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WELCOME FROM
THE EXECUTIVE HEAD OF
EARLY YEARS

| extend you a very warm welcome to Huili Nursery Shanghai.

As a parent of four children | appreciate the importance of choosing
therightearly years education for your child. At Huili Nursery Shanghai
| believe that our partnership with parents forms the strongest possible
foundation for our success. This foundation of trust coupled with a
shared faith in our Huili values and vision ensures that our pupils and
our community continue to thrive.

Our Huili staff are committed to deliver the highest quality of care and
learning opportunities for your child. As a member of our Huili Nursery
family | invite you to join us on this shared journey of discovery where
we provide a personalised, holistic learning experience fully immersive
in the languages of English and Chinese.

When you walk around the Nursery our Huili values are clearly visible.
Our carefully created ‘enabling learning environments’ are designed
to meet the needs of children at various ages and stages of growth
and development. You will see inspired and independent learners who
embrace challenge and are curious about the world around them.

At Huili Nursery Shanghai we believe that all children are valued, and
that they value each other and the world around them. Throughout
these precious formative years of their education we embed our Huili
values of courage, respect, integrity, kindness and responsibility in
our behavior for learning. In doing so, we prepare our pupils to be
active and responsible global citizens committed to thrive in an ever-
changing world.

I'truly believe our Huili bilingual education is exceptional. As an Oxford
University graduate | appreciate what can be achieved with excellent
education. Our pupils begin their educational journey as explorers,
active learners and problem solvers. They do so whilst developing the
skills to think and communicate in English and Chinese. We provide
a safe and nurturing environment for every pupil to discover their
interests and develop their passions.

We work in partnership with you to support your child to be the very best
they can beand to embody the Huili values and identity as they learn and
grow. | invite you to join us on this important educational journey and look
forward to getting to know you and your family as valued members of our
community.

Charlotte Knight-Benjafield
Executive Head of Early Years, Huili Nursery Shanghai
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THE HUILI NURSERY SHANGHAI

ETHOS OF EDUCATION
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Our message to pupils, staff and the outside world focuses on
the pupils themselves and the educational journey on which they travel.
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The Huili Values
how we want pupils to act and
what we want pupils to embrace
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At Huili Nursery, we offer pioneering education to serve
and help shape a better world.

We are dedicated to connecting the educational excellence
of the East and West to create a pupil-centric, bilingual and
bicultural learning experience.

Inspiring our children to be the best version of themselves,
to take pride in where they come from and to be the change
they wish to see in the world.

BeYou. Be More.
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HUILI VALUES
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The Huili Values encapsulate how we want pupils to act
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e _l'e_.'_.'-.;}l g ] R
-3 o
I T 5 i v | i et o1 Ly it Vet sk =l i -

{~ Kindness

FAERR. TFAEBRAVE,
Showing consideration for others and acting selflessly for their benefit.

M Responsibility

ST—BEHTE— PATASHEN. EMRT—.
Being reliable, dependable and accountable for one’s conduct. Fulfilling a duty.
Acknowledging the need to serve the communities in which we operate.

4L Respect
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A positive feeling of esteem for a person, group, entity or quality, resulting
in acting with fairness. This can include self-respect which involves not
compromising one’s values just to gain approval from others.

& Courage

=R, EE, EEEK. RFBEES, MR AIBRIIMENT 8 M EVIEHH,
The ability to confront fear, pain, danger, uncertainty or intimidation. To take
calculated risks in the pursuit of goodness.

{S Integrity

NEBTRAR, NARRESER, NECHENHEBITRNERNX S,
Consistency and authenticity. Acting in consort with one’s values or beliefs.
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THE HUILI FAMILY
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As parents, you have made the decision to join Huili Nursery
Shanghai based on our shared beliefs, vision and values. During
every information event and throughout communication with the
Huili community and families, we reinforce that the values are not
something that we will impart to your children, rather, they are
values that are demonstrated by every member of the family.

We have an expectation that all family members, staff and pupils
will hold these values true, demonstrate them consistently and
be proud to be a part of the setting. The Huili values run through
everything that we do; they are in our policies, our practice, they
form the basis of our relationships and our conduct throughout
each day. This goes for all extended members of the family too -
your drivers and ayis need to demonstrate the Huili values, so that
everyone can feel a genuine part of the Nursery.

Active learning time here at the Nursery is from 8:00 to 15:45. Pupils
are encouraged to arrive from 8:00 and spend time exploring whilst
making the mental transition from home to the Nursery.

At the end of the day, once your child has been collected, it is
important that they are not left alone in the learning spaces. Please
remember that the end of the day is 15:45 and we do ask that families
head home to have quality family time together whilst the teaching
teams plan and prepare the next day’s activities.

We ask that all members of the Huili community communicate
openly without taking to social media to air any concerns or
grievances. There is an expectation that all members of the
community demonstrate the Huili values and are respectful and
responsible in their communication and conduct. As a community,
we value being able to work together to strengthen the partnership
between us.

