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Parent Handbook | &

This handbook is intended to do three things: gives you a description of Saint Joseph
International Nursery (CISJ) and how it is organized; serves you as a guide to any
questions or concerns; and reassures you about how your child would be looked
after at CISJ.
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Mission Statement | (Fdi 5 =

CISJ is a Catholic Nursery. Our mission is to foster children's curiosity and value their voice
by creating a supportive, safe, nurturing, and stimulating environment that offers each child's

developmental needs from 1 to 3 years old.
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Aims | B EHE
We shall address the needs of the child socially, physically, emotionally, cognitively and
spiritually;

e Offer vast exploring opportunities to enable children to achieve skills and

competencies across a broad spectrum of areas;

e Help to build children’s self-confidence and self-esteem;

e Promote positive and helpful attitudes towards others;

e |Instil a need to respect the rights and needs of others;

e Teach important values for leading children's future;

e Encourage positive social interaction with others;

e Encourage children to participate actively in learning environments;
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e Cultivate a self-awareness of the need for proper hygiene and appropriate social
behaviour,;
e Educate moral, social attitudes and conduct in society;

e Encourage parents to participate in nursery activities.
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Curriculum | $R%8
Our nursery aims to deliver a broad and balanced activity play-based curriculum inspired by
Reggio Emilia's early childhood education philosophy. We provide high-quality, professional
and convenient infant and toddler care, ensuring a play-based, multicultural and hands-on
learning approach. Additionally, we used a theme-based approach whereby many framework
areas are connected and integrated within a theme. CISJ is dedicated to helping children
develop a positive attitude towards learning and proper respect for others through a happy,
fun and caring environment. By providing creative exploring opportunities, we encourage
children to develop through a curious and interesting environment; CISJ staff will support
children to build a sense of awareness of the world. In a sponsored play-based program and
following Macau Social Welfare Bureau (IAS) guidelines and framework, CISJ teachers
intentionally plan and create learning opportunities that support language, emotional and
social skills development, gross and fine motor development and encourage exploration and
investigation, develop imagination and creativity, and provide opportunities for children to

make choices, lead, and to follow.

HMUGRSRMBEBTESAER, AYRKEZMOEIL LUERAEMES, RMREEE,
HEMEAMNBRYRRERT UWEHARER, SAXCERBFHHBEERE EETEXE
B A LLERE - EEES I —EAZEP, CISIBAMNEBRE, FBMEERMIR
% EMYREEESHETEEMHMAMNEE, BEEHRXTEEY REMAEETERER

updated on 06/04/2024



Er4E5], BB R BB A AR T A DA EEBRER R R CISIE TR
MHMFIEH CISIMEZMERTHERIEHMNTES, BYRAEFES. FR. AR K
MAFM/NNRZES SRR RE, TEEBRRMER, EREGHOMNEEN, LAY REHEE
LIMEH#E, B Tl R RT3 B

Gradual Admissions | & AL

At Saint Joseph International Nursery it is our aim to allow all children time for settling in so
that the child can form relationships with the teachers and support staff and become familiar
with the nursery surroundings. Each child is different so the length of time for settling in
varies from child to child. We find this normally consists of a 2 weeks transition period. We
recommend that a parent leave their child for a shorter duration during this time and slowly

increase to full days.

FREZERERMN, RMEEEYR AT EREAEEL, LUE )5 AT LU 2 6 0 H it 57
BREZIBERR ERATRERAIRE, BELDZHR—K, FibEREHNEREEY R mE
 BEMRRAFBEEZ, CHETH TEYRESENEEYRMEAME, FItCISIZ
BERRAREMBAAF AT ARBERNEELBRE,

Drop off and Pick up | IR EEL j$E

Regarding pick-up, your child can't be picked up from the nursery by an unauthorized

person; each pick-up person needs to provide the reception staff with their authorization
pick-up card issued by CISJ.

It is the parent's responsibility to inform the nursery if any other person will collect their child
and should present a pick-up card of CISJ. Only people over the age of 18 are allowed to
collect the child from the nursery with your authorization.

Moreover, if your child will be absent or early pick-up, please email the nursery Director and
sub-Director and cc the teacher to inform them about the reason. To avoid any
misunderstanding during drop-off and pick-up times it is highly recommended that parents

follow strictly the nursery hours.
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Nursery Hours oAl

Opening hours: 8:00 to 18:00 (Monday to Saturday)

In the interest of your child making the most of all the activities in the nursery and developing
good routines, we strongly recommend your children to be in the nursery before 9.00 am.
The drop-off time is from 8:00 to 9:00 am (with 25min of tolerance with previous approval).,
therefore at 9:25, the door/gate will be closed. If you would like to drop off/pick up your child
before CISJ time frames, please email the nursery Director and sub-Director and cc the
teacher to inform them about the reason, if possible attached related documents and the
wishing drop-off/pick-up time. CISJ is flexible but in order to not affect the well-being of the
children and not distribute their meals and nap time.

