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Norwood Chinese School Parent/Student Handbook
RREV2EREIZ LA
WELCOME TO NORWOOD CHINESE SCHOOL

Norwood Chinese School has been established since 1984. The school is
developing a tradition of excellence in Chinese Language learning and it
is a pleasure to welcome you as a member of our school population.

This handbook is designed to assist both students and parents in having
a better understanding of the operation of Norwood Chinese School.
Please take the time to read this handbook and become acquainted with
its entries.

Additional information and procedures relating to students can be found
in the Norwood Chinese School Policies and Regulations.

Parents are encouraged to contact the school for information to clear up
any misunderstandings. Should you have questions or concerns, please
call the school 24-hour line at (780) 908-6406.

Although school policies have been developed with the best interests of
students in mind, we welcome your comments and questions about any
of the items in the handbook. Since this booklet does contain
information you may wish to refer to from time to time, we ask that you
keep it as a reference.
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SCHOOL HOURS
Cantonese Program (K1-G9): 9:30am — 12:00 noon
High School Credit Courses: 9:30am — 12:00 noon
Mandarin Program (K1-G9): 1:00pm — 3:30pm
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ATTENDANCE

Regular attendance for all classes is a necessary ingredient of success in
school. For only 2.5 hours of class time once a week, it will be a great
for missing school. Students are advised to attend all the classes.
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ABSENT

Parents are asked to inform the school, by telephone, about a child's
intended absence. The school’s phone number is (780) 908-6406. It is



extremely important for the welfare of the child that ALL telephone
numbers at home, at work and those of daycare arrangements or
neighbors be kept up to date. Please contact the school when any
information changes.
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ASSESSING CURRICULUM

Assessing curriculum is a combination of the method of assessment and
the process of collecting student information relative to curriculum.

The following are the main methods used by teachers at Norwood
Chinese School:

e Daily observations of student work and participation
e Teacher-prepared tests and quizzes

e Checklists in specific areas

e Anecdotal notes

e  Rubrics

e Standardized tests

e Student self-evaluations

e Oral discussion

e Student projects, reports and assignments

Detailed records are kept by each teacher to be interpreted and
discussed with parents upon request.
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CELLPHONE POLICY

Students are not to use cellular phones in their classrooms. The school is
not responsible for stolen or lost cell phones. If a student is using a cell
phone in the classroom, the teacher will confiscate the phone. Students
are encouraged to contact parents by using the school phone.
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COMMUNICATION

Parent/Teacher: We highly recommend that parents meet with teachers
before and after school to communicate regarding the child(ren)’s
learning progress, learning style or any suggestions or recommendations.
If you have any questions or concerns, you may direct them to the
teacher and/or the school administration.

Parent/School : Norwood Chinese School is non-profit organization. All
parents who have children attending Norwood Chinese School are
encouraged to participate in the Norwood Chinese Education
Association Committee Board meetings and become a member. This is



all parents’ chance to get involved in the school’s business and help the
school make decisions. NCEA is a springboard for parents' ideas,
initiatives, and concerns where current issues within the school
community can be discussed. The Board’s goal is to enhance our
students’ educational experience, their learning environment and their
sense of community. Parents are always welcome to contact any of the
Board members listed about when and where the meeting is.
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CLASSROOM USAGE

Norwood Chinese School only rents the classroom space from
Westmount Junior High. All furniture, equipment, books, pens, etc. in
the classroom belongs to Westmount Junior High. Students MUST NOT
TOUCH anything that does not belong to students or Norwood Chinese
School.

e  Students should be careful about the use of furniture.

o All books or any stationary that belongs to the Westmount
Junior High should be left untouched.

e Students shall be responsible for the repair of any damages to
property.
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kit

Students should not use any items that do not belong to
Norwood Chinese School in the classroom. Chalk, pens, papers,
tissue papers and etc. are available in the office.

Students should ensure the cleanliness and tidiness of the
classroom. Desks, other furniture and materials must be kept in
the classroom as it is when students first arrive.

Students should protect school furniture and fixtures and
preserve cleanliness of the walls.

Students must immediately report any damage to their
classroom teacher.
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CLASSROOM CONDUCT

Students are expected to participate actively and productively in all

classes.

The conduct in classes is to be such as to allow all class

members to concentrate on tasks at hand. When a student's behavior

disrupts the learning process for others, the teacher may take

appropriate action to deal with the problem. For example, the teacher

may isolate the disruptive student, assign a detention, or in extreme

cases send the student to the office for the period involved. Sometime
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during or at the end of the school day, the disruptive student must see
the teacher involved to resolve the difficulty. If a student is involved in
disruptive behavior again within a short period of time, the same
procedures as above will be applied. In addition, the administration of
the school and the parents of the student will also likely become
involved. It will be made clear to both the student and the parents that
the disruptive behavior must cease. Continuous disruptive behavior in
the classroom will not be tolerated.

