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1. Introduction

Welcome Message

Dear Students, Families, Faculty, and Staff,

Welcome to the new academic year at Canadian International School Tokyo! We are thrilled to
begin another year of learning, growth, and discovery together. As we embark on this journey,
we remain committed to fostering an environment where every student is encouraged to
achieve their full potential, both academically and personally.

Our mission is to provide a balanced international education that empowers students to become
confident, lifelong learners. We value the diversity within our community and strive to create a
welcoming atmosphere where everyone feels respected and valued. This handbook serves as a
guide to our shared expectations, policies, and procedures, ensuring that we all work together to
maintain a safe, supportive, and productive learning environment.

We look forward to a successful year ahead and are excited to see the incredible achievements
that our students and faculty will accomplish. Let’'s make this year one of the best yet!

Best wishes for an excellent school year!

Kevin Passafiume
Head of School
Canadian International School Tokyo



Mission, Vision, and Values
Vision

At Canadian International School Tokyo, our commitment is to empower students to become
effective, lifelong learners: confident in their skills and principled in their actions.

Mission

Canadian International School Tokyo develops each student as an individual by providing a
balanced international education. Using accredited Canadian and international curricula, CIS
ensures that our students receive a strong knowledge base rooted in academic excellence and
a growth mindset. CIS students cultivate character in an environment focused on a lifelong
appreciation of learning fostered by communication, creativity, and diversity.

Core Values

CIS values are centred on fostering a community where communication, creativity, and diversity
are at the forefront of education.

Empathy: Cultivating kindness, compassion, and the ability to understand and share the
feelings of others in an inclusive school environment.

Respect: Fostering a culture of mutual understanding and valuing the diversity of
perspectives, backgrounds, and cultures within the school community.

Integrity: Encouraging honesty, ethical behaviour, and responsibility in personal and
academic pursuits.

Curiosity: Promoting a love of learning, open-mindedness, and a passion for discovery
in all aspects of education.

Purpose of This Handbook

This handbook serves as a foundational guide for all members of the CIS community. It outlines
key policies, expectations, and operational procedures that support the smooth and consistent
functioning of the school. While this document provides an important reference point, the school
may issue additional information, updates, and directives throughout the year as circumstances
evolve or new needs arise. All community members are expected to remain informed of and
comply with such communications as part of their ongoing responsibilities.



School History and Overview

Canadian International School Tokyo is an accredited Canadian school, embracing a curriculum
and philosophy that mirrors the standards of Canadian education. The school fosters a special
learning community through modern teaching strategies, student enrichment programs, and a
strong support system for various learning styles.

Educational Philosophy Alignment

Canadian International School Tokyo’s educational philosophy aligns closely with the principles
outlined in the PEI Educational Program. We emphasize a holistic approach to education,
focusing on the development of the whole child. This includes academic excellence,
social-emotional growth, and the cultivation of global citizenship. Our curriculum is designed to
challenge students while providing the support necessary to succeed.

Community Guidelines and Expectations

Our school community is built on the CIS Core values. Every member of our community, from
students and families, to staff and faculty, are expected to contribute positively to the
environment and adhere to all school policies, rules, regulations, values, and expectations.
Each member should support safety, integrity, and academic excellence. Individuals who are
unable to abide by school policies, rules, regulations, values, and expectations may be asked to
leave or be removed.



2. School Calendar and Schedule

School Calendar

The official school calendar can be found on the cisjapan.net website. The webpage is regularly
updated as additional information becomes available.

The school has various events throughout the year, including parent-teacher conferences,
cultural festivals, and sports days. Families receive regular updates and reminders about key
events.

