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To parents
Dear parents,

I’'m very glad to your child became a member of Newton, this handbook
will help you understand the rules and regulations of Newton kindergarten and
guide you how to preparing the entrance items for your child. Please be sure to
read it carefully and be safekeeping. The handbook is properly of Newton Int.
Kindergarten, must be returned at the time of your child’s withdrawal.
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If we don’t hear from you in advance and could not get through to you by
calling. We will call the emergency contact on your child’s list and a written
reprimand may be given.

After-school program

1. After-school program hour: 16: 00-17: 45

2. The registration date for an after-school program is monthly 20t -25". We
won't wait if past the appointed time.

3. After-school program does not accept the temporary registration.
After-school program does not accept the temporary kids.

Withdrawal Refund

1. The registration deposit is refundable when parents give written notice to
the administration, no later than 60 days before intended date of withdrawal
(not incl. Summer Camp)

2. if the tuition is not paid 30 days after the dead time, we will withdraw
your registration.

3. if your child is absent for more than 20 days and we cannot contact the
parents, we will withdraw your registration.

4. If parents wish to withdraw a child, they must consult with teachers and
supervisors.

5. Children with special needs, hurtful behavior that may pose threat to
others may be asked be withdrawn. We will consult with parent in such a
case.
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Contacts

1. Parents and teachers mainly use the communication book to
communicate with each other.

2. Teachers check communication book everyday to see parents’ message;
parents must check communication book every day.

3. Inform the class teacher in advance if the child will be absent.

4. If any information from the Newton Register Form has changed, parents
must come to kindergarten to update the information immediately.

5. Teachers are not allowed to give their private cell phone number to
parents. If parents have any problems, please call 62550855, during 8:
00-18: 00, Monday to Friday.

6. Urgent updates will be posted both on our website www.internewton.com

7. The principal’s e-mail: admin-llw@internewton.com

Late Pick-up Policy
Newton kindergarten closes at 16:30 every day. Out of respect for the
institution and our employees, we strongly request the parents to abide by
our pick-up schedule.

No staff at Newton should be required to work outside their scheduled hours
because of the inconvenience of parents being late at pick up time.

In case of unavoidable detention in traffic, car malfunction, snowstorm etc.
you must call the kindergarten as soon as you realize you will be late, so we
can reassure your child regarding the time of your arrival and avoid calling
any emergency contacts on your child’s list.
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2. To ensure the children's clothes, belongings safety, comfort.

3. Any child exhibiting any of the following symptoms is considered to be a
possible carrier of a communicable disease and is not allowed to attend the
program until recovered. Symptoms such as fever, vomiting, diarrhoea, cold,
measles, mumps, chicken pox, unusually dark urine and/or grey or white
stool. A sick child should be allowed to recover fully after an illness so that
other children in the group do not risk exposure and so that the child is able
to fully participate in kindergarten activities.

4. When a sick child comes back to the kindergarten after recovering from a
disease, please let our staff know about your child’s medication, diet, and
clothing needs.

5. In case of an emergency, we will administer the necessary first aid and
parents will be notified immediately. If we cannot reach the parents and the
situation is serious, the child will be transported to the nearest hospital by the
staff at Newton. Parents are responsible for covering all costs involved.

Medicine

Medicines brought to the school by a parent must be clearly labeled to show
the name of the medicine, details of its strength and dosage, and the full
name of the child should be clearly marked on the bottle or package. Parents
must write the instructions for the administering of medicine on the form
which is attached in the back of the child’s Communication Book.

School nurse only administer the medicine to kids 30-60 minutes after lunch.
If the instructions above are not clearly stated the nurse WILL NOT
administer the medicine to your child. This may affect the rehabilitation of
children.
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kindergarten and parents will be informed for immediate pick-up by an authorized
person. Parents assume full responsibility.

4. Inform the class teacher a day in advance if the child will not take school bus.

5. If you wish to pick up your child from kindergarten yourself, please inform head
of transportation, bus monitor or class teacher no later than 14:30 on the day.

Parking

1. The general rules of traffic safety must be followed, both when parking outside
the kindergarten premises and when using the kindergartens parking. At all times,
please keep in mind that we are a kindergarten and safety is our main concern,
both inside and outside the kindergarten.

2. The parking lots of Newton Kindergarten are limited in number. During drop off
and pick-up hours it is prioritized for use of our own school bus services. For the
convenience of everyone that is using the parking lot, please keep your stay to a
minimum. No longer than 10 minutes.

3. If you arrive by means of taxi, it should park outside the Kindergarten premise
and wait for your return, while you enter to pick up your child. Teachers are not
responsible for bringing children to the gate for the convenience of parents arriving
by car or taxi.

Health and Safety Issues

1. If your child is allergic to any food, medicine etc. parents are required to fill out
the suitable forms in the enrolment papers.
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2. Parents must leave the school premises by 9:00 in order for normal
classroom routines to function smoothly.

3. Before 15:30, please wait patiently for the school open. Parents taking
their kids leave kindergarten as soon as possible.