If you have any concerns at all, please do not hesitate to contact
the relevant member of staff directly to discuss it. If you’re not sure
who that may be, please contact the Nursery Office, or speak with
Yuki or Charlotte who are always happy to help.
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HUILI NURSERY SHANGHAI
EXPECTATIONS
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Adults are active role models for children who learn how to behave by
observing the actions of the adults around them. Our expectations of
behaviour do not only apply to the pupils and staff. Our expectations
apply to every family member, visitor and guest to the Nursery.
Basic courtesies are a daily feature of life at the setting and it is
imperative that for our partnership to be successful, we have your
full support. Please talk to all family members, family representatives
and your children to remind them of the importance of the following:

. Saying good morning, good afternoon, goodbye
. Speaking appropriately for a Nursery

. Having an ‘indoor voice’

. Using kind words and kind hands always

. Holding doors open for each other and showing general
courtesy for all

. Encouraging children to walk for themselves, pack and
carry their own bag

. Turning off mobile phones within the setting
. Not feeding children within the setting

. Looking after the property and belongings of the setting,
so that it is fit and safe for the children to use

. Ensuring that the children treat the furniture and
resources with respect

. Encouraging the pupils to tidy up after they have played
in any area or learning spaces

. Ensuring that your child is supervised appropriately once
they are picked up from the classroom or Academy
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Charlotte Knight-Benjafield (BEK)
charlotte.knight-benjafield@huilieducation.cn
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Yuki Gong Gll=ERS)

yuki.gong®@huilieducation.cn

Jinwen Chen (%1) LEZE1T)

jinwen.chen@huilieducation.cn
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SAFEGUARDING

The child is at the centre of everything we do at Huili Nursery, and
safeguarding is an extremely important part of how we put this idea
into practice in the setting.

What is Safeguarding?

Safeguarding is the actions that are taken to promote the welfare of
our children and protect them from harm. At Huili Nursery Shanghai
this means that we have made a promise to protect our children from
abuse and maltreatment and to prevent harm to our children’s health
or development. We work together to ensure that the Huili Nursery
environment is safe, provides excellent care, and takes action to
enable all the children in our care to have the best outcomes.

To help the Nursery to fulfil this promise all staff receive continual
training in safeguarding, and the Nursery has appointed three
designated safeguarding leads.

Huili Nursery Shanghai safeguarding team

Whilstevery member of the HuiliNursery Shanghaiteamisresponsible
for the safeguarding of everyone on site, we have three identified
members of the team who lead on safeguarding throughout the
Nursery. They are:

Designated Safeguarding Lead

Charlotte Knight-Benjafield (Executive Head)
charlotte.knight-benjafield@huilieducation.cn

Deputy Designated Safeguarding Leads

Yuki Gong (Deputy Head)
yuki.gong@huilieducation.cn

Jinwen Chen (Assistant Head)
jinwen.chen@huilieducation.cn

What do | do if | have a concern about a child?

If you have a concern about a child’s welfare, please report the
matter to your child’s teacher or one of the designated safeguarding
leads. To ensure the safety and wellbeing of the children in our care,
it is important that all information and concerns are kept strictly
confidential and not discussed with other parents or on social media
platforms.

If you have any questions about a safeguarding matter or would like
to better understand the Nursery’s policy, please contact one of the
Nursery’s designated safeguarding leads.
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INTIMATE CARE - EY1
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Our commitment to the intimate care of all pupils
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Times of scheduled toileting

» Upon arrival

« Before transitions

» Before lunch

« Before sleep time & upon waking
« Before home time

* Children are observed and asked throughout the day
where necessary

People involved in toileting

» The EYA will be the main responsible person in the bathroom
* When there are more than 4 children, a TA will support

* During staff lunch times, the teacher and TA will be responsible

What do we do?
» Atoileting chart is used to support children’s specific requirements
© Children are reminded that staff are there to help if needed but
help will not be given unless requested
» Children are encouraged to do as much for themselves as possible

* Where staff need to support in cleaning a child, disposable
aprons and gloves are worn and the specific requirements followed

« Any cream that needs to be applied is done so by the nurse
« Toileting events are communicated to parents each day, where
appropriate

= Should a child require showering, the EYA will be called for
support and an intimate care form completed

What to expect at this stage of development

» Children have accidents - please ensure that there are plenty of
spare clothes

© Children will try and clean themselves, therefore underwear may
get dirty in the process - this is a natural stage of developing
independence

» Children may need help with undressing / dressing. Independ-
ence will be encouraged as much as possible, however help is
generally required at times of difficulty. When this happens, it will
be communicated to parents.
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INTIMATE CARE - EY2
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Our commitment to the intimate care of all pupils

LHEE SN mIBY ja] Times of scheduled toileting

o NEE « Upon arrival

o R « Before transitions

o FIRBH * Before lunch

. FEERTINERRS  Before sleep time & upon waking

o B » Before home time

« —Frrh, ZIMAMERLT HENEREE M ], * Children are observed and asked throughout the day
where necessary

BEFEMMWIAR

People involved in toileting
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© RERBEBAFTA. » The EYA will be the main responsible person in the bathroom

© —EBARGEDREEO, £ETEREN * One TA will be stood at the bathroom door ready to help where
RMHEERD, needed
° WNFBENIMERD, =IFREIMEEIT, * The teacher will be called if additional help is needed
N2 eI RE9?
o BRI DERITD, 5ISMITEC M. What do we do?

o BRI T, EIMEEMI1EEhER N A 2 (AR, « Staff will generally stand at the bathroom door and encourage the

N a . e children
§ AR RIS Enﬁﬁ%?ﬁlﬁl\mﬁho * Children are reminded that staff are there to help if needed but help
© BaBETMERESREERL, will not be given unless requested
ELRTRBEEREEMLS, EMRETEHTHED. * Children are encouraged to do as much for themselves as possible
© RERRFEAMEEBNFEEEETS LY. « Staff will encourage children wipe themselves after a pee
o MEZFHIRMBMUFERASE, FHREREMTTH. - Staff may be called in to help after a poo - they will give verbal in-
- MEEE, RIIeSMRKEBEFERNTMIBE T, structions to support and help when necessary

RERAMBIARZ T bk, FHES EEmRipE, » Where staff need to support in cleaning a child, disposable aprons
and gloves are worn

* Any cream that needs to be applied is done so by the nurse
 Should a child require showering, the EYA will be called for support

AN HF M 7% FRVER R and an intimate care form completed
o BREAINERSRE, BTN ASETRENTERY. * Toileting events are communicated to parents each day, where
- BFERECOMN AR FRENR, XRMIMER appropriate
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What to expect at this stage of development
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» Children have accidents - please ensure that there are plenty of
spare clothes

