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This handbook is intended to do three things: give you a description of Saint Joseph
International Nursery (CISJ) and how it is organised; serve as a guide to any
questions or concerns; and reassure you about how your child would be looked after
at CISJ.
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Mission Statement
CISJ is a Catholic Nursery. Our mission is to foster children's curiosity and value their
voices by creating a supportive, safe, nurturing, and stimulating environment that meets
each child's developmental needs from 1 to 3 years old.
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Aims T
We shall address the needs of the child socially, physically, emotionally, cognitively, and
spiritually;

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

e Encourage parents to participate in nursery activities.
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Curriculum | $8%8

Our nursery aims to deliver broad, balanced activities and a 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,
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 exploration opportunities, we
encourage children to develop through a curious and interesting environment; CISJ staff will
support children in building 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.
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Gradual Admissions | & AL

At Saint Joseph International Nursery, we strive to give every child ample time to settle in,
build relationships with teachers and support staff, and become comfortable with the nursery
environment. Each child is different, so the time for settling in varies from child to child. We
have found that the transition period is generally two weeks. We recommend that a parent
leave their child for a shorter duration and slowly increase to full days.
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Drop-Off and Pick-Up | iR Ed

Regarding pick-up, your child can't be picked up from the nursery by an unauthorised
person; each pick-up person needs to provide the reception staff with their authorisation of
the individual pick-up cards issued by CISJ.

It is the parents' responsibility to inform the nursery if any other person will collect their child
and should present a pick-up card from CISJ. Only people over 18 can collect the child from
the nursery with your authorisation.

Additionally, if your child will be absent or needs to be picked up early, please email both the
Nursery Director and Vice Director and cc the teacher to let them know the reason. To avoid
any misunderstanding during drop-off and pick-up times, it is highly recommended that
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parents strictly follow nursery hours. The time slots are mentioned in our routine and nursery
hours. Please check the drop-off and pick-up times. In addition, please check CISJ policies

on child sickness and health, and safety awareness.
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Nursery Hours il

Opening hours: 08:00 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 that your child be in the nursery before 09:00. The
drop-off time is from 08:00 to 09:00 (with 25 minutes of tolerance with previous approval).
Therefore, at 09:25, 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 Vice-director and cc the
teacher to inform them about the reason; if possible, attach related documents and the
wishing drop-off/pick-up time. CISJ is flexible, but does not affect the well-being of the
children and does not interfere with their meals and nap time.

Drop-off time: 08:00 to 09:00.

Pick-up time: 16:00 to 18:00 (Pick-up can start earlier from 15:00, and it is highly recommended not
to be after 17:45); if needed, our staff can bring the child to the down gate after 17:45. 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 10:00 (Need to apply by email in advance
and get Director approval in writing.)

Please visit our website and notice board for children’s routines, nursery holidays, children’s
menus, etc.!
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Meals and Naptime % BEE R S

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.

If there are last-minute suppliers or food changes, CISJ reserves the right to change the
children's menu without further notice.

Naptime will be from 12:15 to 14:45 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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Clothes and Uniforms | Z& Ak X 1% 52 BT AR

Uniforms are mandatory and available for purchase from the reception at Saint Joseph
International Nursery.

Due to sensory and art activities, children might get dirty or wet; parents, please provide
extra clothes or aprons if necessary. In addition, during potty training, children can get wet,
and CISJ will send the "dirty" clothes home to be washed.
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Daily Routines | B & /E 8T 12

Daily routines are important in children's lives because they provide them with a sense of
safety and stability. CISJ provides different daily routines for children of different ages.
Please see the daily routines posted on the notice board. If you want to know more details,
you can talk to the teacher or the director.
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Please check the general routine guide; this can be adjusted or changed depending on the
child's or nursery's needs. Changing classrooms and staff happen based on the nursery's
operational needs. CISJ's first priority is the child's interest; therefore, if there are any
last-minute changes, the nursery does not need to notify parents to preserve the child's
safety. Please check the routine on our notice board.
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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, 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 safely and orderly.

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

e Parents or guardians must be responsible for their child in our reception area.

e To prevent pandemics, diseases, and any infection from spreading, please follow all

the hygiene and pandemic prevention guidelines provided by the Macau government and

CISJ.

e In case of child sickness, please follow our CISJ policies, stay home, and rest to avoid
cross-infection.

e CISJ reserves the right not to allow late drop-off

e Requests for changing classes or teachers might not be approved, and CISJ reserves
the right to follow the internal operations.

e Complaints must be emailed to the Director and Vice-director in written form.

e CISJ USES EMAIL AS THE MAIN COMMUNICATION CHANNEL; please check

your email regularly.
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Safety and Health | £ £ &4

A sick child must stay home for his/her benefit and avoid spreading the illness. CISJ
recommends that you first take your child's temperature at home, and if the temperature is
above 37.5, 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 the child
should 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 prefer to go
to a Macau private hospital.

