF(SaveyRF &Sy T LET

€ € €

Your code for check-in and locking Enter your new 4 digit check-in Your code for check-in and locking
the screen: code: the screen:

1121

Your check-in co

Premium Quick Scan: Parents Checking in Students from the parent's device
TVIT DIA I A% v ARHEE DWMANOIBFRROB TREANT D56

Parents can check in their child leveraging their own mobile devices by scanning their app over a QR code on the iPad in the

classroom.

Parents will be asked to input their personal 4-digit check-in code as the last step of checking in/out after scanning.

RE D713, BENODIPadlZHHQRA—FIZENAANT FVEINS T ILT, TAFDEAANVEREH AL TR FRRO BT —2 A T)
(F=oIANEATITENTEET,

2BZDOHETY, RiEH DI IAF Y RIE TRT = ATNTF 2o I AN F 27 TINOREDAT v 7 EL T, M DF =7 A
TA—RE AL TNEEET,

ABC /iéade-

nter 4 Digit Check-in C
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How to delete BrightWheel account 777> SO HIER T 1

1. Please email at support@mybrightwheel.com and let the support team know that you need your account
deleted/deactivated. BrightWheel support team will respond and let you know that they have initiated this process.
TAT DB ERLINDG AT, T AV OB E AR E T D FE YR - —AITA—(
support@mybrightwheel.com ) IZ T HHELIZSV, A=V A EE R, FREDAINIZZEAEINT D A—/L ) BrightWheel 0
PAR—hF—LL0EEET,

2. You will receive an email with the subject line "Deactivate your brightwheel account” with a link to follow. If your
brightwheel account is not associated with an email address, this link will come in the form of a text message.
"Deactivate your brightwheel account" &) 44 TA—/LDNEEE4VET, BrightWheel 7 W7 L R A—/L T RL 2% L TIERL
SNTNVRWG S THRANAYE—V OB TRLNET,

3. Click the link and you will be prompted to log into the account that you are attempting to deactivate.
Vo207 UET L, BIBRHOWTEI L 2R LS TODT I MIa s A5 RSNET,

brightwheel

Hello

We've received a request to deactivate your brightwheel account. You can do
this through the link below.

If you have trouble with the above link, try copying and pasting this link into your
web browser:

Team brightwheel

00000

Facebook @brightwheel YouTube Linkedin Instagram

0 App Store

4. Once logged in, you will see this screen asking you to confirm that you wish to deactivate your account. Once you
confirm, you will be immediately logged out and you will see this confirmation screen:
0y A3 58 TROBEDEIZR, TAV Bl b T oM EID MR T DM E AR RINET, MER%E., 3<ITTay
b AR TSI, SOMERBEIE AT RSNET,

Deactivate Account

Deactivate Account

Neactivatina valir accalint will remave arcace fram all erchanle <tiidente and navment infarmatian
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5. Once you confirm, you will be immediately logged out and you will see this confirmation screen which indicates that you
have securely deleted your brightwheel account and your credentials are freed up to be used again should you wish to
create a new brightwheel account.

HR%, I TR, FROMRBEEAR RSNET, ZOMREIEIE, 7T MR ZRICHIBRISNI-Z 2R TVE
T METHIVUL, FEREERALRET DT MERE T HZEMNATRELRVET,

Your account has been

deactivated.

You will now be logged out

Please Note: Once your account has been deactivated, you will lose access to your profile and historical data.
THE T AT LS N L, TRT A= VRBIET — S~ OT 7 e AN TERIZVET,

APPENDIX D - Uniform and School Items flAke 55

Please carefully read the details below regarding dress code and purchase the required uniforms by the first day of your child's
school attendance. When the regular Preschool Programme is running, please ensure to have your child attend in school uniforms
and clothes that comply with the dress code, and please also bring a change of clothes according to the dress code. If your child
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attends school with clothing that does not meet the dress code, the school may lend a set of spare clothes. In this case, please
ensure to wash these clothes at home and return it to an Administration staff member on your child’s next attendance day. Please
note that uniform items may be added and/or the dress code may be updated during the course of the school year.

