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1. Welcome to That! English Preschool!

This Parent Handbook is an outline of the policies and procedures under which we
operate as a child-care provider and educator. Please read this handbook thoroughly, as
it covers very important policies and procedures regarding the childcare contract
agreement, but also pertaining to the care of your child. There may seem to be a lot of
information, if you have any questions regarding our policies, please do not hesitate to
ask. All families will sign a new contract each year. We reserve the right to make
changes to the policies and procedures, as deemed necessary. Parents will be notified
of any changes in policies.
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2. Registration Checklist:
Children may be enrolled from 2 years through 6 years old.
Required Forms:

e Registration Form
Family Profile including family pictures and person to pick up child
Copy of Health Insurance
Copy of Eligibility for Medical Expenses Support
Copy of Medical Examination from the Mother’s Handbook
Japan Post Bank Account Withdrawal Application
Contract
Preschool Information

*k Please make sure to inform us of any changes to your personal information.
For example physical address and or email address.

ASH LIARICETAF =7 VAR
2D 6 RIEN AR TEET,
PIFoEEAY TR TS,

o LURNL—L a7 4 —A(ASHIAE)
CHFROBR L B2k 5 )5 O FE (Family Profile)
BEEEIRBREED = 7 —

TEB CRERE S ERKGED 2 B —
BT FIROMBM O = v —

DD H LEITOF &L LHIAE
TR

FIHIZ>WT

XCEFRUBFERES(ZEE, BHERIIA AT FLAORBRNEOEER H 513
FTEMOELLTEIVY,



3. Definitions:

That! English Preschool operates on a full day schedule. Children are expected to arrive
at 9:00am and are to be picked up at 1:30pm.
*For the first two weeks of preschool, classes will end at 11:30.

Levels at the preschool are as follows:

Class Name / Level Age
PK - Prekindergarten 2-3 years
K1 - Kindergarten 1 3-4 years
K2 - Kindergarten 2 4-5 years
K3 - Kindergarten 3 5-6 years

Our days of operation are five days a week, Monday through Friday. At the PK and K1
level, 2, 3, 4 or 5 days a week can be chosen. For K2 and K3 levels children can attend 3, 4,
or 5 days a week.

The amount of days attending can be changed at any time throughout the year if there is
space in the class. Requests for course changes are to be made by the 10tk of the prior
month.
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4. Fees and Payment Policy:

Course Monthly Price Lunch Maintenance Fee
2 d/week ¥27,720 ¥1,840 ¥ 3,000
3 d/week ¥ 38,610 ¥2,760 ¥ 3,000
4 d/week ¥47,520 ¥ 3,680 ¥4,000
5 d/week ¥ 54,450 ¥4,600 ¥5,000

(Tax is not included in all prices)
Entrance Fee:
The entrance fee is ¥ 20,000 and is to be paid once at admission.
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Maintenance Fee:
The maintenance fee covers utility costs, equipment, books, and toy expenses, etc.
The maintenance fee is to be paid with the monthly fee for April for the entire year.
(Prorated monthly if joining after May.)

Payment Policy:

Each student must register an account at Japan Post Bank and complete the
application form given out upon registration. The completed form is to be returned to the
preschool.

Monthly payment withdrawals fall on the last day of the prior month. If the last day of
the month should fall on a weekend or public holiday, the withdrawal will be on the
following business day.

Should the account have insufficient funds, a second attempt to make a withdrawal will
be on the 10th of the next month. Should the second attempt fail to receive payment,
notification by email with a request for a payment for two month’s amount on the
following payment day will be made. If the 10th of the month falls on a weekend or public
holiday, the second withdrawal attempt will fall on the following business day.

The first two months payment (monthly fee, entrance fee, and maintenance fee) is to be
paid by bank transfer before the first class begins.
The first withdrawal will commence from the 3rd month of attendance.
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5. Termination Policy/Exclusion from School for an Extended Period of Time:

That! English Preschool is a monthly based payment system, so it is not considered to be
a Provision of Specified Continuous Services. Therefore, That! English Preschool is
exempt from providing a cooling off period according to the Act of Specified Commercial
Transactions law.