Drop-off time: 8:00 to 9:00

Pick-up time: 16:00 to 18:00 (Could start earlier with previous notice from 3:00 pm)

Half-day pick-up time: 11:00 - 12:00 (need to inform CISJ by email in advance)

Child special therapy / Doctor appointments: Need to arrive in CISJ before 10:30 am (Need to

apply by email in advance and get Director approval by written.)
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Please visit our website for children’s routines, nursery holidays, children’s menus, etc.!

Lunch and Naptime | 42 04 B B

Lunch and snacks will be provided to all children. The children's menu will be posted on the

notice board of CISJ and our Website every month. Parents can also send lunch or snacks
for their children. Please do not send any nuts, sweets or chocolate to the nursery due

to some children's allergies and unhealthy habits.
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Naptime will be from 12:30 to 15:00 each day and parents are recommended to bring in a
pillow and blanket for their child, this will be sent home each Friday or Saturday for washing

over the weekend and please return it on Monday morning.
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Uniforms | £
Uniforms are mandatory and available for purchase from reception at Saint Joseph

International Nursery.
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Daily routines | H & &8t 12
Daily routines are important in the lives of children because they provide children with a

sense of safety and stability. CISJ provides different daily routines for children of different
ages. Please see the daily routines which are posted on the notice board. If you would like to

know more in detail, you can talk to the teacher or the director.
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Nursery Rules | B Al

e Children are expected to play in a safe and respectful manner. For the safety of all,
rough play is not acceptable.

e Children are recommended not to bring personal toys to the nursery, if you choose to
do so, the nursery will not be responsible for any lost or stolen items (comfort items
for settling are acceptable and we encourage it).

e Children are expected to walk through the nursery building in a safe and orderly
manner.

e Children may use the elevator only if accompanied by an adult.

updated on 06/04/2024



e For the prevention of pandemic and any infection to spread, please follow all the
hygiene and pandemic prevention guidelines provided by the Macau government and
CISJ.
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f nd Health | Z £ ]
A sick child must stay home for his/her benefit and avoid spreading the illness. CISJ
recommends that you to 1st take your child's temperature at home, and if the temperature is
above 37.5 then your child can remain at home.
They should not be at nursery if they have the following_within the last 48 hours: fever,
diarrhoea, vomiting, colds, runny noses with discoloured mucus, pink eye or any
communicable illnesses (i.e. hand foot and mouth disease, chickenpox, etc.).
If the child has contracted an infectious disease, our nursery reserves the right to ask
parents to keep their child at home until they obtain a doctor's clearance certificate issued by
the Macau Government Health Centre or hospitals in Macau.
If your child has a history of drug or food allergies, please promptly inform the class teacher.
If a child is injured or feels ill, parents will be notified and if the nursery thinks that it is better
for the child to leave early or go to see a doctor, parents are requested to cooperate and pick
up the child asap. Should your child require immediate medical assistance whilst at nursery,
call parents in the first instance, then 999 for an ambulance to Macau Government Hospital.
Please inform Saint Joseph International Nursery when enrolling your child, if you would
prefer to go to a Macau private hospital.
In case CISJ found out during nursery time that your child has a serious running nose,
coughing, fever, vomiting, diarrhoea or other infections, CISJ will help that child to put on a
mask to avoid cross-infection after the teacher will call parents to advise to pick up ASAP
and recommend to check a doctor. Also, we advise that the child should rest at home for at

least 48 hours or until fully recover.
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Medication | 4%

In Saint Joseph International Nursery, we don't administer any medication to your child. If the
child is sick, please stay home until it is clear with a doctor's certificate to return to the
nursery. If there's any ongoing medication for health issues, please inform our nursery and

parents or helpers can come and give it to the child.

FEEZERERM, RMFRGZRAEAMEY . MRDRERT, FHERE EEYHR
TEREFREERM. MRNZERRFTHAMZRATAEY, REATLURRTERNFER PR,
WL RARERRE, RREEMBEETLKRAHBEHRRE,

Biting | I

Many children go through stages in their development where they exhibit behaviour that
others find unacceptable. Biting, in particular, is a very unpleasant form of behaviour that is
particularly prevalent in children whose language skills are only just developing (12-30
months) and can often be an expression of frustration that they have not yet acquired the
skills to express what they are feeling. Temper tantrums are another form of behaviour that
most children of a similar age or developmental stage go through. Happily just as temper
tantrums eventually diminish with age, so usually does biting.

The nursery always follows the same procedures in the event of a child being bitten. Our
policy is as follows:

e To comfort the child that has been bitten and administer First Aid.
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e Remove the child from the situation and speak firmly (not shouting) to the child that
has bitten and say ‘No, that hurts people! | do not like it when you bite!.'

e Show the biting child the bruise or mark on the other child’s arm.

e Ask the child to comfort the other child by hugging them/cuddling and saying sorry.

e We will always inform the parents of the bitten child.

e We will always notify the parents of the child that has been bitten and discuss with
them the nursery’s way of dealing with this behaviour, so we work together to
eliminate the problem and so that the child doesn’t get mixed messages.

e To discuss with staff members, the incidents concerned and evaluate and monitor the

situation.