FIARKLE B3 D LU T OFEM A T EIRSHA, BFREOEFY) H FTICXNERFIR, BLIOFHMEZRBRHZ TSIV, 7VRZ—/LEKLHIZ
T TFREDOFIIR T SHIE ST IRE TTBMRLTEZ N, BRHWIEKBE R XS 2 THIRAFHITIR 7o BERE Z HELIZEW, HiE
IZEDRVIREE TERSNTZS G 13, A — NV DAXT 2B ELELT58 0TS WET, 205613, & ABITTHEDRE ., IKIERRK
RICTRAKIESW, EDRT T=T 4 — LT A7 LHPNBMNENTZY | IRERELERHINIGENITSWET, HONLHIT THRLIIZS
Uy,

Please make sure that your child wears a pair of comfortable sneakers which is suitable for physical education and outdoor play.
Please refrain from wearing clothing or accessories (strings or hoods, clothing with dangerous objects or decorations attached,
bracelets, rings, necklaces, watches, etc) that may cause injury to the child or other children.

HTEh & LTV EBNL Y A 7R T HELTIES ), B E &t B RO R E DR RN /2 IREM D7 5 KR T 74U — (fi<°

7 — | SEBRZREAR SOV AR, i fEdm . Ry LA BRSO TR HEALTEE W,

During Holiday School or Daycare-only days, children can attend school in either school uniform, or their own clothing, as long

as those clothing items adhere to the safety standards explained in this section.
KT =27 =N ARE N —LOHZFIHO BIZOWTE, 2274 — 2% F AVI20Th, WzEhviad ThifnER A,

School Uniforms and Items List k&2 50—

Clothing for each season is as follow 453 —X 14503 AW 72 <HIARIZEL T 0@ T
June-September 6 5 ~9 H : Summer Uniform & Z=iilfiR
October 10 A : Transition Time (either one of Summer or Winter uniform is applicable) #4781 (Z Z=Hil
ik, 4 F=HIRE HHH F A
November-April 11 4 ~—4 5 : Winter Uniform 4 Z=iil il
May 5H: Transition Time (either one of Summer or Winter uniform is applicable) B4 7 (=i AR, 4
FhREBHHE M)

Uniforms must be worn in accordance with the guideline.

$<May and October is transition time so either one of Summer or Winter Uniform can be worn.

$Socks and straw hats are available in two sizes; in principle, we ask that pupils wear a uniform, but if your child is a Tiny Star
and the smallest socks and straw hat are too big for them, please prepare socks in a similar colour to the school socks and straw
hats at home.

HIRIZH AR T A AT > TTHHLIZS VY,

XSH L0 IIBITHILRVET O T, EiR-ARELLETEAWZIZWTHRBEISWER A,

K TR DO I AATHEL TRV ES, JRAI HIIRDOZE A BV L TRBYET A, Tiny StarD 1T, —F/ NSV A XD
R ZOOIETRREWVG AL, A7 — Yy 7 AL B RO FEEDOIE 22 B B TI RISV,

Transition Time uniform B17HDOHlfk (May and October 55 -10H)
e Short or Long Sleeve Polo Shirt -l E7z iz KR ms v
o For school events such as excursion (we will inform you about the dress code for each event) A7 —/L A~ KT
TEMRT LA (L Aa—RIEBEZRZNWZLET)
e Warm-weather Shorts / Cool-weather Shorts / All Year-round Shorts / Skirt TR | JEFOIAR | AR
(F—n =AM FiZAT—]
e Short or Long Socks depending on the bottoms your child wears (e.g. long socks with cool-weather shorts) 7% 32 b2
ANZEDETHT (B JEFOFEIRAIINAY YT R)
e Outdoor Shoes #}EX
o Shoes that are comfortable and easy to move around (no sandals) B & <4< Peig7a il (-2 2 /AT AR TT)
e Clarence Straw Hat ZbHHiE T
o  Please wear this for commuting to school. Straw hats will be worn during short walks as well.
MBS OB HLIEZSW, B0VBHAATHOAEMWZLET,
SPlease do not layer own clothes underneath the short sleeve polo shirt
AR Y O HFITRMOMREZ A HLRNT TSN,
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*<Please note that the skirt is an optional choice and current short pants will remain a mandatory item as it must be worn
if specified such as PE lessons and other physical activities.