If you decide you want to withdraw from the program, notification either in person, email
or in writing by the 10th of the month is mandatory. If notice is not received by the 10th,
the next month’s fees will apply.

For example: If you want to withdraw by the end of April, notification is due before April
10th,

If you want to take some time off from the preschool and return at a later date, we ask
that you give notice by the 10th of the month before the student will stop attending and
the duration of the time off. The fee for the extended absence is 50% of the regular
monthly fee not including tax. During the extended absence it is not necessary to pay for
lunch. The maintenance fee is not refunded during extended absence.

If you should decide to return early from a long absence, please inform us by the 10th of
the month prior to returning.

For example: If you want to take the month of August off, please notify the preschool by
July 10th,

In both cases paperwork related to either class withdrawal or taking time off will be

given after the contact is made.

*k About quitting after joining the preschool*
If for any reason you decide that you want to withdraw from our preschool after

completing the paperwork there are some rules that apply.
e If you decide to withdraw BEFORE you take any lessons you will be refunded the
2 months amount of monthly payment which was paid during the entry process.
e If you decide to withdraw after taking a first lesson, one month’s payment will be
refunded, which was paid during the entry process.
e If you decide to withdraw after entering the second month of lessons we will not
refund any of the monthly payment paid during the entry process.
*In any of the cases above the entry fee will NOT be refunded.
e The maintenance fee will be refunded at 3,000yen per month for the remainder of
the contract.
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6. School Business Hours:
That! English Preschool is open from 9:00am~1:30pm Monday to Friday. Telephone
inquiries can be made from Monday to Friday from 8:30am until 3:00pm.
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7. Schedule:

Each student will be given a schedule for the year running from April to the end of
March. Should there be any changes throughout the year, parents will be notified
immediately. Classes will not be held on days that are highlighted in red. Please keep
the schedule posted in an area of your house so that you can refer to it frequently. Should
you lose the schedule, please notify the teacher to receive a replacement copy.
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8. Class Cancellation:

Classes will be held according to the yearly schedule received upon registration. In the
case that a class must be canceled because of illness, severe weather conditions, an
earthquake and such, notification will be given on the day prior to the class being
canceled. In cases of severe weather and other events that make it dangerous to come to
school we will also cancel classes but will not schedule make-up lessons or return money.
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9. Make-up Lessons:

If students are absent from class at any time during the month, a student can make up
one lesson in the month in an alternate class. All make-up lessons must be scheduled
with the teacher prior to the day of the make-up lesson. Children who attend five days a
week are unable to receive a make-up lesson.
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10. After-Care:

Parents are asked to pick up their child on time; however, sometimes lateness cannot be
avoided. For any reason the preschool can provide after-care until 2:30pm. Please inform
the staff if you should want after-care. The following are the fees for after-care:

1:30-1:35 - No charge
1:35-2:00 - 500yen
1:35-2:30 - 1000yen

The after-care fee is to be paid in cash on the day when the child is picked up.
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11. Health Matters:

For the health and safety of all children at the preschool, we ask that you not bring your
child to school if they are sick. Students who present mild cold-like symptoms like a clear,
runny nose, a slight cough, and no fever are allowed to come to class. Should your child
be exhibiting stronger symptoms like vomiting, diarrhea, fever (37.5°Cand above) or has
been diagnosed with any contagious illness, we ask that you refrain from coming to
preschool.

Note: Should your child become sick while at school, the guardian will be notified to come
and pick him or her up. Once your child has been sent home from the Preschool they may
not return until the symptoms are no longer present.