Staff members will not disclose the identity of the child that has been bitten as it is vital to
maintain the confidentiality of the children concerned.

We ask for your support in the event of a child biting or being bitten and hope that you will
understand the need for our policy and procedure which are to safeguard the interests of all

those concerned.

Saint Joseph International Nursery uses the “calm-down time” and “sitting reflection time”
methods to manage children’s behaviour. This method is used when any child has physically
or verbally hurt another child. In this event, a child will be taken away from the situation and
asked to sit quietly and reflect on what they have done or to sit with a member of staff for a
short period of time. This will depend upon the child’s age and stage of development and
personal understanding. Any child that has hurt another child will be asked to apologise to
the other child.

Saint Joseph International Nursery encourages good behaviour by praise and other methods
that we have in place within the physical environment to promote a positive environment for

the children to learn and develop in.
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Nursery and Parent Communication | £ RFF IR E&E &

It is important that parents maintain regular contact with their child's class teacher.

e Parents often talk to teachers about their child in the morning from 8:00 to 8:30 or
afternoon from 4:00 to 4:30 pm. Also is recommended if parents have any questions
send an email to the teacher, and cc the Director and sub Director.

e Parents can also request a meeting with teachers or the director as a suitable time
for both anytime during the year.

e On CISJ Facebook, we will post children's photos and videos so parents can know
more about the children's routine at the nursery.

e CISJ will often organize Birthday parties, workshops and seminars to build a healthy

and positive environment between staff and families.
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Saint Joseph International Nursery welcomes comments and suggestions to improve the
quality and care of your child. Should an area of concern arise, the problem should be
brought to the attention of the Teacher who will listen to your suggestion/grievance and
attempt to work through the problem. If additional communication is necessary, the problem
can be taken to the Nursery Director in an effort to resolve the problem to everyone’s mutual
satisfaction.

CISJ respects parents' suggestions and hopes to do everything which can give parents more
convenience but all our arrangements have to be balanced and according to our policies and

procedures.
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Inclement Weather Policy | £ % X & BE

Saint Joseph International Nursery's first priority when dealing with inclement weather will be

the safety and well-being of children, parents and staff.
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Rainstorm/Typhoon/Storm Surge Measures in Nursery

(CISJ follows the guidelines from the Macau Social Welfare Bureau)

*When the rainstorm warning signal and the typhoon signal No. 3 are in force, the nursery
will be open as usual, and the parents decide on their own whether to arrange for the
children to return to the nursery or not;

*When Typhoon Signal No. 8 is about to be hoisted, parents are requested to pick up their
children as soon as possible; the nursery will arrange for staff to take care of the children
until all children leave safely;

*When the typhoon signals lower to No. 8, the nursery will reopen within 1.5 hours, and
appropriate manpower will be arranged to provide basic nursery service; if the typhoon
signal is lower than No. 8 after 2:30 pm, the nursery will not be open.

*When the yellow, red, and black rainstorm warning signals are in effect, the nursery will

provide services as usual, and parents decide whether to use the facilities or not.
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Reserved and Withdrawal policy | 3E{iL

All tuition fees must be paid in advance on the 20th of each month for the following month.
The tuition fee will be paid by auto-pay. In case tuition has not been settled within the
payment date the withdrawal process will be done automatically.
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In case you would like to withdraw your child, please notify the nursery 2 weeks before by
written. Please come personally to the nursery for the withdrawal process and all the fees
need to be settled by that day.
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Contact | B4 %

Tel|EEE: 2872-7328

Fax|{E&: 2872-7382

Address|itiflt: Rua de Londres No 16, Wan Yu Villas PR/C, Macau
BPIRBE165RIRTFTREPR/IC

E-mail | EE: naircardoso@cisjmacau.com (Director - Ms Cardoso)
gailsio@cisjmacau.com (Vice Director -Ms Gail)
vivianaxavier@cisjmacau.com (Ocean class - Ms Viviana)
charlinacarino@cisjmacau.com (Dolphin class - Ms Charlina)
lucylei@cisjmacau.com (Avocado class - Ms. Lucy)
sophialok@cisjmacau.com (Vanilla class - Ms Sophia)
katrinapun@cisjmacau.com (Lavender class - Ms Katrina)
ricardorodrigues@cisjmacau.com (Pearl class - Teacher Ricardo)
lisasit@cisjmacau.com (Mint class - Ms Lisa)

sandramonteiro@cisjmacau.com (Parenting Center coordinator- Ms. Sandra)

Website|#81#: www.cisjmacau.com

Facebook: https://www.facebook.com/ClSJmacau/

Facebook Group: https://www.facebook.com/groups/9652924339792622
Instagram ID: CISJ_PARENTINGCENTER

Note: Please add the teacher’s, Vice Director and Director’'s emails to communicate effectively. In
case of emergency please reach us by phone! Thank you!
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