AT —MIERHI T, R NIRE DR ZERA RV M8 CEATH720 | 5IEREMWANLALIRVET,

2% Occasionally for school events (the dress code will be informed for each event)

AT = NARCMNTTE AT D ATREMEAR (R A3 —RIZHE RN L ET)

Summer season = Z={ilflx (1st June - end of September)

Short Sleeve Polo Shirts 4R ms +>
Warm-weather Shorts / All Year-round Shorts / Skirt #FD=RXAR | ARy (F— o —XF A | FidAT—k
Short Socks Z=—F/ v 72
Outdoor Shoes 7}
o Shoes that are comfortable and easy to move around (no sandals) &< < PiliZe#ft (Y- 2 AT A A])
Straw Hat £ b1 1
o  Please wear this for commuting to school. Straw hats will be worn during short walks as well.

MBSO E LIS, HNBHETHLERWZLET,

May wear either one of school vest, pull over or a cardigan over the uniform above for extra layer while inside the
building.

FENTORBHDEL T, A= NI —FT 4T TNA == HDHNIRANNT N E T H AW ET,

¥ Occasionally for school events (the dress code will be informed for each event)

AT = NANNTTE T D IREMA (LA —RIIFETRENOLEY)

Winter season % 7=l (1st November - end of April)

Long Sleeve Polo Shirt Elidms v
Cool-weather Shorts / All Year-round Shorts / Skirt JEFD YRR | XKy (A — N —XFAT]) | 232D —b
Long socks /A > 27 A
Vest, Pullover, or a Cardigan XAk, 7 /VA—/3— HOHWNII—T 4
o It can be worn on top of the polo shirt. Either one of the vest or cardigan must be purchased. Please refrain from
wearing your own cardigan or vest.
R YO EbIEATIZEND, AL, RAN VA — = =T B DT O THREI SV EE
o THED EEEZFERTHILTBIEAIZEN,
Straw Hat Zob1E+
o  Please wear this for commuting to school. Straw hats will be worn during short walks as well.

IR OBICZE ALESW, BVBHUE ThAE MW -LET,

*XIn cold weather, children may wear tights or leggings underneath their shorts to keep them warm. These must be plain
and black, white or beige coloured.

O PR, RROTZDIZAR L D TRV F R A T HIENTEET, A TOEIT, B BEmi3n, N—v=
DWT IRV ET,

2% Occasionally for school events (the dress code will be informed for each event)

AT —=NARMNTTE T2 RENA (R A =R EZRNWZLEY)

Others =M1

School Bag 27— /L 377
All pupils must use a Clarence School Bag to commute to school.
BITAE, AT — VN7 TOBFEPUHAERVET,

Outdoor PE/Activities Dress Code PES°S1 il D IR 4
Please bring PE clothes listed below on Mondays. We will keep them in your child’s cubby throughout the week and we will

return them on Friday.
18 A 12 B IZPED FREOfilIR—RX A BRHTEI lEHL TRAZ—/LICTRE L, #EeMRE B ICTRAWLET,

Yellow T-shirt #H@TY v
White PE Cap [\ {4415
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The Cap can be used as a prop for some activities so please do not forget to bring the cap. PE cap will be worn during PE
activities only, and not during short walks. Please DO NOT wear this cap for commuting purposes.
—#. T ITAETAONERLL T AT 25 A0 ISV ETO T, BN TICIRF S, FEIBIFPEEBI T Ico 454 S
o BOVEASTIIE WL EE A, Sz, RO S b B HEA TS,

e School Shorts (No Dress, No SKirt) 27—/ /LXK (AH—RCRL AR T])

e Sneakers (No Leather Shoes, Pumps, Sandals, Crocs etc) A=——4A 7 Oif@hL (V-2 & VAT
There is a possibility that your child may not be able to participate in case wearing shoes other than sneakers.
UM A== —TRBLTZE, L, TR G0 o METB-ELOG S ZRICSINE T RFELm056
NIZWET,

e Drawstring bag to put the P.E clothes {/&#5 —X 3 AD M54

For PE During the Cooler Season £\ \Z=HiOPE//MEONTIE
A non-hooded jersey jacket over a yellow T-shirt can be worn. EFEICHNZ, BEEAWTY ¥V D EIZZ—ROMN v —T T vy bl
k> TLIEE N,

Other Notes = DAl

We can keep your child(ren)’s spare clothes in school, however, please ensure to label your child’s name on all items to avoid mix
ups due to all pupils wearing the same uniform.