School Hours and Daily Schedule

e Kindergarten / Elementary School (KG to Grade 5): 8:15 AM — 3:20 PM
e Secondary School (Grades 6 to 12): 8:15 AM — 3:20 PM

Arrival and Dismissal Times by Grade

e Kindergarten to Grade 5: 8:15 AM drop-off begins, 8:30 AM start of Homeroom
KG: 2:40 PM dismissal
G1: 3:00 PM dismissal
G2: 3:05 PM dismissal
G3: 3:10 PM dismissal
G4: 3:15 PM dismissal
o Gb5: 3:20 PM dismissal
e Grades 6to 12:
o Start at 8:20 AM, end at 3:20 PM

o O O O O

Car Drop-Off and Pick-Up Rules by Campus

No cars may stop or park on Koseki Street (Osaki Campus) or in front of Nakameguro Campus
at any time.

e Nakameguro: No car drop-off; use public transit or walk from nearby parking.
e Osaki: No car drop-off directly in front of the Osaki campus. Use transit, or drop off
further down the street.




3. Admission and Enrollment

Admission Criteria and Process

The admission process at CIS involves an evaluation of the student’s academic background,
current behavioural and socio-emotional development, and alignment with the school's values.
This includes an assessment of prior learning, as well as interviews and assessments, and
other requirements as necessary. All noncurrent students must go through the application
process.

Occasionally, students may be granted conditional admission, subject to specific criteria. This
may include achieving grade-level expectations in all or certain areas, obtaining an external
tutor, maintaining strong attendance, etc. Failure to meet the conditions may result in removal
from the school or denial of reenroliment.

Families are expected to have strong English language abilities or provide for their own
translation support, including during parent-teacher conferences and meetings with school
representatives. Translators and others cannot take the place of parents/guardians in
discussions with the school.

Continued Enrollment

Ongoing enrollment is not guaranteed. Re-enroliment in subsequent school years is contingent
upon the student’s academic performance, demonstrated alignment with the school’s values
and expectations, and the school’s capacity to support continued enroliment. Family
involvement and situation may also impact enroliment.

Entrance from the elementary to the secondary school is not automatic. Admission to the
secondary school is contingent upon several factors. In addition to the general enroliment
requirements, students must demonstrate strong academic performance and showcase
evidence of behavioural excellence.

Families are expected to complete all reenroliment procedures within the timeframes noted.
Delays or incomplete reenroliment may result in students being placed on a waitlist or having
their enrollment denied.

Family-Provided Translation Support

As CIS is an English-medium international school, communication with families, including
meetings, school documents, and teacher conferences, are in English. The school does not
provide translation services. Families are expected to have sufficient English language
proficiency to engage with the school or must arrange for their own translation support as
needed. This includes ensuring they are able to understand and participate meaningfully in



discussions related to academic progress, behaviour, admissions, or any other school-related
matters, including school-requested meetings/conferences.

Grade Placement Guidelines

Student placement in grade levels is determined based on a combination of the student’s age,
previous academic performance, and developmental readiness. The following criteria are used
for grade placement:

e Age: The student’s age as of December 31 of the school year.

e Previous Academic Performance: Transcripts, report cards, and any standardized test
scores from previous schools are reviewed to assess the student’s readiness for the next
grade level.

e Developmental Readiness: Behavioural, as well as socio-emotional development is
also considered. Interviews and assessments may be conducted to determine the most
appropriate placement.

e Standardized Assessments: Rigorous intake assessments will be completed and
evaluated to determine current academic readiness.

In exceptional cases, students may be placed in a different grade level than their age would
indicate if it is deemed to suit their academic or social needs better. The Head of School makes
this decision in consultation with the leadership team.

English Language Proficiency Requirements

CIS requires a demonstration of English language proficiency. Additional requirements may be
necessary to demonstrate English language proficiency, including the successful completion of
external language assessments. Students in early elementary grades who do not meet the
required level of English proficiency may be placed in a language support program.

The assessment of English language proficiency may include:

e Language Assessment Tests: These may include standardized tests such as IELTS, or
equivalent.

e Interview and Writing Samples: Prospective students may be required to participate in
an interview and submit writing samples to assess their proficiency in the English
language.

e Classroom Observations and Internal Assessments: Once enrolled, students may be
assessed further through internal tools and observations.