BEREMRE : :

stE ° * Children will try and clean themselves, therefore underwear may
get dirty in the process - this is a natural stage of developing
independence

* Children may need help with undressing / dressing. Independ-
ence will be encouraged as much as possible, however help is
generally required at times of difficulty. When this happens, it will
be communicated to parents.
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INTIMATE CARE - EY3
BT EEERINF ARG

Our commitment to the intimate care of all pupils
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Children are reminded to visit the bathroom at the following times
» Before RWI

« Before transitions

» Before snack / lunch

* When coming in from outside play

« Before end of the day carpet time / Academy

* At all other times, they are encouraged to be independ-
ent and use the bathroom when needed

People involved in toileting

» An adult will be aware of which children are in the bathroom and
will be close to the door, but will not go in to the bathroom unless
help is requested by a child

What do we do?

» Children are reminded that staff are there to help if needed but help
will not be given unless requested

* Children are encouraged to do as much for themselves as possible
- they are expected to be able to toilet themselves at this age

» Where necessary, words of encouragement and instructions will be
provided

» Where staff need to support in cleaning a child, disposable aprons
and gloves are worn and an intimate care form is completed

» Should a child require showering, the EYA will be called for support
and an intimate care form completed

What to expect at this stage of development

» Children have fewer accidents - please ensure that there are
two changes of spare clothes

» Children will try and clean themselves, therefore underwear may
get dirty in the process - this is a natural stage of developing
independence

* Dressing is an independent activity:
- Encourage children to tuck their shirt in
- Help can be provided to get tights to knee level

- Support can be given with top button of shirt / trouser button /
side zip of pinafore dress
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INTIMATE CARE - EY4
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Our commitment to the intimate care of all pupils

SET Y E a0 iR EE Children are reminded to visit the bathroom at the following times
o RWIZH] - Before RWI
o BRI « Before transitions
o EaLFTEY * Before snack / lunch
. PUNEREEISEE * When coming in from outside play
. REEIER MBS AR « Before end of the day carpet time / Academy
« HAEREE, RIS RIS HEEENE * At all other times, they are encouraged to be independ-
2= PEE., ent and use the bathroom when needed
BEZEMMMAS People involved in toileting
. BRREBEEE DEANET, HESEO, 7 » An adult will be aware of which children are in the bathroom and
BFEERNABEH \IEE, will be close to the door, but will not go in to the bathroom unless

help is requested by a child

A2 ANEMET?

o e in N What do we do?
o R BT E SR FRBAI LURILI. » Children are expected to be able to toilet themselves at this age
Y A
EMSHEZT RRENNS TR RIS Where necessary, words of encouragement and instructions will be
- RERRFHEH AMBEBENFEBEZ TS ENEY, provided
R FERIP R, » Where staff need to support in cleaning a child, disposable aprons
c (RERSMBIARZ TR, HESRERIPR, and gloves are worn and an intimate care form is completed

» Should a child require showering, the EYA will be called for support

AT SR R B RS and an intimate care form completed

c BRFENBREaRE, BFREERET AR,
o MMfEZFECHENIERIREZFHEAN, XE

TR MR T AR B ER » Children have fewer accidents - please ensure that there are

two changes of spare clothes
° ==} = .
SRMEZT MO » Children will try and clean themselves, therefore underwear may

What to expect at this stage of development

-BEMZTECRHEERTRE get dirty in the process - this is a natural stage of developing
SAUEZ TR TITESERSME, M TYARMIIE independence

S5eAk * Dressing is an independent activity:

AR REZT AR LEA R T B - Encourage children to tuck their shirtin

- Help can be provided to get tights to knee level

- Support can be given with top button of shirt / trouser button /
side zip of pinafore dress
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INTIMATE CARE - SPECIALIST
LEARNING SPACES
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Our commitment to the intimate care of all pupils
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Times of scheduled toileting

» Children should go to the toilet in their own classroom before
transitioning to specialist lessons

* EY1and EY2 have scheduled toilet breaks during each lesson

« All the other times pupils are encouraged to be independent
and use the bathroom when needed

People involved in toileting
* EY1and EY2 - classroom EYA or TA will be the main responsible
person in the bathroom

» During specidlist lessons, the specialist TA and teacher will support
as needed

* EY3 and EY4 - an adult will be aware of which children are in the
bathroom and will be close to the door, but will not go in to the
bathroom unless help is requested by a child

What do we do?

» We will follow the intimate care policies for each year group

» Where staff need to support in cleaning a child, disposable aprons
and gloves are worn and an intimate care form is completed

» Should a child require additional intimate care beyond toileting, the

child will return to their classroom for support with a classroom TA
or EYA

What to expect at this stage of development

» Children may have accidents - please ensure that there are two
changes of spare clothes

 Dressing for Physical Play is an independent activity for EY3 and

EY4 children and should be completed before the start of the les-
son
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GENERAL CONDUCT WHILST IN
AND AROUND THE SETTING
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We kindly ask that ALL members of the Huili family conduct
themselves in a responsible manner at all times. Language should
be appropriate for an early years’ setting and we ask that everyone
acknowledges each other with a suitable greeting. Smoking is not
permitted in and around the building and spitting is prohibited. Any
members of the Huili family who display behaviour which disregards
the Huili values will be asked to leave the premises and may be
barred from future visits. Please take time to talk with grandparents,
relatives, drivers and ayis (anyone who may be involved in your
child’s care) who act as representatives for the family about
conduct in and around the setting and advise them that their
conduct reflects upon your family.