HEBEZHADOHIRIFIAZ — N TRETHZENFRETT A, TN TOEENFCLDOEEHT5720  IRELEZBETH72DIZh £ 7 A7 A
YT BFEROBAATZ B OFTIZEN,

How to Purchase the Uniform i A J7ik

Uniforms can be purchased from two websites: Clarence International School website and Tombow School Uniform website. The
items available on each website depends so please refer to the Appendix of the Uniform Policy.

Please make sure to place your first order, preferably, prior to your child's first day at school. We will provide the uniform after the
order has been received.The purchase items will be given to you at school.

FIIRIZ2 DD = 7P ANPOIEANZIETET VTV A B —F 2 aF VAT =N DY =T AR RN FAERDEIL AT, KU x
TH AN CTHEA RTREZR B M 2N ARV ET O T, FEMITHIIRICE T oA DERE TS RIZSN,

AFFETIZEH R HOZIEAZ B EETIES, ZEMEIZ, ZEXOFA XL\ Bz BHELN L ET,

How to order from school website 27—/ /L7 =7 % A OO T HESIES

Please access the school uniform shop on the website (https:/www.clarenceschool.jp/school-uniform-shop/) to make your
purchase.

ZHEADEEIL, v =7 Y Ab (https://www.clarenceschool.jp/school-uniform-shop/) DR a7 T 7B AL TLIEEWY,

How to order from Tombow School Uniform website 78 22E AR SCHA M HOESTF L

1) Please access the website: https:/twosvr.two-shop.jp/school/login/

2) Please click “those who are using it for the first time” and enter necessary information. The access code required here is:
101435 (To log in a second time before your first purchase, please click on “Registered Users”.)

3) You will receive the registration URL in email. Please click the link from the email to complete the registration including
child’s and parent’s information, Login ID, password, etc..

4) You will be prompted to screenshot your login information. Please ensure to save the information.

5) You will now be able to login and access the customer menu. You will always need the access code above to login.

6) To access the ordering page, click on “Order (new registration)” from the customer menu. You will be asked to enter
verification code: 1129. This code will be required every time you access the ordering page.

7) To login after the second time, please use the link here: https://twosvr.two-shop.jp/two/top/index/CLRNC

1)  JESCY AN https:/twosvr.two-shop.jp/school/login/ (27 7 AL TLTZEW Y,

2) WO TCOHIIFIHEE 127y I L, MBEHIAAZZ ANLKESN, 22 THERT 72 A2 —R 12101435 T3 (FlRIE ARTO 200 H 2L
FeonZ A%, [BEEHDFIIIHH 127V 7L TLTEIWNY),

3) BEHOURLAA— N TREET, ARSI TCNBI 7277 L BT HRCRER RO #, v/ A 1D, /SAY —K¢
EOBGATE T LTITES0Y,

4) nTANEREAI)— v ayh T AIMESNET O T, HRELTIREL TTES0,

5) al AL EASa—REIRINET (AT ANUTFERE RO T 7B AT —RPRMLEETT),
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6) FEXAN—UNIT T EARTHITIE, BE A= 2= D ESL IR ER) 12277 LET, BEEa—RO AT ROBIVET DT, 1129
2 NS CTLIZE U (RIS I BB CF)
7) 2 HUBEOZHADEIX, Zhb0Ur 7 ZFHLKIEE W hitps:/twosvr.two-shop.jp/two/top/index/CLRN

If you wish to order additional items in the future, you can continue to do so via the Shop page. For inquiries about ordering
through Tombo School Uniforms or system problems, please contact Tombow directly.