Children with these illnesses are not allowed to come to preschool:
e Influenza (The child may return to school 5 days after becoming sick and 3
days after the fever has gone.)



e Whooping Cough (The child may return to school when the cough goes away
and the antibiotics are finished)

e Measles (The child may return to school 3 days after the fever has gone.)

e Mumps (When the swelling of the glands has gone and has not had a fever for 5
days the child may return to school.)

e Rubella (The child may return to school when the rash is gone.)

e Chicken Pox (The child may return to school when all of the sores have turned
to scabs.)

Pool Fever (Viral Infection: Sore Throat and Pink Eye) (The child may return to
school when all symptoms have gone and 2 days have passed.)

e Tuberculosis (After receiving permission from a physician, the child may
return to school.)

e Meningitis (After receiving permission from a physician, the child may return to
school.)

IMPORTANT:

Should your child become ill at preschool, the parent/guardian will be notified
immediately to come and pick up your child. If your child should happen to feel
better, then early dismissal is not necessary.

Should there be a medical emergency and your child is in need of immediate medical
attention (and contact with parent/guardian cannot be made), treatment will be
sought at our local clinic. The following is the information for the clinic associated
with the preschool:

Miura Clinic
Address: Saitama-shi. Kita-ku, Nisshin-cho 2-989-10
Phone: 048-662-0077

Health Check-up:

Children enrolled in the preschool must receive a health check-up twice a year (6 months
apart) and must submit documentation from the hospital after the check-up has been
completed. Your child must complete the first health check prior to entering the school or
within the first month of enrolment.
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12. Child’s Absence:

If your child will not be attending preschool due to illness or other reasons, please let us
know by 08:45am, so the staff will not be waiting for your child to arrive. Additionally, the
lunch bento order is made at 09:00am therefore notification of absence will allow us to
order the correct amount of lunches. Contact in the form of telephone or email are
sufficient.
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13. Evacuation Procedures:

In the event of a serious accident or natural disaster, the staff and the children will be
removed to the local evacuation area. The designated area is located at Nisshin
Elementary School. Should parents arrive at the preschool in the event of a disaster and
not find anyone, please proceed to the evacuation area directly.

HEEDOFIFIZHOWT

HRBRFEREITIBRKEER ENRE TGS, B1Hke AY v 7B OREEEFTIC
BESC/THREEE U F 9, m. MUk CRE SRS AT I B NER B 7 0 T,

KER, (R#EH D J77)5 That! English Preschool NT, BTHECA Y v 7 & O 510720
Laid, B, HENFERAMDN- T TE S0,

14. Toilet Training/Diaper Policy:

We will do our best to assist your child in learning how to use the toilet. Trips to the
toilet are regularly scheduled for example, before and after activities, before lunch etc. If
your child has not been toilet trained, it is the responsibility of the parents to provide
diapers and wipes. Please periodically check to see if your child may need more
replacements of these items.
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15. Toys:
Children are not encouraged to bring toys so we ask that you leave all toys at home.
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16. Open Door Policy:

We want to encourage parents to come and watch their children. We ask that you make
an appointment with the staff. We limit observation to 30 minutes so as to not disrupt
the rhythm of the class.
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17. Behaviour Management and Discipline:

We believe that the discipline of a child is achieved through patience, consistency, and
positive reinforcement. We want to try and teach children to use manners, be kind and
respectful to others. One of the ways that we do this is to set an example ourselves. We
understand that our actions and reactions speak much louder than words. We will
explain the rules of the preschool frequently so that children will understand them and
know what is expected of them.

At all times, the children are given positive reinforcement when demonstrating
acceptable behavior.

