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Welcome to the British Council
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Thank you for choosing to study with the British Council. Before the course begins, please take some time to read the following:
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Class transfers are only possible once per term. To complete a level change, the student’s teacher must give approval.
Transferring to a course on a different day at the same level requires submission of a course transfer form at reception and is
subject to availability. Due to the course structure and content, there are only certain weeks when transfer is possible.
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If the number of enrolments for a class does not reach the minimum requirement, the class may be cancelled.
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The maximum number of students per class will be decided prior to the start of the course. Under normal circumstances, the
capacity will not be exceeded, however the British Council reserves the right to do so in extenuating circumstances.

[0 Z&EF Teachers
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The assigned teacher may be changed during the period of study due to unforeseen circumstances such as health or operational
reasons.

O XmE&(ZDLVT Class Absence
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If your child will be absent from a lesson, please inform us by email. If you would like to know the class details and homework,
please let customer services know by email. We will let you know after the lesson. There are no refunds or supplementary lessons
for class absences.

O #2542 LyAIZDLVT Online lesson
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In exceptional circumstances, if lessons need to be conducted online, they will be delivered via Zoom. Please ensure you have a
stable internet connection and a quiet environment for attending the lessons. Kindly note that we are unable to refund course fees
for absences caused by technical issues, such as an unstable internet connection.
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For students registered in the Learning Time with Timmy class, it is mandatory that they are dropped off and picked up by the
parents or guardians listed at the time of registration. For parents who have chosen that their child will be brought to class and
collected from by an adult, the following conditions apply: Primary Plus students can only be dropped off or picked up by the
guardians named at time of registration. Students whose parents have opted for their children to be dropped off and picked up by
an adult cannot leave the British Council premises alone. Before classes begin, please wait with your child until the teacher or
assistant comes. After the lesson be sure to pick up your child at the allocated time. We do not have a designated waiting space or
staff available to look after students after the lesson.

For parents who have chosen that their child can come to classes and leave the centre alone after classes, the following
conditions apply: students should arrive at the Centre on time but no earlier than 10 minutes before class time.
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There is no designated waiting area for guardians to wait, therefore we request guardians arrive promptly at the time the class
finishes and go directly to the classroom to pick up their child. Unfortunately, our school does not have a free classroom or
reception area where parents can wait if they arrive early to pick up children. We appreciate your understanding regarding this and
apologise for any inconvenience.
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Please make sure that you have all your belongings with you. We will not allow students to exchange stationery etc due to trouble
avoidance. The British Council does not bear any responsibility for loss or damage to property. Please ensure your child’s
belongings are labelled and kept safe.
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We endeavour to provide a safe learning environment for all students but accept no liability for accidents involving students or
responsibility for damage or actions of students to classmates or teachers.

[0 4R£(=DLVT Leave of Absence
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We do not offer long-term leaves of absence. If your child cannot study with us for a prolonged period, the contract can be
cancelled, and refunds will be issued in accordance with Article 10 of the Terms and Conditions.
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In line with Articles 9 and 10 of the Terms and Conditions of Sale, any course cancellations after the cooling off period will incur a
cancellation charge. Cooling off will not be applied if the booking confirmation is for courses not exceeding two months and/or
tuition fees not exceeding 50,000 yen. If you register multiple terms at the same time, the tuition fee for unattended lessons will be
calculated from all contract periods.

O EBXBRLZEIZEBERHABIZDLNT Class Cancellation due to severe weather conditions or an emergency
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In the event of any natural disaster, severe weather conditions or an emergency, class may be cancelled. In case of a class
cancellation, a notification will be sent out to all students by email. Please make sure to provide a correct email address so that you
will not miss a message from us. If you find our email (sender: courses@pbritishcouncil.or.jp or musashikosugi@britishcouncil.org)
in your junk mail, please add it to your safe sender list.

O mEBOTHAIZDLT Use of Facilities

FBICLYRVEEDHDT=H . LYAL DEBEEIZZELKENHDHTHEREIT oGO, thDOEEHRERIUVEMISHLARHESIL
[CRTDEHORRITAETIGE. REEZEWYTHELTIVETOTFOHI THRIZE, (fl: KFFZEH T, EEOFILLIC
WO, BERAMEERCE)

If a student deliberately carries out an act which severely interferes with the lesson or engages in disruptive acts causing
disturbance to other students or teachers, the contract may be terminated. Examples of such behaviours include (but are not
limited to) shouting during a lesson, failing to follow the teacher’s instructions and bullying or disrupting other students’ work.

O Z#EYoEwmics; - EMfERAEEIEIZDUVT, Unauthorized reproduction or use of copyrighted material is prohibited.
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Please do not re-use or upload the lesson materials on websites, blogs or on social media without permission.
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O ZEXEETHESI<DLVT Taking the Class photo or filming
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In addition to advertising activities, we may take photographs and videos for the purpose of training instructors. In the case of
photo taking or filming, the purpose of use will be announced in advance and consent will be obtained before use.
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Any course transfer or course cancellation requests must be made within the contracted period of study. Please refer to the Terms
and Conditions for further details on the effective period of study.

[0 ZER-ZEH Feedback and Suggestions
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In order to improve our customer satisfaction, we welcome comments and suggestions. Please feel free to speak with a member of
staff to discuss anything you feel we could improve.
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Please keep this document and the TACOS document in a safe place to refer to until your period of study with the British
Council is complete. The confirmation details may be subject to change depending on the circumstances.

£k F#E4%k lidabashi Teaching Centre
E-mail: courses@britishcouncil.or.jp

RE/N#2# Musashikosugi Teaching Centre
E-mail: musashikosugi@britishcouncil.org
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