At Huili Nursery Shanghai, we operate a ‘no mobile phone’ policy.
This is to ensure that whilst you are within the setting, your attention
is focused on the pupils and staff - it is very difficult to hold a
conversation whilst a parent is on the phone! We ask that phones
are silenced until you are outside of the building. Please be reminded
that as part of our safeguarding policy no photos or videos may be
taken using your mobile while you are in the Nursery.

We appreciate that the use of social media is a popular method of
sharing information amongst the community. However, parents must
be respectful and responsible when considering sharing images of
other people’s children and to this end we always support a no mobile
phone policy for all members of the nursery community. During
special events, such as performances, families may be granted
permission to use their mobile phones by the Head of Early Years to
take photos or video of their child to share with family and friends.
Whilst we appreciate the desire of families to share these moments
with others, please be respectful of others attending events and of
the children who are performing.
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The Huili Nursery Shanghai framework has been carefully designed and
planned to meet the needs of pupils aged 2-& years, with a focus on learning
spaces to promote learning and development across various areas. We have
brought together the very best frameworks to promote inspiring early years
education within the nursery; the Early Years Foundation Stage (EYFS) from
the UK, the Chinese Curriculum (3-6 years) and the Huili ethos of holistic
learning for all pupils. These frameworks underpin our bespoke bilingual
educational framework, which identifies key development indicators for
each stage of a Huili early years education.
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The EYFS identifies characteristics of effective learning - the ways
in which a child engages with other people and their environment:
playing and exploring, active learning, and creating and thinking
critically underpin learning and development across all areas and
support the child to remain an effective and motivated learner.

Finding out and exploring
Playing with what they know

Being willing to have a go

Being involved and concentrating
Keeping on trying

Enjoying achieving what they set out to do

Having their own ideas
Making links

Choosing ways to do things
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Using the Early Years Foundation Stage (EYFS) as a framework,
we seek to promote development in seven areas of learning and
development. The Chinese curriculum (3-6 years) possesses many
similarities and is therefore mapped and threaded throughout the
framework seamlessly.

Prime areas of learning and development are fundamental, work
together and move through to support development in all other
areas. The prime areas are:

Moving and handling; Health and self-care

Listening and attention; Understanding; Speaking

Making relationships; Self-confidence and self-awareness;
Managing feelings and behaviour

Specific areas of learning and development include essential skills
and knowledge for children to participate successfully in society.
The specific areas are:

Reading; Writing

Numbers; Shape, space and measure

People & communities; The World; Technology

Exploring and using media and materials; Being imaginative

The learning spaces throughout the indoor and outdoor areas
are designed as enabling environments to promote learning
and development in the seven areas identified. These enabling
environments, coupled with positive relationships between the
pupil, parents and practitioners are the key to a successful early
years’ educational experience.
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At Huili we recognise that for a child to succeed their level of
wellbeing and involvement must be high. Throughout the year we
therefore record children’s levels of wellbeing and involvement by
using a method called the Leuven Scale developed by Dr Ferre
Laevers from Leuven University in Belgium. The scale has five levels
with clear descriptors for both wellbeing and involvement. This
method is not yet widely used worldwide but is at the forefront of
best early years practice and we are proud to have been trained by
the team from Leuven University Belgium.

So, what does wellbeing mean? It is a condition which means
that the individual or group's condition is positive. As educators,
our role is to recognise its importance and impact on a child’s
social, emotional, physical and academic development. In turn,
our curriculum needs to include choices and activities aimed at
achieving physical vitality, mental alacrity, social satisfaction, a
sense of accomplishment and personal fulfilment. Involvement is
not just seen because of high levels of wellbeing but also a factor in
influencing wellbeing. That is, we cannot have the highest possible
levels of wellbeing if we are not highly involved in and motivated
intrinsically by what we are doing or experiencing. Involvement is
what is observed when children are intensively engaged and can be
spotted at all ages and stages of development.

The levelresultsthensupportourteacherstolook atmaking changes
to the classroom environment where necessary, having discussions
with parents about how both teachers and parents can work
together to support a child to increasing their levels of wellbeing or
involvement. Throughout the year we will offer workshops to you to
support your understanding of the Leuven Scale and what it looks
like at Huili Nursery.
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A DAY AT HUILI NURSERY

High attendance at the Nursery is crucial to a child’s development.
We have a desire to support every pupil to be the very best version of
themselves. This can only be achieved with consistent attendance
and punctuality. Pupils should arrive at the nursery before 08:20,
in time for registration in their classroom. The timetabled activities
for the day start at 8:30 - please ensure that your child is punctual
so that their learning and the learning of others is not disrupted.
Absence impacts on a child’s learning significantly, whilst lateness
impacts on all other pupils in class, as their learning is disturbed.

THE ACADEMY PROGRAMME

The Academy Programme is available from 15:30-16:30 weekdays at
the Nursery and a range of classes are on offer including:

Lego

Mad science
Chinese storytelling
Hip-Hop

English storytelling
Arts and crafts

Fun and games

Football

The Academy Programme follows the Nursery calendar and
therefore does not run during the holidays.
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HOME ROUTINES

Throughout the Nursery day, we keep pupils’ bodies and minds
very busy. Children need to be prepared for the adventure that
awaits them each day. Tired children make poor learners; they are
emotional and grumpy. They react badly to situations and they learn
little or nothing as they disengage with the world around them. We
strongly advise that children have well-established sleep patterns
by the time they start at the Nursery, so that they are given every
advantage for development and learning.

Children thrive when they are well fed, well rested and well cared
for. When a child sleeps, their body rests and recovers after a busy
day. Whilst sleeping, the body releases growth hormone, supporting
healthy physical growth. A child’s brain also can process and file all
the information they have acquired throughout their day.