BIEAZ Z R LOLEIE. WO THE Y27 A MLOTIEA TR E WV IZTENFTRE T T, N R FPAREEL TOZHE BT 53/
WEDE, VAT A EORBEEIZOWTE, MR EEB WG ETIZEN,

Samples of products sold on the school website are available for try-on at the school office. If you would like to see the actual
product before purchasing, please contact the school office. 27—/ =7 ¥ A M TIRFSN TODFESICOEEL TE, A7 — A7 ¢
ATH TR ENET O T, RAERARETT, MARNCE D Z ZRITRVTD NG RIE R — A T4 ACBMONEHETZE,

Important Notes 117 38

e  We recommend that you check the measurements of the items (or try them on if they are available for try-on) before
purchasing and order the appropriate size for your child. In principle, uniform items sold via the school website are not
subject to refunds or exchange.

THEARNCY A ARG A TR GRUE FTRBZRRAMIC Lo TTTRE) WelZ&E B3I EITH LI A X DR AZHERL TR ET,
JFAIEL T, A7 =T =7 H AR TIRFBIIN T, B IESRRE T B2 T WL T ET,

e Ifyour child(ren)’s clothes do not comply with the Uniform Policy, we may change your child(ren) into school spare
clothes. Please return the washed spare clothes on the next attendance day to your child(ren)’s teacher.
BFAEOBHERPHIIRIZEE T DHANTHEC TORWNIEE | FRIC TP HIRICE B A D56 RIS WET, 2056, 47 ZUHE
VT2V AR ICE B O BRI FARD 7 T AD e A ~EHETIRHHIKTZE Y,

APPENDIX E - School Dismissal Guidelines due to Extreme Weather 5 K812 L5 TRAART A

In the event of an emergency disaster such as heavy rain or a typhoon, the safety of children is our first priority, and we will

monitor the weather conditions and take measures such as early dismissal or temporary closing of school as necessary.
KRR EEREDBRBKENEAELY S BIHREORZEEHE —ITE L, KERUAEREL HEITET TROO TR R AR 2L
DIEEZLVET,

1) In case of temporary school closure or late arrival at school &R ALK 2B LT D55
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If temporary school closure has been decided the day before, the school office will send the notice via School Stream.
The school may need to make a decision on whether to close school temporarily, to delay arrival time or to open school
as normal on the day depending on the situation. In this case, this decision will be made and notified to parents via
School Steam between 6:00 and 7:00 a.m.

Al E TIZERRHAB 3R E S 723551, School StreamE D ds 152 LET,

RBUTIEC T, BRI, BBRFRE DR, F7= 1308 7 B DI 2 B IR E T DL ERHVET, ZOBE . 4 H A6k
B7REDRIZSchool Stream% 38 U CARFER IS NVET,

In the event that school is open as normal, we encourage parents to carefully assess the safety of the commute route. If
you decide that it is unsafe for you and your child to travel, please do not take any unnecessary risk. In such cases, please
send an absence form via School Stream before 8:45am.

PR BB L TS5 E . IREEE ORERRIZIL, B PR OLZ M EEITHIBIL T2 BEIO LET, BFEnfE
WP ST A T, ST HE R W 272 & | 8845y FTlZSchool Streamd) K i Jia & ZHEHIKTZ S,

Please note that in principle, we will only inform you if there is a change to the normal school schedule. If you do not

hear from us, please assume that school is open as usual.
JRRIEL T @R EICEE DR HLHE DA WL E T, THES RN AT, BHEEYBIEL DL B ZTZIN,

2) Dismissal from school after drop off at school &= % D THIZ>UWT

If the school determines that normal classes cannot be continued due to the extreme weather, we will notify you to pick
up your child via School Stream. In this case, please ensure to pick up your child within one hour.