Withdrawal and Transfer Policies

Families wishing to withdraw their child from CIS or transfer to another school must notify the
main office and campus administrators in writing as soon as possible, prior to the intended
withdrawal date. The following steps should be followed:



1. Submit a Written Notice: The family must provide a written notice of withdrawal or
transfer to the school administration, stating the reasons and intended date of departure,
using the online form available from the main office.

2. Settle Financial Obligations: All outstanding tuition and fees must be paid in full before
the student’s records can be released.

3. Return School Property: The student must return all school property, including
textbooks, library books, etc., before leaving. Failure to do so may result in fines.

4. Request for Transcripts and Documentation: Upon request, the school will provide
official transcripts and other necessary documentation. Additional fees may be required.

Tuition and Fees

CIS offers a high-quality education funded through tuition fees. The general tuition structure is
as follows:

e Application Fee: A non-refundable application fee is required for all non-current
students.

e Tuition Fees: Tuition fees vary by grade level and are billed annually. Installment plans
may be available upon request.

e Additional Fees: These may include fees for extracurricular activities, school trips,
special programs, yearbooks, jerseys, etc.

Families must pay the tuition and fees prior to, or at the beginning of each school year. An
installment plan may be available. Payments can be made by bank transfer. Please contact the
main school office for details. A detailed fee schedule is provided to all families during the
enrollment process. Late payment may result in withholding academic records or removal from
the program.

4. Academic Policies

Curriculum Overview

CIS offers a comprehensive curriculum that integrates Canadian/PEI Essential Graduation
Competencies with the International Baccalaureate (IB) framework for the Primary Years
Program (PYP). Additional curriculum foundations, such as the Advanced Placement (AP)
program, may also be included. The curriculum is designed to provide a well-rounded
education, emphasizing both academic excellence and personal growth.



Assessment and Reporting

Elementary School Assessment:

Assessment focuses on both the process and the outcome of student inquiries. Various
assessment tools are used, including formative assessments, summative assessments, and
reflections. Progress reports are issued quarterly.

Secondary School Assessment:

Assessment is conducted through a combination of formative and summative evaluations.
Progress reports are issued quarterly, with formal exams administered at the end of each
semester.

Academic Progression Policy

Students must meet specific academic standards to progress to the next grade level. This
includes achieving passing grades in core subjects and demonstrating the skills, knowledge and
abilities necessary for success in the next grade. A high level of academic achievement is
necessary for continued enroliment.

It is not the policy of the school to allow students to be promoted to a grade beyond their current
year group.

Promotion Criteria

Generally, students advance with their grade-level cohort each year from Kindergarten through
Grade 5. In Secondary School, students must successfully achieve the following:

e Grades 6-9: Students must pass English and Math, plus three additional subjects
(including either Science or Social Studies) to be promoted.
e Grades 10-12: Students must accumulate 20 PEI credits to graduate, including:
o 3 English, 2 Math, 2 Science, 2 Social Studies (1 with Canadian content), 1 PE, 1
Career/Personal Development
o Atleast 5 credits must be from Grade 12 (600 or 800 level) courses.

Promotion between the elementary and secondary schools is not automatic. Admission to the
secondary school is contingent upon several factors. Students must demonstrate strong
academic performance and showcase evidence of behavioural excellence.

Grading Policy
Student grades reflect academic achievement in relation to clearly defined curricular standards.

The purpose of grading is to communicate the level of mastery a student has demonstrated in
relation to the learning outcomes of each course or subject area.



Evaluation Criteria
Grades are based primarily on formal assessments, which may include but are not limited to:

e Summative assessments (e.g., projects, presentations, final products);
e Cumulative evaluations (e.g., capstone projects, final exams); and
e Performance tasks that directly align with the curriculum’s learning standards.

Assessments are designed to measure the extent to which a student has met specific course
expectations and curricular benchmarks. Teachers use assessment data to provide timely
feedback, inform instruction, and support student growth.