If the child disobeys the rules of the preschool the following guidance techniques will be
used. The following techniques are as follows:
1.Redirection: The child is redirected to do another activity and given an opportunity to
try again at another time.
2.Time Out: The child is separated from the group for an age appropriate amount of time
(one minute per one year of age). This technique is only used when a child repeatedly will
not follow our directions or listen to our words, is exhibiting temper tantrum type
behavior, or hurting oneself, others or equipment. When the child shows that he or she is
ready to demonstrate acceptable behavior, they are encouraged to join the rest of the
group and try again.
3.Last Resort: If the child’s behavior becomes uncontrollable, the parents will be
contacted.
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18. Cleanliness:

We try our best to keep the preschool clean as much as possible to minimize and prevent
the spread of germs. We regularly clean surfaces that children come in contact with anti-
bacterial cleaner. The toilet area is cleaned daily.
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19. Arrival and Departure:

Please send your child to preschool clean, dressed, fed and ready for the day including
the necessary supplies for the class. Please make your goodbye brief. Never leave
without saying goodbye to your child. Please drop off on time and pick up on time. Please
make sure to follow traffic safety rules around the school.

Please refrain from coming too early to pick up your child.
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20. Supplies Needed at Preschool:
Parents will be responsible for supplying the following items:
e School T-shirt
School bag
Diapers and wipes
Towel with a hanging loop
One small toy (if needed)
Change of clothes (shirt, pants, underwear, undershirt, and socks)
Communication book with the case
Smock
Small towel in a case
Fork and spoon set in a case
Indoor shoes
e Hat (according to the seasons summer and winter)
Please make sure your child’s name is written on all of their belongings.

BHizonT
REE DO F T T OB O % - #iFe 2 BV L7,

o AU — LT ¥y
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Beo / BRsE
I—T & A2 A
BIHENGFE2LD 1 DWERGAE DI : 2 HRE, fERTRNE D)
BEEREERA L72B 8 130T R OB BIZES)
HAEMEGE I 77— 22 AN )
AT
A 24 (F—RZANT)
AT = e T —20 (r—RIZANT)
g

o HT FHIZSUTEM, £H)
XAEDOEBME, X7 =Ny JIZANTF S TETLIEEY,
XREEDOFOELITBNT, 2 TORBMIHTIEL LTFIN,

21. Lunch:

Lunch will also be served at 11:45. Lunch is provided by Saitama Kyuushoku Center.
The lunches provided by this center pay special adherence to balance and nutrition.
Please note that there is no refund for the bento due to absence. If you should want to
cancel the bento order please inform the staff by the 10th of the prior month.

If your child has any food restrictions/allergies please make sure we are fully informed.

That! English Preschool will not be held responsible for any accidents or incidents that

may occur regarding food allergies or food restrictions if proper notification has not been

made. It is the parents’ responsibility to fully inform the preschool.

S UFIZDONT ;

T UFORRIL 11 B 45 IR0 4, FUoFIIBEREE L4 —L 0 EBRYATETL,
RENT AL BB LTI OBR YN TET,
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22. Learning and Fun:

In the preschool, we offer a curriculum that is both entertaining and educational. Your
child will enjoy activities ranging from arts and crafts to games, songs, finger plays,
storytelling, creative dramatics, exercise, science, shapes, numbers, colors, alphabet and
much more throughout various themes each month.

We know that children learn best by ‘doing’. Therefore, the activities the children
participate in are developmentally appropriate, concrete, hands-on, and most of all fun.
We will learn using flash cards, books, blocks, puppets, and toys.

FOREE LA
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23. Counseling:

Each child will learn and grow during their time at preschool therefore it is important to
reflect on the progress that each child has made in the program. The staff will meet with
each parent to discuss your child’s achievements to date and future goals for the rest of
the preschool year. Counseling facilitates communication between both the parent and
staff to provide better care for your child.

Each parent will be contacted to schedule a 15 minute counseling session in both June
and November.

B ANERIZHOWT :
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24. Daily Schedule/Activities:

We know that children learn through play. It is an important part of a child’s growing
mind, body and spirit. Therefore, under our care, children will be taught through
structured-play each day. This means that every activity that we conduct is based on a
theme or teaching point for that month. Activities are preplanned and coordinated to
follow the monthly themes. Activities are age-appropriate and respond to the needs of
each individual child. Every day, the children will learn through the following activities:
jumping, running, music, singing, dancing, acting, ball toss, coloring, flashcards, story
time, dress-up, arts and crafts, sand and water play, painting, stamping, blocks, puzzles,
toys of different varieties, play dough, parachute, tunnel, and much more.