HHERGOTD | BEREOFE SR ATEEE IR L 735413, School StreamiZ TR ML DT HWAEZ WL ET, ZDEA 47
BRI 1REFH LA I 2 I I L <7280,

In the case of school closure due to an extreme weather event, we ask for your cooperation in taking precautionary measures such
as spending time at home, refraining from going out, preparing for power outages, etc., to ensure the safety of our school

community.
RE LG L DR EOBRIE, BB/, SMED B AFBEA~O AL A7 — N a2 =T A ORREMHIRT D120 O PRI EICD
B A<TIESNET LS BEROWZLET,

APPENDIX F - Medical Forms [ % B8 A

See pages below. FREN—T & THER TEWY,
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Return to School Permission Slip for Type A Infectious Disease
Type AJEYYIE DT DB KT 7]

The diseases mentioned below are those listed in the School Health and Safety Act and guidelines for infection control in nursery
schools (Ministry of Health, Labor and Welfare) for which you must receive a certified medical doctor’s permission before
returning to school. FFEDOFEEIL, FRIRRZEE 2VEB L OMR BTN DGR R AR T AL (RAETBE) (D% FELIIRRT
T BT DENC, P EAOFF AIREZ THV TTZEWY,

Exclusion Period H##5 L1
3 days after the fever subsides 2% 3 H %/l T % £ T

Illness/Disease #i%;
Measles B2 (13 L 2>)

Category JiH

7 days from the onset of symptoms or after 3 days once the fever subside, if
the symptoms disappeared within 5 days from onset of symptoms.
FEIRDMR E > 7 HD> S 5 HUAICKER D& 75 o 72358018, FEIRDMR
o H»5 7THEHXIIMFRL 7%, 3HZREBL THS

Influenza A&B £ ¥ 7 VIV A - B

Rubella JAZ
Until the rash disappears 82K T % £ T

Until all rashes scab 2 CDFHEVH I R/ B ET

Chicken Pox KfBjE (KIiEH 2 9H)

5 days after the parotid swelling starts and overall condition improves
HTBR, IR THOME »HHL 5 HE2RBL., 2ERE»REF
2% % T

Mumps FAFHER TIRE (875 )

With doctor's consent BERTiDFF 235 % £ T

Two days after the main symptoms disappear

EHAERDH A R, 2HZMEL ST

After the symptoms disappear as the infection is very strong
BERADIEF IR D, FERDNER L T 5

Until the cough subsides, or until treatment with an appropriate antibiotic is
completed for 5 days

FHOYUSENS £T %75 HEOMY 2P EWENANIC X 538
BT T5ET

JERBB I E D, o, FIEEICX 2B T L, 48 K2 H 1T T
e 2 M OBEIC X > T, »

T EBESHERI LTS

Tuberculosis f&5%

Pharyngeal conjunctival fever (pool fever)

RIS (77— VB

Epidemic keratoconjunctivitis Jif 71 ARSI

Type A
AT

Whooping Cough F H %

Enterohemorrhagic E. coli B8 Hi Ifil AR5 B I Yuhi

Bacterial gastroenteritis (Salmonella, campylobacter,
Non-Verotoxin-producing E. coli)
MEHEEBR (FLERT - FrvERNI S — -
¥ > v IR KB R)

After the symptoms such as diarrhea have subsided and the general condition
has stabilized and/or there are no symptoms shown

g FERDIZ D, THIR EOIERDIE X & ) BEORENLE L TH S

With doctor's consent BERfiDFF 233 % % T,/ Follow all WHO and
government advice and requirements on quarantine and recovery time.
Students or family members who have visited virus stricken areas around the

Other infectious diseases and global viruses as determined by WHO %
DALD BYHE S %\ IFWHOIC & > THE S 1Ll HARRAT 0I5
HY6(COVID-19, MIBHEARF, =X 7 HE, <2+, FYF
%)

world should not return to the school environment before following all WHO
and government advice and requirements on quarantine and recovery time,
even if symptoms are not evident. FalE % F COMRICBIL £ LT
I3, WHOH X VBN DA & BREITHE> TL 23\, ALK, &
YEDBRDSTED & N % MR % F 7 EFER Z ORI IZ, FERHIH T
Vi, B2 VIERECHEL, WHO L BN & b ST S gt/

B ETOHRMB T §5 £ T, BREEBHEAS LI,

To: Clarence international School

The above named person was absent during the following period, and is deemed medically able to return to school from the date