4. Parents must leave the premise before 16:00 to facilitate daily cleaning
and security checks.

For visits outside the opening hours
From 09:00-15:30 all the gates will be locked. Parents who want to enroll
their child must register in advance to be allowed entrance.

School Bus Policy

The school bus services involves the following staff, bus drivers, bus
monitors, morning pick-up person, after school send-off person, class
teacher, and head of transportation. Newton staff brings children to their
classrooms upon arrival at kindergarten and to the buses for departures in
the afternoon.

Parents should do the followings to cooperate:

1. Be on time, the bus will not wait for anyone who is late.

2. Parents did not arrive at the pick-up point on time, the child will be taken
back to the kindergarten. The inconvenience, overtime costs will be
assumed by the parent.

3. Only authorized persons can pick up children. In case of no authorized
person awaiting drop-off in the afternoon the child will be brought back to
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5. Only parents or authorized person can pick up the kids. Newton must
have a picture and phone number of all authorized persons.

6. If parents temporarily entrust others to pick up the kids, they must
personally called teachers or supervisors to explain the situation. Otherwise,
the teacher will not allow any authorized person to pick up children. Any
inconvenience, overtime costs will be assumed by the parents.

7. Unaccompanied children will not to leave the school.

8. Unaccompanied children and non-Newton will not be permitted to enter
the kindergarten.

Entrance ID Pass
1. The Entrance ID can only be used to enter the kindergarten and NOT as a
proof for collecting your child.

2. The guards have the right to check the parent (authorized) entrance ID
pass. Parents without carrying entrance ID must be registered with security.

3. Parents/guardians without the Entrance ID will be refused entry if security
deems it's necessary.

4. 1f you misplace or lose an Entrance ID card, it is the registered
owner’ s responsibility to inform the class teachers

immediately, cancel the authority of card.

Entrance guidelines

1. The school gate will be opened from 08:00 to 09:00 in the morning and
15:30-16:30 in the afternoon, for you to pick up your child and handle
administrative issues.
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4. Please do not let your children bring valuables to the kindergarten. If lost,
the kindergarten will not be responsible for the loss.

5. Children's clothing should be safe. It cannot have sharp, cumbersome
decorations ornaments. Children may not wear jewelry and their fingers’
nails should be cut.

School Meals

The school serves a nutritious light breakfast upon arrival in the morning.
Lunch at noon and an afternoon snack at 14:30. We encourage children to
finish their food but we never force or punish.

Arrival and Departure
1. Parents and children should follow Newton Entrance Policy when they
arrive and leave.

2. If you, your driver or other approved persons are bringing the child to the
kindergarten, it is your responsibility to bring him/her to the right classroom,
where the class teacher will sign your child in, in accordance with the
attendance list. You must make eye contact with the child’s teachers.

3. At departures, either at noon, or in the afternoon it is just as important to
remember to “sign out” the child and let the teacher know he or she is
departing. Once a child has been signed out, he or she is no longer the
responsibility of Newton’s staff.

4.Parents who have picked up their children should follow kindergarten
safety rules. Please stay with children all time.
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Admission

Prior to enroliment at Newton Kindergarten, parents must fill out the
enrollment papers, including the emergency contacts and present valid 1D
and passport copies of both parents and child. Immunization/Vaccination
records of the child being enrolled are necessary as well. The registration
deposit is refundable upon graduation.

School Year and summer vacation
1. School Year
Semester One: Mid-August to January
Payment period: June 5" to June 20
Semester Two: February to Mid-July
Payment period: January 5" to January 20%

2. No winter vacation.
10 days holiday at Chinese New Year and 1 week Christmas holiday

3. Summer vacation: Mid-July—Mid-August

4. Summer camp: 3" week of July—1%t week of August
Payment period: May 25" to June 5"

Items Provided by Parents

1. Please provide your child with a water bottle that should be filled daily
from home, diapers and wipe tissues (if needed) and parents of girl students
should provide a comb for grooming their hair.

2. One complete set of extra clothing in case of spills or accidents is required
for K1 and K2. Two complete sets of clothing for pre-nursery and nursery
children.
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Clothing must be packed and tagged with your child’s full name.

3. A plastic cup for Pre-nursery children. Toothbrush, toothpaste and a
plastic cup provided for Nursery, K1 and K2 children. These items will be
send home with your child every other Friday (2 weeks). Parents are
responsible for deciding when these items need to be replaced.

4. A pair of comfortable indoor shoes.

5. Mattress and cover will be prepared by Newton, but pillow, pillow case and
blanket or quilt is requested by parents whose child takes nap and attends
the full day program. Parents are responsible for laundering the sheets and

duvets every second week.

We request that you name tag all your child’s belongings. The items

mentioned in 3.4 will be send home with your child every holiday. Please

check these items and parents are responsible for deciding when these

items need to be replaced.

Please note:

1. Children must wear school uniform from Monday to Friday (no
exceptions).

2. Before entrance, be sure to check the children's belongings, to ensure
that children carry only essential items to the kindergarten.

3. Do not allow children to carry food and toys to kindergarten. It is strictly
prohibited to carry dangerous goods to the kindergarten.
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