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Dear parents,

Let me wish you a very warm welcome to the British Council. We are delighted you have
chosen to enrol your child on our Young Learners course, and we are looking forward to an
exciting and valuable time together.

As the United Kingdom'’s international organisation for cultural relations and educational
opportunities, we are committed to providing the best possible learning experience for our
students. In this pack you will find important information about our courses and policies, so
please do take the time to read through.

If at any time you have questions or topics you would like to discuss, please don’t hesitate
to contact me directly. I'm always happy to hear from our parents and welcome your
feedback. | can be reached at ansana.maharajh@britishcouncil.org

All of us here at British Council Japan look forward to supporting your child’s English
language journey.

Warm regards,

Ansana Maharajh

Academic Manager, Young Learners, British Council Japan
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Drop-off and Pick-up Procedure

For parents and guardians who have chosen that their child must be dropped off and picked up by an adult

Note: Students taking Learning Time with Timmy Classes needs a parent drop off and pick up at the

all-time.

¢ When arriving at the teaching centre, please accompany your child to the correct classroom. Only one
parent or guardian should bring their child into the school.

e Bring your child to the teaching assistant or other designated person.

e On the first day, you will receive pick-up ID cards from the designated person.

e Your child will also receive an ID card and a red lanyard. This shows that he or she is not to leave the centre
without being picked up by a parent or guardian.

e Your child should put this pass on each time he or she comes to the centre.

¢ When you come to pick-up your child, please come to the classroom or collection point.

e Go to the designated person with your child and present your pick-up card.

e Your child will have their name checked off on the register.

Important things to remember:

e Please make sure you bring the pick-up ID card every day.

e We will provide you with three pick-up ID cards, if you need more; please let us know.

e Please give the extra pick-up cards to the persons responsible for picking up your child (e.g. grandparents,
siblings or drivers).

e If you forget your pick-up card, please provide the four-digit pin code on the card (this is the last four digits of
your provided telephone number and can be found on the bottom-right of the card in red).
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Example ID card: Primary Plus 2018 Class: PP2

Luca (7)

ID 12345678 3692

For parents and guardians who have chosen that their child may come to the centre alone and leave

the centre alone:

e Your child should arrive at the teaching centre no more than 10 minutes before the start of class time. They
should put on their green-coloured lanyard with student name card (which we will provide to you in the
first class) and go to the classroom, where he or she will accepted by the teaching assistant or other
designated person.

e At the end of class, your child should show their pass indicating that he or she is free to leave the Centre alone,
and they can then leave.

¢ We recommend that parents bring their child to the Centre on the first day if possible.
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List of Items for Students to Bring

L
1

Stationery:

¢

To ensure to prevent from any troubles, we ask that all children bring: a pencil for
writing, an eraser, stick glue, colour pencils, scissors.

Please do not bring:

Fountain pens, craft knives, paint.

Drinks:

We highly recommend students bring drink bottles with them. Green tea, wheat tea,
sports drink (e.g. Pocari Sweat) and water are fine to consume in the classroom.
Please do not bring soda, energy drinks (e.g. Red Bull, Monster etc.) juice or coffee.
As with food, students are reminded not to share drinks with other students for
hygienic reasons and the risk of allergic reaction.

Food and Snacks:

Please note: Learning Time with Timmy classes do not have a snack time.

Whether your child brings snacks depends on the length of the lesson and your
feelings on the matter. We do recommend that students bring snacks for our 3-hour
classes. For our 90-minute classes, we leave the matter to you.

Suitable snacks include rice balls, sandwiches, fruit, vegetables, biscuits/cookies and
a small amount of candy/chocolate. Please note that there is no refrigerator
available.

Please do not bring hot food items (e.g. cup noodles, microwavable meals), chewing
gum or large amounts of sugary snacks.

Please do not share food with other students — there may be the risk of

allergic reaction.
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Child protection

The British Council is the United Kingdom'’s international organisation for cultural relations
and educational opportunities.

We believe that child protection requires everyone to take responsibility and that every
child matters. We recognise that the care, protection and welfare of children is paramount
and that all children have the right to be protected from all types of harm. We also
recognise that we have a fundamental duty of care towards all children where our
programmes and operations facilitate contact with children, or have an impact on children.
This includes a duty to protect children from harm or risk of harm as a result of:

e misconduct by our staff or partners
e poor practice
e the poor design or delivery of our programmes and operations.

We aim to achieve this through compliance with UK child protection laws and the relevant
laws in each of the countries where we operate and by adhering to Article 19 of the United
Nations Convention on the Rights of the Child (UNCRC) 1989.