FALYV—RFE D a— VT I2TF4EF 4 :
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The daily schedule is as follows:

Preschool One Day Schedule TV AT =)D 1 HOFEH

Time Schedule
09:00-09:30  Drop Off/Free Play (FRey7F 77V —F1A)
09:30-09:50  Morning Circle (BE—=v 7%= )
09:50-10:00  Drink Time (RU 7 %A L)
10:00-10:40  Learning Center 1 (F—=v Tt H—1)
10:40-11:00  Reading Circle (V=T 7% =)
11:00-11:30  Music and Movement and Park R 2=V IIbh—=T X K NX=7)
11:30-11:45  Clean up/Toilet Time T V—=vT T b A VEA L)
11:45-12:15  Lunch (7 v9)
12:30-13:15  Learning Center 2 (F—=v Tk 5—2)
13:15-13:30  Home Time (F—2% A L)
13:30 Pick Up Time (v 277 v7)
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25. Guidelines — What Is Asked of Children:
These are the rules that we will follow here at the preschool.

1. All food and drinks must stay at the table area.

No walking around with food.
No playing in the bathroom.
No coloring on anything but paper.
No hitting, kicking, pushing, biting, throwing things, etc.
Kitchen area is off-limits.
Everyone takes turns and shares.
Everyone helps clean up.
Everyone uses their manners (please and thank you)
9. Line up your shoes.
10.Do not leave the school alone.
11.Everyone takes care of each other.
12.Everyone tries to do things on their own.

(hang-up towel, put away belongings, lunch, clean up, etc.)
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26. Communication:

Through good communication, we can provide the best possible care for your child.
Therefore, each child will receive a message book and the attendance book with a case to
keep them in to take home and bring to class each day. Upon arrival to preschool, the
children will take the case containing the books out of their bag and place them in a box.
The teacher will remove them from the case and will check attendance for that day. If the
teacher should have a comment or a question, they will write it in the message book for
the parents to see after preschool.

Messages will be written in Japanese and sometimes in English. If there is ever a
message you don’t understand, please do not hesitate to call or ask us at any time for
clarification. Please feel free to respond back to our messages.

It is only through good parent /teacher interaction that good quality education and care
can be achieved.
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27. Referrals:

Our customer referrals are one of the most valuable resources we have for introducing
new students to the preschool. Therefore, if you introduce a student and they decide to
join the preschool, you will be given a 2,500yen discount ticket. Please submit the
2,500yen discount ticket by the 10th of the month so it can be used in the following
month’s payment.
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28. Contract Adherence:

There is a lot of information in this handbook so please feel free to ask a question at any
time if you should not understand. We ask that each parent adhere to the policies and
procedures that are outlined in this book. Please keep your handbook somewhere
accessible so you can periodically review our policies and procedures as necessary.

B L BSFIZOWT
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29. Insurance:
Each child while under the care of That! English Preschool is covered under liability
insurance should an accident occur.
Tokio Marine & Nichido Fire Insurance Co., Ltd.
Liability insurance
(DAccidents in regards to the facility and while in care: \10,000,000
@Medical Treatment Costs : \1,000,000
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Any queries or complaints are to be directed to the person in charge
Tracy Seeley
TEL: 048-782-9979

PRERIZDUNT :
BHNY L TWDHEBT7EEN That! English Preschool MEH FIZH HMIZ, EEEWH-7- &
TR B Z BN L E T,

O b H B K SRR AL

B AT PR IR
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EEZ AT Y E
&xE v—U—-« bLAT—
TEL: 048-782-9979

30. A Final Note:

Thank you for joining That! English Preschool. We are looking forward to getting to
know your child. The most important aspect of our work is to provide a caring, consistent
and educational environment for your child's happiness and development.
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