Class 77 A:

Pupil Name 2 #4:

below, and is unlikely to pose a risk of infection to other class members.
FEOFITTEOMMKIELELIZN, BIRL, BYO T EXER2WERDLNADO THREFFAILET,

Absence period i #H:

Name of the disease J54:

Hospital Name J&[i4

/ / ~ / /
Year/ Month/ Day Year/ Month/ Day
F[) or %1 (Signature)
Date &4 H / /

Phone Number 5% 5
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Type B Infectious Disease

Recovery Declaration Form
Type BIEYERIE F L F &

Type B: Filled in by Parents &5 50 A

To: Clarence International School

Class 77 &:

Pupil Name &4

My child was diagnosed with at hospital (clinic) on and
has now recovered from the illness and has been cleared by a certified medical doctor to return to school.

£ H H JrbE (ERE) 1238\ T PWrEZ T E LT, RENEIELEL/ZO T, Bzl
iﬂ‘o
Parent/Gurdian Name #3444,
Date &4 H / /
Category JHH Illness/Disease i Exclusion Period {5 11-JU1[E
24 to 48 hours have passed after oral administration of antibiotics and the
Streptococcus infection (strep throat) ¥4 i & Huhi: physical condition is well
L5 OPREH R < HURIEPIRER 24~48 BB L Twa 2 &
mycoplasmosis 7 4 2 75 7 WU I;ev’er&and severe coughing have subsided FEE-PH L VIEDIE X F > T
Is able to eat normally without being affected by fever and blisters/ulcers in
Hand, foot, mouth disease T /& I35 the mouth
FEEe N QKA - B 0RE R (. TRORFHEND Z L
Erythema infectiosum f=eMALHE (D A Z¥H) Physical condition is well 25 DIREH R Z L
Viral gastroenteritis (Norovirus, Rotavirus, Symptoms such as vomiting and diarrhea have subsided and is able to eat
Intestinal adenovirus) 7 A VAR (/v -v¥ - I TE 19 mgal as usual
AVAZE) WE, THIFORERPE X E D, FROKFNEND L
Is able to eat normally without being affected by fever and blisters/ulcers in
Herpangina ~JL % v ¥ —7 the mouth
Type B FERCC DN O - B OB, HRogREMENL L
B#! RS virus infection, Human metapneumovirus ngy;ngl;oms of the respiratory symptoms has subsided and physical condition
L ARG, 1 SR HuRE TR SRS -
RS 74 NVABRYHE, A za-Er VAR YLAE IR S L A OIREAS L 7 &
One day or more has passed since the fever has subsided, and the physical
Exanthema subitum ZEFEMEFE L A condition is well and is in good mood
TR 1 B LRG@ L. BIESR ( 280 REBR VI L
Shingles H#r{R % Until all rashes scab &= TDIERH I RNk B T
Head lice -
g The treatment has started BXER % FAMA L TV % Z &
Until the rash is dried or becomes a size that can be covered (while the scab is
Wat " m taci not dry, it is still infectious by contact) after the start of treatment
IR bty agiosum) G, TLADERL T o0, BoTwhELBIIEER 5
S BREOLOTHE L (PERLIWTV RV
B £ 3 BRPRD 5N D)
Other infectious diseases _I* 20D A} 0 Sk GuhE With doctor's consent [ERIO IR 234 2 £ T
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Periodic Medical Check-up Sheet

Child Name A= fE K4 Gender M5 Male 5 Female %

Birthday 424 A H: / /
Year Month Date

Current Home Address B LT T

Parent’s Name ###4 K4:

Remarks / Details fifi Sl

Height & & cm

Weight (&5 kg

Chest Measurement i cm

Chest (tuberculosis) .
W G Yes - Nof

Good B Normal 7] Not well A~ 7]

By

Nutrition ¢ # kA

Spine HHE

Eye Disease iR%

Ear Disease H¥&

Nasopharyngography
SRR

Skin Disease JZ &

Other illnesses
ZOMOFFR L O

Overview #=F

Hospital name J&[i4

Certified Medical Doctor’s Name [ERTiD4 Fir: Seal FlI

Date of Health Check Up Efiti A : / /
Year Month Date
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Request for Administration of Prescribed Medication