In case CISJ finds out during nursery time that your child has a serious running nose,
coughing, fever, vomiting, diarrhoea, or other infections, CISJ will help that child put on a
mask to avoid cross-infection after the teacher calls parents to advise them to pick up ASAP
and recommend checking with a doctor. Also, we advise the child to rest at home for at least
48 hours or until fully recovered.
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Incidents + Communication Procedure Z.
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CISJ will communicate with parents through email as the main channel and phone calls, but
in emergent situations, we will follow the flowchart below.

CISNZBEFEMHATEETEMERERRER BERABERTHMAGERLUTIRE
&
m Flowchart: Handling Incidents and Accidents at CISJ Nursery
RIEE: RE CIS) ERFANHEHNEK
Non-Serious Injuries e ER
1R E T fr&
1. Class Staff Treatment o MAWE, AEIEENES,
e Treat the affected area if necessary. e BB E;g{gﬁ;ﬂ] BEBEMRE
o Notify parents by email and phone B EA|SELE,
(immediately if severe, during ) e Bl .
orop-time ff minor). Q R EEE B HRLEA) .
2. Follow-Up 2. iRt _
o ZHN, BlEE. TEHRRREREE
e Teachers, the Vice-Director, and the W&o
Director maintains communication
with parents.
Seri Iniuri BEZE
erious injuries 1. STEN4TE
1. Immediate Action * ’;Ei]ﬁu'ff@mﬁ°
o Notify the Vice-Director and o REBIGIM.
Director. o BHRE.
e Provide first aid on-site. 2. BfRRE
> Decigicy Notity parents. o BBRMRBUIEARST
. Decision for Hospita Bz AT
e First aid-certified staff assess the Eél{”; )\2? BEN,
need for hospital intervention. o WARE, EEEE (RER
e If in doubt, send to the hospital ZEREENER) .
(hospital chosen by parents during 3. EBlRfER
. e enrczilment). o MO FKEEE (2857-2222)
. Hospital Procedure
e Call an ambulance (2857-2222). ° fﬁiﬁ%ﬁgii?’liﬁ
o Notify parents and prepare the * = AfE e
PEELABETIERATE £,

updated on 31/08/2026




child's documents. 4 BR (R FEILAMERR)

e Staff accompany the child to the o IEERY T
hospital. fE I ES T 11 Sk
o Allocate substitute staff for nursery . © MRMREM, FUREE,
operations. 5. IR T .
4. Observation (if no immediate hospital is o BEMREVIEIELRREE
needed) B, BEXRTREERE.

e Continue to observe the child.
e |f the condition worsens, call an
ambulance.
5. Follow-Up
e Teacher will closely monitor and
communicate with parents until the
child fully recovers.

Medication | £4

CISJ doesn't administer medication or any cream that contains medication to your child at
the Nursery. 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.
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Biting | XA
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 who can often express frustration that they have not yet acquired the skills to
express their feelings. 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 if a child is bitten. Our policy is as follows:

e To comfort the child who has been bitten, first aid must be administered.

e Remove the child from the situation and speak firmly (not shouting) to the child who

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 apologizing.

e We will always inform the parents of the bitten child.
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e We will always notify the parents of the child who has been bitten and discuss with
them the nursery’s way of dealing with this behaviour, so we can work together to

eliminate the problem and ensure the child doesn’t get mixed messages.

e Discuss the incidents concerning staff members and evaluate and monitor the
situation.

Staff members will not disclose the identity of the child who 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 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 a 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 staff member for a
short period. This will depend upon the child’s age, stage of development, and personal
understanding. Any child who has hurt another child will be asked to apologise to the other
child.

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

children to learn and develop.

In this case, CISJ will never reveal the child's name for personal protection.
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Nursery and Parent Communication | #% F$T 225k 174 R R8

If children fight or have behaviour issues, CISJ will follow a similar procedure of biting, and

we will always use an age-appropriate pedagogy to educate the children and help them
resolve their problems emotionally and socially appropriately.
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RBERF, itE Bt 9@EE Hh A2 R E RN R A EmRIRERE,
Nursery and Parent Communication | £ =
Parents must maintain regular contact with their child's class teacher.
e Parents often talk to teachers about their child in the morning from 08:00 to 09:00 or

afternoon from 16:00 to 17:00. Also, if parents have any questions, email the

teacher and cc the Director and Vice-director.

e Parents can also request a meeting with teachers or the director at a suitable time

during the year.
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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 organise birthday parties, workshops, seminars, meetings, and events
personally or online to build a healthy and positive environment between staff and
families.

e CISJ's main communication channel is email.