A consistent home routine is essential in supporting your child’s
development and success in the Nursery setting. Strong routines
in the Nursery are fundamental to a child’s success. We encourage
you to create a positive and consistent home environment for your
child. A child who knows what to expect will feel confident and
secure. Huili Nursery recommends including family time, dinner
time, bath time and bedtime routines into your family routine. Please
make an effort support your child to wrap up their day by 19:30,
allowing for that essential good night’s sleep that they need after a
busy day at the Nursery. Huili Nursery Shanghai actively promotes a
child’s independence, resilience and empathy in the setting. These
attributes should also be promoted at home by introducing age
appropriate tasks. Starting as early as EY1children can be expected
to help with tasks at home such as putting their own toys away or
putting their clothes in a clothes basket at the end of the day. By EY4
tasks may include setting and clearing the dinner table or getting
themselves up and dressed in a morning.

We expect that all children arrive at the setting before 8:20, so that
your child has time to make the transition from home to the setting
in preparation for the day ahead. Group learning commences 08:30
for all children. Pupils arriving after this time cause disruption to the
other pupils, therefore out of respect for all learners, we do ask for
supportin a timely arrival.

The day for pupils ends between 15:15 and 15:45. Again, to support an
established routine, we do ask that pupils are collected on time by a
familiar, authorised adult. The teaching teams work with the pupils
from 08:00-15:45 with the final hour of their working day (15:45-16:45)
reserved for preparation, planning, meetings and training. Late
collection of children has a significant impact upon the teaching
team’s work time and therefore we ask that parents and families are
respectful of departure times from the setting.
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CATERING

Huili Nursery Shanghai’s catering is provided by Aden Services
- a professional catering and integrated facilities management
company. Aden operates from an onsite kitchen which is located
directly adjacent to the dining hall. All snacks are provided by Aden
Services - Huili Nursery Shanghai is a nut free setting and therefore
foods containing nuts are not permitted.

All pupils are required to eat nursery lunches, except for those who
have special dietary requirements for medical reasons.

LUNCH FEES

Lunch fees can be settled directly with the Nursery on behalf of
Aden Services. You will receive an email from our cashier outlining
the process. A monthly remit to your child’s account before the
specified dated is required. Upon payment to the Nursery, credit is
registered for the pupil and attendance will be taken every day for
lunch consumption. Any remaining credit will be refunded to your
child’s account.

Each month, Aden will issue an electronic fapiao according for
actual meal expenses and send it to parents.

Lunch menus are available to view on the Week Ahead email
newsletter.
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COLLECTION AND DEPARTURE

Pupils should be collected from their classrooms by an adult who is
family member. Parents should inform either the class teachers or
the Nursery Office if there is to be a different person collecting the
pupil. The adult responsible for collection must have an official Huili
Nursery Shanghai ID card; we will NOT under any circumstances
allow a pupil to leave the premises with an adult that is not known
to us.

ABSENCE

Taking time out of education can be disruptive for your child’s
learning. If leave during term time is unavoidable and parents know
in advance that their child will be absent from the Nursery, they
must contact their child’s class teachers as soon as possible.

If a child is going to be absent from the Nursery due to unforeseen
circumstances, such as illness, parents should inform their child’s
class teacher or the reception or contact 021-31580001/ 021-
315680002 before 9:00 am.

PUPILS LEAVING BEFORE
THE END OF THE DAY

If parents are aware that their child will need to leave early during
the day, they must inform the class teacher by email or in writing.

The teachers will then inform the Nursery Office. Please ensure that
you complete a permission slip (obtained from the nursery office)
which will then be signed by the class teacher. On leaving the site,
the permission slip must be submitted to the security guards in the
guard house. The security guards will be instructed to turn back
any pupil who does not have the required permission slip, even if
accompanied by a parent who is well known to them.
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CHECKLIST OF ITEMS
TO BRING

It is vital that pupils are prepared for the day ahead. Pupils are
requested to bring the following items to Nursery daily:

Water bottle

Sun hat. Please note that Huili Nursery Shanghai follows a
strict ‘No Hat, No Play’ policy. If your child does not have a sun
hat, he/she will have limited opportunities for outdoor learning
and physical play to ensure their health and safety

Mosquito repellent / sun cream (as required)
Rain mac and rain boots (as required)

Spare change of Huili Nursery uniform and underwear for ALL
ages

Nappies / nappy cream / wipes for those children in EY1 only

Bedding for EY1and EY2 pupils - These are sent home on
Fridays for laundry and must be returned every Monday.

Money must NOT be brought to the Nursery unless required for a
fund-raising event. All monies that are brought into the setting
should be given to either the class teacher or the nursery office for
safe keeping.
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UNIFORM

Pupils are expected to be smart and tidy in their Huili uniform attire.
All pupils are expected to take pride in their personal appearance.
Full Nursery uniform is expected at all times*.

The uniform is available exclusively from the Uniform Shop located
at Huili School Shanghai, 235 Lingyao Road. The Uniform Shop
carries the complete line of pupil’s uniforms and accessories.

The uniform shop is open from Monday to Friday during term time.
Hours of opening are as below:

Monday: 13:00 to 17:00
Tuesday: 8:00 to 12:00
Wednesday: 8:00 to 12:00
Thursday: 8:00 to 12:00
Friday: 13:00 to 17:00

All uniform items and accessories are also available for order
through the online school uniform shop. Parents should receive their
activation code by email, if you have any problem logging in, please
contact services.hns@huilieducation.cn

You will be provided with a full list of required uniform items for
Spring/Summer and Autumn/Winter. We strongly recommend that
you purchase enough uniform to get through the week at nursery.
All clothing should be clearly labelled with your child’s name and
class, properly maintained and well-fitting.

*Pupils are permitted to wear informal dress of their own choice only
for event at specified times. Families are reminded that on special
dress days all clothing and footwear should be suitable and safe for
a nursery.
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NAME TAPES

Every item of clothing must be clearly marked with the pupil’s name
and class, without which clothing cannot be identified. Footwear
should also be marked. Labelling all items is the responsibility of
families and should be done before arriving at the setting.