BERRORE

Please note, all fields must be completed fully. In the event of any missing information, we will be unable to administer the
medication. TR R TOMEFHETTLALIZEN, BARNDEHDGE KIFELRKDLZENTEEEAD THLNLOH T THRIIZENY,

Name of child A7 K4 Class 77 A:

Name of the hospital / certified medical doctor who issued prescription
AT7 A HUTRbE LA S EE O 4 i

Name of medicine:
i

Dosage prescribed:
W FO¥E &

Times to be administered by school:

P i et ol

Specific storage instructions:

W& Tk

To be administered: orally, in a specific area, drops to ears, eyes etc.

ARITTIE 8 B ¥ G- B AT RS

Dates to be administered:
KPR T (dd/mm/yy to dd/mm/yy)

*Please fill in the blanks. We will be unable to keep the medicine stored at school unless the above questions are completed in
detail. ERLOIEH AR TRASNTOARWEGES | SO BHEIVITANLEE A,

* After the above period, the medicine should be ([] Returned to the parents / [ ] Disposed of )
RREHIRIRS TR TR COD IR (O REEITRAD /1 O FEF LET

Last administered by parent ZZZECheth KN B IRF- 4L 5 &

Date Time Dosage

POLICY

All medication must be in the original packaging with the pharmacy dispensing label intact, detailing the child's name and dosage
instructions, and provided along with any specific spoons/ tools for administering correctly. Ideally prescription medicines should
be administered at home by the parent, however we recognize that this is not always possible. A medication requiring 2 doses per
day will not be administered by school staff, only medicines requiring 3 or more doses will be administered whilst at school.
Non-prescription medication cannot be given alongside prescription medication. If your child requires non-prescription
medication whilst on prescribed medication, we will require a letter from your child’s doctor or pharmacist to confirm that both
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medicines can be taken together. The child must receive a minimum of the first two doses of any medication at home in case of
any side effects.

T TTRE DR — A ASTIRRE T, A | A5, BT RROA R 8 O A2 TRHTTIRE TR EBES, TELRV BRI
FRETL TV IO BEWWZLET, 27—V TiEl H3EILL EOFR 55 NEL A HOWTOAERIKIHE B Z VW2 LET,

ST DI N RE T X DI I G T 52 L3 AR MW= UET N, ZRAL OB H THERG AT, LT Z203E M
FEMEZOKEFRIRHIIRATHZENEELNBOERMS LITIEAIEMO R B EE (T TREFLIEIN,

Fie, HILWIEERA T 2881%, ZFEC2BILL EIRAZL CEWERHZERN RN EEERL Tl WA OB AT — )V TOHR G551
WiLET,

Date Supplied to school at am/pm
AT — M E A BTRIT IR o T2 4]

School Staff Signature
2By T AT YA

Parent Signature

PRAEERRY A
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*For School Use Only
*RREAZ— VAN

Record of Medicine Administered at Clarence
A7 — )V TORIG b,

Date Time Medicine Name
P

Dosage Given

Bl

Staff Signature+

Countersignature
AB T YA +iHE

* Only if you request to have the medicine return
A= OHEARH A LD 7 DI

Date Received from school at

AT — IV IpDI e IR AR

Parent Signature

PREE R T BV

School Staff Signature

AL TR A

54

am/pm




Clarence International School | Handbook for Preschool Parents: Guidelines and Procedures

Allergic Disease Daily Life Management Guidance Chart
TR R BATEE PR R

Depending on the situation, please print out the Japanese or English version and give it to your doctor.
BAs U T A ARGEREIT3EE A 7Y P U CTIERMO F B IELLTEE N,

Japanese Version ( H AFERR)
https://drive.google.com/file/d/1xmzW VnAg6Nn9oXuf0g-DiKSLbxfNODpd/view?usp=share link

English Translated Version (FFERRK)
https://drive.google.com/file/d/1n20qGES8hIMGj8vS4dQwYvIloXGzv9oKwi/view?usp=share link
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