In general, each case of seemingly disruptive classroom behavior is dealt
with individually by the teacher and/or the administrator. A sincere
effort is made to act in the best interests of the student and the
classroom involved. The teachers and the administration keep a record
of student behavior.
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DISPLAYS OF PUBLIC AFFECTION

Students are allowed to hold hands or walk arm in arm at school.
Students are not allowed to kiss, hug, sit on laps, or display any other
public affection.
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DRESS CODE

Students are required to dress appropriately so that dignity is
maintained at all times.
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Dress that is suggestive, provocative, insulting and/or unsuitable for
school wear is inappropriate. Students whose dress does not meet the
requirements of our dress regulations will be asked to change into
appropriate wear.

Graphics depicting or suggesting violence, profanity, pornography,
alcohol, drugs, etc. will not be permitted on clothing.

The key element of our dress policy is moderation. Details are as follows:

e  “Underwear” items should remain under cover

e Tops should reach the waistline; midriffs should be covered

e Necklines should be modest; skimpy tops (i.e. spaghetti straps)
and see through tops are inappropriate.

e Shorts and skirts should be of moderate length.

e  Pants, shorts and skirts should not hang too low below the
waistline.
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DROPPING OFF AND PICKING UP YOUR CHILDREN

At Norwood Chinese School, we value parents and understand that you
want to ensure the safety and wellbeing of your children. We encourage
parents to allow their children to walk to the classroom by themselves.
Children can walk from their car or say goodbyes by the main school
entrance (west side of the building).

We also encourage parents to teach your child to meet them in the
outside the main entrance, or by the car at dismissal times. As our
student population increases, the areas around the classrooms become
quite congested when there are many parents waiting to pick up their
children. Often there are younger siblings, and there is a fair amount of
noise. Teachers are finding that the noise level is interfering with the
teaching and learning.

Let’s work together in this area to ensure the best learning environment
for our students, your children.
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EVALUATION

Evaluation is a process that includes using the information from
assessments to determine:

e Grade - level of achievement
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e Achievement — demonstration of the knowledge, skills and
attitudes students are expected to learn at a specified grade level.

e Performance — how well a student demonstrates grade level
expectation

e Effort — demonstration of motivation of learning

At Norwood Chinese School, performance at all grade levels is measured
by the following statements and/or measured by letter grades:

e  Work meets standard of excellence A - 80-100%
e Work exceeds acceptable standard B - 65-79%
e  Work meets acceptable standard C-50-64%
e Work does not meet acceptable standard D - 0-49%

Communicating Student Learning

Communicating student learning should be carried out so that it
supports continuous learning and development.

Practices for communicating student learning include the following:

e  Phone calls to parents

e Student Agenda

e Newsletters

e Parent -Teacher Conference
o Celebrations of learning

e Parent conferences
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ILLNESS

If a student becomes ill during the school day, they should first inform
their teacher, who will first inform their parents/guardians. The teacher
may also inform the school office and the office staff will assist them in
contacting a parent or guardian °
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INJURY

If a student is injured at the school they are encouraged to inform an
adult immediately. Many of our staff have first aid training. Parents will
be contacted if medical attention is needed.
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LATES

Due to security reasons and the safety of our students, all the school
doors will be locked after 15 minutes class starts. The school’s main
entrance will be opened only 15 minutes before class ends. If students
are late for class, please call the school at (780) 908-6406 to have the
door opened. Late arrivals and early dismissals can be very disruptive to
other students and to the teacher. When possible, please try to schedule
appointments so they do not conflict with school hours.
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LEAVING THE SCHOOL

A student is not allowed to leave the school without parental permission.
If a student has an appointment, a note or a phone call is needed from
the parent or guardian to allow the student to leave.
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MISSED WORK

After an absence, students should check with teachers and/or contact a
friend to get assignments and find out what was missed during class. It is
the student’s responsibility to catch up.
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NEWSLETTERS

To keep our parents informed, a newsletter is distributed regularly.
Please always check with your child or the bulletin board at the school
for important messages.
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NUT-FREE POLICY

As part of the ongoing safety awareness at Norwood Chinese School and
due to severe life-threating allergies (anaphylaxis), we are a total nut-
free school.

Exposure to even a small amount of the food substance could cause
anaphylaxis and, without immediate emergency medical assistance, lead
to loss of consciousness and even death in students with nut allergies.
The school has the obligation to establish a safe learning environment of
all students. Therefore, we are requesting that all parents and students
be mindful of any products that contain nuts when preparing snacks.
Parents of children who, historically, have suffered from any
anaphylactic reactions to any foods or insect bites need to provide the
school with an up-to-date medical action plan, signed by the parent.