FOOTWEAR

Plain black leather shoes are to be worn by all pupils during the day.
Shoes must not have any large ostentatious branding on them and
must be kept clean and polished. The pupils will also be required
to bring a pair of rainboots and trainers for physical play sessions.

JEWELLERY

Children may wear no more than one earring or stud in each ear
during term time. No other jewellery is permitted in early years.

HAIR

All pupils are required to be well-groomed and to keep their hair
tidy. Noticeably dyed hair on pupils is not permitted. Hair extensions
are not allowed.

MAKE-UP

Girls are not permitted to wear make-up during the day. Coloured
nail polish is not allowed.

CELEBRATION OF BIRTHDAYS

We encourage pupils to wear ‘home clothes’ to Nursery on their
birthday so they feel special. We do not allow parents and families
to bring party food or gifts to the setting as it develops a culture
of competition and materialism that is not in keeping with our Huili
Values. Every class will celebrate children on their birthday as part
of their class routines. Please speak to you child’s teaching team for
further details. If you would like to have a birthday celebration for
your child, we encourage parents to arrange celebrations together
at weekends, or after the Nursery day has ended.

GIFTS

At Huili Nursery Shanghai, we understand that, at times, parents
may wish to show their appreciation for the teaching team’s hard
work and efforts with the pupils. We kindly ask that parents refrain
from giving personal gifts to the staff.
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Communication is a key element to a successful partnership
between the nursery and the Huili families. We operate an open
door policy and actively encourage our parents and families to
talk to us about life at Huili Nursery Shanghai. We believe that by
communicating openly, we strengthen the partnership between us,
and we work for the shared purpose of providing the best holistic
experience for the pupils of the Nursery.

Huili Nursery Shanghai is an extremely busy and stimulating
environment with a great deal going on. We strive to keep our
parents up to date with everything that is happening in the nursery,
whether it be your child’s latest report, or an upcoming event.
Not only do we have a variety of places for you to find our latest
news, either on social media, website or newsletters, but we also
encourage you to keep in touch with us as well.

We aim to ensure that no parent feels left out. Parents are
encouraged to contact the nursery by email whenever they have a
concern or query. For any query regarding your child’s progress, the
first point of contact should always be the class teachers.

This is our home diary for EY1 and EY2 pupils, which acts as a main
form of communication between the nursery and home. Notes of
interests and ad-hoc notices will also be placed in the Huili Weekly.
It is however, the responsibility of the parents and family members
to check the notices.

Every Friday afternoon we send out the Week Ahead and
Classroom News to all parents via email. This is our most important
communication with parents and it is crucial that you read it as it
has information regarding upcoming events, important updates
about the classroom and the Nursery and many more crucial bits
of information on parenting and child development. Please do not
ignore this communication, as you will miss out on the latest news
from Huili Nursery Shanghai. All parents should be automatically on
our communication list, however in the rare case you are not, please
inform the Nursery Office.
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shanghai-nursery.huilieducation.cn

BREMETIHS, REF(NEME LERABHEMA

Every parent becomes a member of Friends of Huili upon joining
the Nursery. Friends of Huili (FoH) is an association which includes
all parents and teachers, plus other members of the Nursery
community. It meets regularly and consistently contributes to
making life at the Nursery vibrant, not just for the pupils but for the
whole community, by working to bring people together to share,
learn and to celebrate. Friends of Huili is an integral part of Nursery
life and is the driving force behind many of the annual highlights of
our calendar. The executive committee comprises of the following

positions: Vice Chair Events

Chair Vice Chair Charities
Treasurer Vice Chair Communications

Secretary General Vice Chair Cha Hua Hui

Our success is underpinned by the strength of the partnerships
formed within the Nursery. Clear, open and effective communication
is imperative to afford the partnership every chance of success. To
this end, we rely on positive, face to face communication as much
as possible. To enhance communication links between the teachers
and the parent body, we advocate the appointment of class parent
representatives. Each class will have a parent representative who
acts on behalf of the class in the interest of the Huili family and
community. Parent representatives will support in the gathering
of opinion on life at Huili Nursery Shanghai and will be a voice on
behalf of the wider family members of the Nursery.

Please check the Huili Nursery Shanghai website where information,
including the environment, is accessible. The website has
information relating to Nursery activities. There is also a media
section where regular news items are posted.

shanghai-nursery.huilieducation.cn/en/

Do follow us and enjoy the variety of content that we post regularly
on WeChat.



http://shanghai-nursery.huilieducation.cn
http://shanghai-nursery.huilieducation.cn/en/
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THE NURSERY NON-ACADEMIC

TEAMS

B Executive Head of Early Years
BIEK Deputy Head of Early Years
%) LEE FE1E Assistant Head of Early Years

%) LEE FE1E Assistant Head of Early Years

%h) LEE FE1E Assistant Head of Early Years

s

A& Receptionist

B BENAEFERSE KR
Nursery Office Supervisor and Executive
Assistant to the Executive Head of Early Years

) |EDAEBIE
Nursery Office Administrator

FIRBEL R Senior Admissions Officer
iIZE + & Operation Supervisor

H 28 Cashier

{RfEE M Nurse

Charlotte Knight-Benjafield

Yuki Gong

Jingwen Chen

Angela Gu

Rob Spillane

Renee Bu

Lily Ji

Irene Jiang

Reithy Zhang

Sherry Meng

Vicky Fan

Callie Wang
Cici Zhang
Salliven Liu

charlotte.knight-benjafield@huilieducation.cn

yuki.gong@huilieducation.cn

jingwen.chen@huilieducation.cn

angela.gu@huilieducation.cn

rob.spillane@huilieducation.cn

021-31580001/80002
Renee.bu@huilieducation.cn

021-31580013
lily.ji@huilieducation.cn

021-31580007
irene.jiang@huilieducation.cn

021-31580010
reithy.zhang@huilieducation.cn

021-31580027
sherry.meng@huilieducation.cn

021-31580025
vicky.fan@huilieducation.cn

021-31580012
nurse.hns@huilieducation.cn
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HOW TO EMAIL STAFF

To email any staff at Huili Nursery Shanghai, enter:
firstname.surname@huilieducation.cn

Please note that teaching staff are NOT allowed to give out
their personal mobile numbers or email addresses to parents.
This is to maintain a professional relationship always, and to
ensure that everyone acts in the best interests of the pupils of
Huili Nursery Shanghai.