Exclusion of Non-Academic Factors

Non-academic factors such as attendance, punctuality, class participation, behaviour, effort, or
homework are not included in academic grades. While these elements are essential to the
overall development of a student and may be addressed through separate reporting
mechanisms (e.g., learning skills or conduct updates), they do not influence a student's
academic standing.

Missing/Late Assessments

Students are expected to complete assessment tasks on time. While there may be
consequences for late submissions (e.g., completing work during lunch), these consequences
should not affect grades. Formal assessments will reflect achievement of outcomes only; marks
may not be deducted due to lateness.

If a formal assessment deadline is missed, the teacher, in consultation with the school
leadership team, may choose to extend it. Students who fail to meet the extended deadline may
forfeit the opportunity to demonstrate achievement on that task. Teachers are not required to
accept work beyond a deadline. However, if they do, the work must be assessed without
penalty. In the case of final evaluations/examinations, only authorized absences may be
considered by the school leadership to team for an alternative assessment/date.

Alignment with Standards

All grading is aligned with the school’s curricular standards, whether they be based on the
Canadian Curriculum, or IB PYP framework. The focus remains on student understanding and
demonstration of the knowledge, skills, and concepts outlined.

This approach ensures that grades are a valid and fair representation of student learning and
achievement.

Homework and Study Guidelines

Homework is an integral part of the learning process at CIS. Students in grades 6-12 are
expected to complete approximately 1 to 4 hours of homework five times a week (inclusive of all



subjects). Homework activities reinforce classroom learning and develop independent study
habits.

All students, including elementary students, are encouraged to read in English and their mother
tongue every day. Teachers can provide additional direction and expectations regarding the
amount of time students should spend reading.

Homework may be evaluated for feedback and reflection, but is not part of the grading practice.

Homework is distinct from unfinished classwork. While homework is assigned intentionally to
reinforce or extend learning, classwork taken home is simply a continuation of tasks students
were expected to complete during instructional time.

Academic Integrity Policy

All students must submit work that represents their individual and original efforts. Any form of
cheating, plagiarism, or dishonesty is strictly prohibited and will result in disciplinary action,
which may include requiring the student to redo the work or an alternative assessment,
assigning a grade of zero, imposing detention, suspension, or expulsion. CIS broadly defines
academic integrity, including formal classwork, informal work, and interactions with faculty and
staff (and others).

Graduation Requirements

Students must meet the requirements set by the Canadian government of PEI to be eligible for
graduation. This includes completing the required courses, achieving a successful performance
on assessments, maintaining strong attendance, and fulfilling any additional school-specific
criteria.

Student Support Services

CIS offers a limited range of support services, including counselling, and language support (in
early elementary grades), to ensure that students can succeed academically and personally.
Services for students with special educational needs are not provided. The school may require
families to undertake external assessments and diagnostic evaluations.

Social and emotional counselling services are provided in a short-term, solution-focused
approach. Additional or ongoing supports may require external providers to be arranged by the
family. Confidentiality is important in the counselling process, but may be bypassed for the
student's or others' success, health, safety, well-being, or where legally obligated.



Technology Requirements

The CIS Secondary School is a bring your own laptop environment. Students are expected to
have a high-quality, modern laptop for use during school hours. It should be regularly updated
and maintained, as it will be required for class activities, and assessments. The school does not
provide laptops/computers for use, or IT support to students. Mobile devices are not permitted
and are not an alternative to having a laptop.

Failure to comply with the technological requirements could be grounds for removal from the
school.

5. Behavioural Expectations

Code of Conduct

At CIS Tokyo, all members of the community, including faculty, families, and students, are
expected to uphold and model the school’s values in their words and actions. This commitment
applies both on and off school premises, including while on school trips, in the vicinity of the
school, when wearing the school uniform, or when otherwise identifiable as part of the CIS
community.