Thank you for your cooperation in helping provide a safe environment
for our students.
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OFFICE CONTACT

Our phone number is 780-908-6406 (24 hours). Our office is open for the
general public on every Saturday, except status holidays, from 9:30am —
3:30pm. The office is closed during summer months July — August.
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PARENT CONTACT

We welcome parents’ involvement in their child’s education. Parents
may use drop off and pick up time to talk to the child’s teacher in person
to find out their learning progress. Parents may also call the school or
volunteer. The more parents stay in contact with the school, the greater
the chances of the child’s success.
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PARKING
For the student’s safety, please do not use the staff parking lot to drop

off or pick up your child. Parking is available on the west side of the

school or east side of the school. “SAFETY OVER CONVEIENCE” — this is
the phrase we are continuing to emphasize.
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PERMISSION TO RELEASE STUDENT WORK AND IMAGES

Norwood Chinese School is proud of our students and their work and we
take every opportunity to show the world.
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REFUND POLICY

If a student withdraws from a course before it starts, the tuition less $50

administration fee will be refunded. No refunds will be granted after
classes commence.
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REPORT CARDS

Students will receive report cards two times a year. Student’s progress
will be based on a variety of tasks including regular assessments, quizzes,
unit tests and term exams. Parent-student-teacher conference will be
scheduled after the mid-term report cards go out. These are an
important part of the reporting process and you and your child are
encouraged to participate.
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SCHOOL WEBSITE

Please log onto our school website at www.norwoodca.net to access
information such as school newsletters. Recordings of each chapter of
the textbook for Grades 1 to 9 are available in Mandarin under the
“Downloads” section.
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STORM POLICY

In case of inclement weather and impassable road conditions, the NCEA
Board will make a decision to cancel the class on that particular day. The
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decision to continue or cancel classes will be made by 8:00 a.m. Class
cancellation will be announced by the program director or principal and
all students will be informed by NCEA staff and/or teachers by phone.
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SMOKING

Smoking is not permitted on school property or within sight of the
building.
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STUDENT AGENDA

All students in Kindergarten through Grade Six use student agendas in
order to promote positive interaction between teacher and parent. This
also helps strengthen the feeling of support all children need for success
in school. Each Saturday students will bring home a little blue booklet —
the Student Agenda — which will have printed on any homework they
have, if they need to bring something to school or any comments from
the teacher about the student. It is important that parents initial each
time after students have completed their work and shown it to parents,
even if there are no comments at all. Parents are the key to making
homework a positive experience for their children. We ask that all
parents make homework a top priority at home, providing a quiet
environment, a particular time and necessary supplies. Feel free to
contact the teacher or school if parents have to address a particular
concern. Hopefully this will help parents to find out a little more of what
is happening in class instead of hearing, "What did you do in school
today?", "Nothing", or "How was school today?", "Good"

22



It is critical to the success of every student to build a pattern of
homework. Student attitudes to learning are improved when they
acquire new skills. They feel more competent and are more likely to
successfully challenge the next task. Please encourage the establishment
of a daily routine and feel free to contact your child's teacher for
assistance. The following should be a part of each child's regular review
pattern:

e Completion of class assignments that were not finished in class

e Completion of long-term assignments (if an assignment is due in
two to three weeks, work should be done regularly and not left to
be completed the night before it is due)

e Review of work taken each Saturday (studies show that 70% of
material learned is forgotten within 3 days if there has been no
review)

e Leisure Chinese reading, watch Chinese channels, listen to
Chinese radio

e  Skills practice (reading aloud, writing)

By working together we will be able to better meet the needs of the
students.

g4 Fm/ 7 MR

Kok 2 B eh a3 $fo2in {rwﬂga L H R E o B
e B B hmRE S SRR EshEd o g R
B3R/ 7SR 2L %‘Ti%g%f AES L EP -
FaraferFo Ro §7 FL @ RTEFR  RR>4 > F4 7
t%iﬁ“?ﬁéﬂﬁﬁéémﬁ&ﬁi%ﬁicﬁ’»w—ﬁﬁ
FTEFA RS FIETECF AR LR L PREALT A LAER
BEFER t3F > 2782 AR - 2 DI AZT PHE
SPRiS TR DB APEEF LT ARE Ak B i i
FEEANFRES AU PRE- BARENE YRR PP
TORFR e ELEDEY * Bk §F ERARN > FEM %
KESF R oA AR/ rE MR e 7 RS
AEREYHR NP RBAFE SR Y o iR AF R
PRI R o RS R F Y EAAR TR AR o

b b

23



B BEHRP R TERSHE L KL E R e 8
LA SRR EIS SRR
B i
4 5%

LR iR EE A PRT - BE o BY Al ;%_gt;%g;
F2 - BpFOELER I GRS R o

o HYERAL ek (PR ERFHY 0 3ILpE
i,ﬁ*g# 70% & hf d wiw )

o R v iRFRAAFA By TR BRY Y AH

o Y (¥ BIT)

BN P 4 o AP {4 B EE S g ko

TELEPHONES

A courtesy telephone for students’ use is the hallway on the main
located north side of the building. This telephone may be used before
and after classes and during recess. It may NOT be used during class
time. If a student is not feeling well, inform the class teacher or the

office.
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TEXTBOOKS > EXCISEBOOK, NOTES BOOK

A textbook, an exercise book and 4 notebooks are provided and are in
the responsibility of the student. Extra notebooks may be purchased

from the office.
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VALUABLES

Electronic equipment can be very distracting and is prone to loss and
damage. Leaving these items at home can prevent many problems.
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VANDALISM

There is no tolerance for vandalism. Students that have vandalized
school property will incur the costs to fix or replace damaged items.
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VISITORS

All visitors (including former students) must report to the general office
upon arrival at the school. Knowing who is in the school fosters a safe
environment for all.
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