50

ERHFEE

IMPORTANT CURRICULUM
DATES

108
OCTOBER

1A
NOVEMBER

128
DECEMBER

15
JANUARY

2R
FEBRUARY

3R
MARCH

48
APRIL

58
MAY

6H
JUNE

16-20H : Z A

3H: kK=
13-178 : 7 A

13-14 8 ML E

23-26H: KA EENE

29H 100K KIEL®

1H . Bx4) | HEERE
158 Xk=
25-29H iz

22-261: EHEMMIKE

14178 & HFHE
31H:FOH EBE&%

17-218 : 2 FRKE

16-20: Arts Festival

3: Parent and Teacher Conference
13-17: Field Trips

13-14: A Special Visitor

23-26: Chinese New Year Performance

29:100 Days of Friendship

1: FOH Annual Board Huili Birthday Party
15: Parent and Teacher Conference
25-29: Sports Day

22-26: Book Week and Earth Day

14-17: Field Trips and Pyjama Picnic
31: FOH Summer Carnival

17-21: End of Term Performance
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CAMPUS AND FACILITIES
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To ensure the safety and wellbeing of all our pupils and staff, we
have an equipped medical clinic healthcare centre, located off
reception. Prior to your child starting at the Nursery, you must
complete and return the medical form detailing any allergies or
illnesses that your child may have and vaccination information.
The healthcare centre medical clinic will manage all injuries and
illnesses but sometimes we need to contact the pupil’s parent
or guardian, therefore it is vital that we always have your current
contact details. Every child must have a brief morning medical
check before entering the Nursery each morning. Should your child
show signs of illness, you will be required to take them home and
follow the advice of the nurse on next steps to be taken.

If your child becomes ill during the day, you will be contacted and
asked to collect your child. If your child has sustained a minor
injury, we will write a visit form with detailed information and put
it in your child’s bag. We will contact you either by telephone or
email, depending upon the severity. In more serious cases of injury
that require hospital treatment we will contact you by phone and
ask you to either collect your child and take them to hospital or, if
required in an emergency, for you to meet the nurse with your child
at Shanghai Children’s Medical Centre. However, when the child
has anaphylactic shock or and other similar special emergencies
endangering pupil life and safety, we will follow the principle of
first aid and send them to the South Branch Hospital of Shanghai
Oriental Hospital. If you wish for your child to be taken to a different
hospital when the injury does not constitute an emergency, it is the
responsibility of the parent to get the child to their preferred hospital
and not the responsibility of the Nursery. Hereinbelow please kindly
find the hospital information.
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HOSPITAL INFORMATION

Non-emergency injuries:

Shanghai Children's Medical Center affiliated to the Shanghai Jiao
Tong University School of Medicine (referred to as the Children's
Centre), class lll, grade A level children's special hospital, with the
reception address at No. 1678 Dongfang Road, Shanghai.

Emergency care:

South Hospital of Shanghai Oriental Hospital, class lll, grade A level
general hospital, with the reception address at No. 1800, Yuntai
Road, Pudong, Shanghai (Huaxia West Road crossing).

Types of emergency include: anaphylaxis, severe asthma attacks
etc.

Please note that any medication that has not been prescribed by a
doctor will not be administered in the Nursery by the nurse. This is to
follow the regulation of Shanghai Municipal Education Bureau and
other applicable regulations.

If your child has been prescribed medication by a doctor that needs
to be administered throughout the day, you MUST send it in to the
nurse clearly labelled with your child’s name and class. Information
regarding the time, dosage and what the medication is for must be
provided by the doctor. This should be marked for the attention of
the nurse.

If your child has asthma and needs to use an inhaler, please make sure
you leave one at the healthcare centre, to be on hand immediately in
an emergency. ltis the responsibility of the parents to ensure their child
and the Nursery has the medication that they need.

MEDICAL DISCLOSURES

Throughout the child’s time as a pupil at the Nursery, the nurse shall
have the right to disclose confidential information about the pupil
if it is in the pupil’s own interests or necessary for the protection
of the Huili Nursery Shanghai community. Such information will
be given and received on a confidential need-to-know basis.
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CAMPUS AND FACILITIES
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nurse.hns@huilieducation.cn

EMERGENCY MEDICAL
TREATMENT

If your child needs emergency medical attention while under the
care of the Nursery, we will attempt to obtain your prior consent.
However, should we be unable to contact you in the event of an
emergency, parents have authorised (in the Huili Nursery Shanghai
Terms and Conditions) the Head of Early Years to consent on
their behalf to the pupil receiving emergency medical treatment
recommended by a doctor (including general or local anaesthetic,
operation or blood transfusion, unless you have previously notified
us of an objection to blood transfusions). In addition, should it be
necessary for the Nursery to arrange for your child to see a doctor,
it will be the parents’ responsibility to ensure that the child has
adequate insurance or pay for medical costs incurred.

ALLERGY AND
FOOD POLICY

Huili Nursery Shanghai recognises that although most food
intolerances produce symptoms that are uncomfortable, some
people can suffer a severe food allergy with more serious
consequences and in some instances, these may be life threatening.
Several pupils in the Nursery have severe or moderate allergies to a
range of foods and substances.