As ambassadors of the school, community members are expected to:

Uphold school values;

Be honest in all their interactions and dealings;

Treat others with kindness and respect;

Follow school policies, rules, and regulations;

Make positive contributions to the school environment; and

Avoid behaviours that harm the reputation or well-being of others, including defamation
or harassment.

Behaviour that violates the Code of Conduct is taken seriously. Consequences may include:

e For students: verbal warnings, detentions, suspension, or expulsion.
e For families: review of enrolment status, which may result in the withdrawal of enrolment.
e For faculty: disciplinary action in accordance with school policy.

The school reserves the right to act in the best interests of the community when addressing
serious breaches. All members are expected to maintain a standard of conduct that reflects
positively on CIS Tokyo at all times.



Anti-Bullying Policy

CIS has a zero-tolerance policy towards bullying and harassment. Any instances of bullying,
whether physical, verbal, or cyber, will be addressed immediately and could result in expulsion
from the school.

Digital Citizenship and Technology Use

Students must use technology responsibly, including following guidelines and instructions for
internet use, respecting digital privacy, and using devices only for educational purposes during
school hours. Cell phones, tablets, and other mobile devices are not allowed during school
hours without the express permission from the classroom teacher or administrator. Students are
expected to keep mobile devices in their bags or lockers during class.

Failure to follow these instructions may result in detention or expulsion from the school.

Note: Parents or guardians should contact the school office directly if they need to communicate
with their child during school hours.

6. Student Life

Food and Snack Guidelines

Although CIS strives to be a peanut-free school, it is not possible to fully guarantee an
environment free from all allergens. All parents and families assume responsibility for students
with allergies, sensitivities, and other concerns related to food and drink, regardless of the
students’ age/grade.

Students in all grades should refrain from sharing food to minimize the risk of potential allergic
contamination. Students and families must refrain from distributing/sharing snacks or special
celebration treats on school grounds and should make arrangements off campus.

Extracurricular Activities and Clubs

CIS offers a variety of extracurricular activities and clubs designed to enrich students' school
experience. Participation is encouraged to help students develop new skills and interests
outside the classroom.



School Events and Traditions

CIS is proud of its rich tradition of school events that foster community spirit and celebrate
cultural diversity. Some of the key events and traditions include:

e International Day: A family led celebration of the diverse cultures represented at CIS.
Students and faculty dress in traditional clothing, participate in cultural performances,
and enjoy international cuisine.

e Sports Day: A fun-filled day of athletic competitions where students compete in teams,
showcasing their sportsmanship and teamwork.

e Winter and Spring Concerts: Annual events where students perform music, dance,
and drama, spreading joy to the school community.

e Graduation Ceremony: A formal event celebrating the achievements of our graduating
students. It is a time-honoured tradition that marks the transition from one chapter of life
to the next.

Participation in these events is highly encouraged, as they play a crucial role in building a sense
of belonging and school pride among students and faculty.

Field Trips and Excursions

Day trips are an important part of the learning experience at CIS. These excursions are carefully
planned to align with the curriculum and provide students with real-world learning opportunities.
Overnight trips and ski trips are generally not included in the school year. Classes may conduct
periodic local area walking excursions within the immediate vicinity of the campus without prior
approval from families.

Health and Wellness Programs

CIS is committed to promoting the health and well-being of its students. Our health and wellness
programs include:

e Physical Education: Regular PE classes are part of the curriculum for all levels,
focusing on physical fithess, teamwork, and healthy lifestyle habits.

e Mental Health Support: The school provides access to counselling services for
students who need emotional support. Our counsellors can help students manage
stress, anxiety, and other mental health challenges.



Student Leadership Opportunities

At CIS, we believe in empowering students to take on leadership roles and make a positive
impact on their community. Leadership opportunities for secondary school students include:

e Student Council: Students in the Secondary School can run for positions on the
Student Council, where they represent their peers, plan school events, and advocate for
student interests.

e Interact Club: Students develop leadership skills and promote community service
through fun and meaningful activities and service projects.

e Peer Mentoring: Older students have the opportunity to mentor younger students,
providing guidance and support as they navigate school life.

e Debate Club: Students engage in structured discussions on various topics, focusing on
critical thinking, persuasive speaking, and research. The club often participates in a
variety of Model UN events to showcase their skills.