A child is defined in the British Council as anyone who has not reached their 18th birthday

(UNCRC 1989) irrespective of the age of majority in the country where the child is, or in
their home country.

The British Council is committed to:

e valuing, respecting and listening to children

e ensuring all necessary checks are made when recruiting staff

e maintaining strong child protection systems and procedures for staff

e training its staff and providing a common understanding of child protection issues

e to inform planning and practice

e sharing information about child protection and good practice with children and
parents/carers

e sharing information about any concerns with the relevant agencies and involving
parents and children appropriately

e providing effective management for staff through clear processes, supervision, and
support.

We will provide adequate and appropriate resources to implement this policy and will
ensure it is communicated and understood.

The British Council will review this global policy statement annually to reflect new legal and
regulatory developments and ensure good practice.

This global policy statement was approved by Sir Ciaran Devane, Chief Executive, in March 2018.
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Anti-Bullying Policy
Please do not let your child deal with bullying by themselves in class.

Tell a teacher

Bullying is hurtful behaviour used on purpose, repeated over a period of time, where it is
difficult for those being bullied to defend themselves.

Bullying does not just mean hitting. It can include:

e Name calling

e Deliberately excluding someone from the social group (eg not playing/working with
someone or not letting someone sit with them)

e Spreading rumours about someone

e Taking someone’s things without permission

e Kicking, pushing, punching

e Saying nasty things

e Sending nasty text messages

e Using the internet to threaten

e Scribbling in or tearing books

e Demanding/stealing money or possessions

NO form of BULLYING is allowed in British Council classrooms.
The British Council takes bullying behaviour very seriously.

e Itis important to us that every student who studies here can do so happily.

e We always listen to any student who is not happy with their course, however small
the problems may seem.

e We promise to investigate any problem seriously, in private (you do not need to
worry that the other students will know) and fairly (we listen to everybody'’s point of
view)

If you are not happy, please tell us.
First, ask your child to tell their parents.
Then, parents or students can tell the teacher privately after class or in breaks.

If you cannot speak to your teacher, there are other staff members who want to listen to
you. There will be an introduction on first day of the English course.

Please tell your child:
DO NOT KEEP IT SECRET
ALWAYS TELL SOMEONE LIKE YOUR PARENTS, YOUR TEACHERS, OR YOUR FRIENDS

If you think that someone you know is being treated badly by other students, please come
and tell us.
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Mobile Phone Policy

Allowed Allowed Not allowed
at all times  with permission at any time
from teacher

Mobile devices brought X
into the Teaching
Centre

Mobile devices used in X
the classroom

Photos and/or videos X
taken of people

without their

permission

Photos and/or videos of X
people taken with their
permission

Photos and/or videos of X
people uploaded to the

internet without their

permission

Mobile devices used in X
private areas within the

Teaching Centre

(toilets, etc.)

Use of Teaching Centre X
wireless network

o We will not forcibly take phones away from students.
e However, if we notice phones are being used without permission, or to do

something wrong, we will ask the students to either switch their phones off
or switch them to manner mode and put the phones in their bags.
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Emergency Fire & Earthquake Procedures

Teachers will go through our emergency procedures with the students during the
first lesson, so students know what to do if there is a fire or an earthquake while they
are on our premises.

In the event of the Earthquake Early Warning system rising to code yellow,
arrangements will be made to send your child home.

In the event of a major earthquake without warning, the British Council will make
every effort to contact you and, if necessary, will be responsible for escorting the
students to the evacuation point in Korakuen and supervising the students until they
are collected.

Evacuation Area Guide: Korakuen

If the building is deemed unsafe or there is a fire in the neighbourhood, all staff and
students will go to the evacuation area pictured below.

KORAKUEN
Evacuation
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Homework

e Students may have different homework tasks based on specific skill areas the
teacher would like to help develop.
e Homework may require using the internet. In these cases, please ensure there is

parental supervision.

Others

e We will take lesson photos for internal training purposes.
e Please do not re-use or upload images of the lesson materials on websites, blogs or

SNS without permission.
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Contact Details / s&##& 5t

If you have any questions relating to course content or child protection, you can get in
touch with:

A—RADOABPREFREICOVTOIEMIF. UTERE~NBBEOEBLET,
Ansana Maharajh
Academic Manager, Young Learners, British Council Japan

ansana.maharajh@britishcouncil.org

If you have any general questions about the course, you can get in touch:
—ARRIAE BRI

courses@britishcouncil.or.jp
3
& 03-3235-8011
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