The Nursery therefore strives to be a nut free environment and aims
to ensure that none of the food provided or served within the setting
contain nuts. The caterers do not serve nut-based foods or use nut
oils in any of the food preparation.

To minimise the risk of incidents, we request that no external food
is brought on to site. Children are provided with snacks and lunch
throughout the day, therefore we kindly request that children are
fed outside of the premises.

NURSE CONTACT

Huili Nursery Shanghai Nurse:

Callie Wang
021-31580012

nurse.hns@huilieducation.cn
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PARKING SPACES

All families are asked to follow the local parking regulations and
cooperate with the instructions of the Nursery staff and local traffic
police to create a safe environment for everyone in our community.
There are no parking spaces available within the Nursery setting.
Public parking spaces for parents of pupils are available on the
streets surrounding the Nursery.

FIRE DRILL

The fire drill evacuation plan is displayed in each classroom. In the
event of a fire alarm, pupils will be escorted from their classrooms or
learning spaces by their teachers to a central assembly point where
registers will be taken.

LOST AND FOUND

Lost and Found is located at reception. Staff and pupils are
expected to respect the property of the Nursery and of others,
and to take all reasonable measures to safeguard this property
and their own personal items they bring to the Nursery. Pupils are
encouraged to take responsibility for their belongings in the Nursery
and the Nursery requests that all items of clothing and bags should
be properly labelled, and everyone should check that he or she
has the right belongings. If your child does bring home the wrong
belongings, please ensure it gets back to reception as quickly as
possible, so that we can return it to the rightful owner.

SAFE SURROUNDINGS
AND SECURITY

Security is a high priority and security guards are located in the
Nursery premises to enforce procedures. Every person coming in
to the campus, except pupils wearing the Huili Nursery Shanghai’s
uniform, is required to wear an Approved Adult Pass at all times.
Visitors without an Approved Adult Pass (including anyone who
has forgotten their pass) are required to register with security. To
gain entrance to the Nursery, they must lodge a form of photo
identification (Chinese ID card, passport, drivers licence etc.)
with the security guards in exchange for a temporary pass. The
identification will be held securely by the guards for the duration of
the visit and returned upon departure from the campus.
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AIR QUALITY POLICY
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Providing a safe and healthy environment for our pupils, staff and
families is our top priority at Huili Nursery Shanghai and we place
great importance on this. All our facilities on campus are equipped
with reliable air filtration systems. The air filtration systems
encompass electronic air cleaners rather than the less effective
lower cost filter machines.

We monitor pollution levels on a regular basis during each day,
using information provided by the local authority. The AQI index
is measured at several sites across Shanghai and we combine
the average reading for the three sites closest to the Nursery,
which are Shanghai Normal College Primary Division, Shanghai
Normal University and Shanghai US Consulate to provide the most
appropriate reading for the Nursery. We review the AQI at the
beginning of the day, at 8:00, :30, 10:00, 11:30, 12:30, 13:30 and 15:00.
At the Nursery, we have strict measures in place of what pupils
and staff are permitted to do during periods when AQI ratings are
high in Shanghai. These rules are created by us to safeguard our
pupils from exerting themselves during physical activities when the
air quality is poor. Staff members are kept informed of changes in
AQI throughout the day so that they can respond and modify their
activities when necessary.

Colour indicators will be placed at all main entrances to indicate
which measures are in force:
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Red Moderate No outdoor activities Doors and windows closed.
Pollution All air purifiers on.
s FTBEARE IR AR EERNHET
All PE and related activities will be modified
and carried out indoors

* B F SN ZRBF TR ERR
All field trips will be modified or postponed

- EEAZERETRE % F RIS ERIE
&, BN ZLCIR A TR Im

Teachers report any signs of respiratory
difficulty in children to the nurse immediately

- (REZEMRENA B8, W2 IPLIRIES
RAVZ T

Nurse takes necessary action and monitors
children reported with respiratory sensitivity

Nl BESH « B \FRINEDD KHIR, FTAE= A Es.
Purple Heavy Pollution No outdoor activities Doors and windows closed.
All air purifiers on.

s FTBARE R AT EERHET
All PE and related activities will be modified
and carried out indoors

* FTE PP BRI IEER
All field trips will be modified or postponed

- EEAERETRE T B RS ERIE
A, I ZCIRA R EZE D

Teachers report any signs of respiratory
difficulty in children to the nurse immediately

o CREEE MR B 48T, 2R 0 2P IR 18 B
RGNS

Nurse takes necessary action and monitors
children reported with respiratory sensitivity
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CLOSURE OF THE NURSERY
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On some occasions, it may be necessary to close or cancel
nursery. The following procedures will be followed whenever it
is necessary to cancel or close school due to inclement weather,
fire, important Government events etc. The health and safety
of pupils shall be the primary consideration in all decisions or
actions taken at times of inclement weather or other emergencies.

PRIORTO THE START
OF THE DAY

In the case of important Government events, the Nursery is
usually given prior warning via the Education Commission. The
Head of Early Years will ensure that a message is sent to parents
via the parent representatives and emailed to all parents.

PROCEDURES FOR
CLOSING THE NURSERY WHILE
IN SESSION

The Head of Early Years will ensure that a message will be sent to
the parent representatives for communication with parents through
WeChat. At the same time, we will also send an email to all parents.

At all times when the Nursery buildings must be evacuated, all pupils
and staff will exit the buildings in an orderly fashion, as rehearsed.
Pupils will be kept at the designated meeting place or other suitable
location until parents can arrange to collect them. The Head of
Early Years will inform teachers when pupils may be released. Pupils
must be collected from the classroom or designated meeting place
by a parent or a nominated guardian as soon as possible after the
announcement is made.
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