CISJ values honesty and transparency, and it is essential to communicate closely with
parents and teachers; if there is any discomfort or concern, the parents can request a
meeting with the Director or Vice-director by email or phone.
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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 teacher should bring the
problem to the problem's attention, who will listen to your suggestion/grievance and attempt
to work through the problem. If additional communication is necessary, the problem can be
addressed by the nursery director to resolve the problem to everyone’s mutual satisfaction.
CISJ respects parents' suggestions and hopes to do everything that can give parents more
convenience, but all our arrangements have to be balanced and according to our policies
and procedures.
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Weather Policy | B9 X BB
Saint Joseph International Nursery's priority when dealing with inclement weather is 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 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 signal is lower than 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 14:30, 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 will decide whether to use the facilities.
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Tuition, Reservation and Withdrawal Policy | £ B

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. If tuition has yet to be settled within the payment
date, staff will communicate with parents, and you can pay by cash ASAP with a penalty; if
there is no reply from the parents, CISJ has the right to process the withdrawal automatically.
MERELEAESA 20 HHZAXATEANSE, SERZBEHERA R F. HEER
ZERANMEREERE TEAERERRER BOIUFRUBRE AWM, EFBMIARK;
MERREZEEE, CISIEHBERERIE.

If you want to withdraw your child, please notify the nursery 15 days before by written notice.
If there are not 15 days of formal notice, CISJ has the right to charge you the next month's
tuition fee. Please come personally to the nursery for the withdrawal process. All the fees
need to be settled by that day. CISJ reserves the right not to refund tuition or payment for
events.

WMFRIE, FRANSKEEBEIITRAT, MR RFRANMOSKRIERX B, CISIE#REIKET
EAMEE. FERBERMRERETE. FARERAFTEEXRIEF, CISI REFTRERE
BRI E RAMER,

In July and August, CISJ will request the tuition fee in advance in June so we can ensure
your child's reservation spot for the following summer child care service. CISJ does not have
a summer break, so in case of a child's holiday or sickness absence, CISJ will not refund or
suspend the tuition or other expenses.

7TAM8H, CISHFRATEREACAXIMITE, UERMERECHNZFEETRHESFIERR
BHRREREE, CISUREZR FLENEZFHREBHIARFR, CISIETEREXNEFEE
BHEMEA,

All other tuition information not mentioned here is mentioned in CISJ Internal regulation or
the enrollment form when you enrolled.

LEEERIZ R A LB E EAYE CIS) WERRE S G MEHHRE R PIR
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Contact Information | B#& & i

Tel|E:E: 2872-7328

Fax|{8E: 2872-7382

Address|ttiit: Rua de Londres No 16, Wan Yu Villas PR/C, Macau - BRPF{@2#165FRFE=FEPR/IC

Communication Guidelines | @A $5 3|

Email is our primary channel of communication.

We kindly ask all parents to use email for important updates, questions, or requests to ensure timely
and accurate responses.

EFEMERMEEMNEEERE,

ATFEREIERFFERE, HESMRREBEIHEEERNR ., EHFIREEMHFR

To ensure smooth and efficient communication, please use the email contacts listed below when
reaching out to the nursery. For classroom-specific matters, kindly always CC the respective Head
Teacher to maintain clear and consistent communication. We also kindly request that you include the
Vice Director's and Director’'s email addresses in your communication for transparency and proper
follow-up. In case of emergency, please contact us by phone. Thank you for your cooperation!
AERBEIEGEN, FEHESREERATAIRMMEE M, INFHBVHREREEIE, BB RFDE
TRV AI T UEZED, URFFBEM —HRE B, o, B RERIEEIFT R R AT RIEFE il
LUMEE £ AR B ER

MBRRNER, FHLLUBERREM. BREEHES !

Leadership Contacts E 1 A\ & B #& &
e Mr. Ricardo Rodrigues (Director|ff{) - ricardorodrigues@cisjmacau.com
e Ms. Gail Sio (Vice Director|glIFf&) - gailsio@cisjmacau.com
e Ms. Sandra Monteiro (Head of Parenting Centre| B F;Z&HILEFEE) -
sandramonteiro@cisjmacau.com

Classroom Contactsi2 = A B & &
Lotus Class teacher E7EUIEET

e Mr. Pedro Pinheiro - pedropinheiro@cisjmacau.com
Lavender Class teacher XK E I EEA

e Ms. Joana Peregrino - joanaperegrino@cisjmacau.com
Iris Class teacher EEFEIIZEN

e Ms.Cici Zhou (Iris Teacher) - cicizhou@cisjmacau.com
Blossom Class teacher #2{EPIZER

e Ms. Lucy Lei - lucylei@cisjmacau.com
Rose Class teacher IR IIZE

e Ms. Mabel Tam - mabeltam@cisjmacau.com
Jasmine Class teacherZ<F|{E IR

e Ms. Anne Acedron - anneacedron@cisjmacau.com

General Email | &#RE#DI: Info@cisjmacau.com

Website|#314: www.cisjmacau.com

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

Facebook Group: https://www.facebook.com/groups/1056992973855408
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CISJ Instagram ID: BCISJNURSERY CISJ Facebook Page:

®

CISJ Parenting Center Instagram ID: BCISJ_PARENTINGCENTRE
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