Leadership opportunities for elementary school students include:

e Student Government: Students in the Elementary School can run for positions on the
Student Government, where they represent their peers, support school events, and
advocate for student interests.

e Student Prefects: Students in grade 5 have the opportunity to demonstrate their
leadership skills by monitoring arrival of students and supporting teachers during the
arrivals process.

Parent Support Group

The Parent Support Group (PSG) exists to strengthen the school community through
volunteerism and shared celebration. The PSG supports school-wide events, as well as
campus, and more tailored activities, with a desire to enrich life at CIS.

The PSG helps organize community celebrations such as Halloween activities, and International
Fair, and lead/contribute to other student and school events. These initiatives are made possible
through the support of a volunteer leadership team composed of parents and a staff
representative. PSG also supports school accreditation through focus groups and generating
reports/presentations.

To ensure these efforts continue to benefit all students, every family is encouraged to volunteer
for PSG-supported events/activities each school year. This shared responsibility reflects our
collective commitment to building a positive and inclusive school environment.

PSG meetings are open to all CIS families in good standing, faculty, and staff. They serve as a
place to plan activities, coordinate support, and strengthen community ties. These meetings are
not a substitute for direct communication with teachers or school administrators regarding
individual matters. All PSG-related activities continue to follow CIS community expectations.



Families are asked to get involved and support the school through the PSG, helping to create
memorable experiences for students and contributing to a warm, connected community.

7. Health and Safety

Medical Services and Procedures

Medical services are not available on campus, and families should contact the school campus
office immediately to inform the school of any serious medical issues. Families with children with
health and medical concerns may need to make alternative arrangements. CIS may not be able
to store, provide, or administer medication to students.

lliness and Injury Protocols

Students who exhibit signs of illness are requested to stay home until they are fully recovered.

In the event of iliness or injury at school, students will be assessed by the school office staff or
faculty member, and families will be notified as necessary. Emergency contacts must be
up-to-date at all times. Families should contact the main office to update emergency contact
information.

Child Protection Policy

CIS is committed to safeguarding the well-being of all students. The Child Protection Policy
outlines procedures for identifying and reporting any cases of suspected abuse or neglect. As
part of the school’s duty of care, any cases of suspected abuse or neglect, or other issues of
concern related to the safety of a member of the community, may be disclosed to the
appropriate authorities.

Students who have concerns for themselves, or others, should reach out to a trusted adult on
the faculty or leadership team. Students can also discuss concerns, or seek help, directly from
the social-emotional counsellor.

All campuses are closed campuses, except for predesignated special events as determined by
the school leadership. Only students, faculty and staff are allowed to access the campus during
school.




8. Communication

Channels for Family Communication

CIS maintains open lines of communication with families through regular class/divisional
newsletters, email updates, and the school website. Newsletters include important
announcements, upcoming events, and highlights of recent school activities. In addition, urgent
announcements may be communicated through updates on the school’s official website or
social media channels.

Families are encouraged to stay informed and engaged in their child’s education. Classroom
teachers are the first point of contact for academic and behavioural issues. The detailed and
personal experience that a specific teacher can provide are often critical to the explanation.

As part of the increased responsibility of students as they grow, Secondary School students are
the first point of contact for academic-related items. Families are involved to support their
children’s progress and to ensure students' continued well-being and success. Families are
encouraged to regularly check in with their child about their academic progress and discuss
ways they can support their child in their continued growth.

Parent-Teacher Conferences

Parent-teacher conferences are scheduled at key points throughout the school year to discuss
student progress and address any concerns. These are mandatory meetings between the
faculty and families to discuss the academic, behavioural, and social-emotional well-being of
students. Parent-teacher conferences typically occur at the end of each quarter, with the
quarter four conferences scheduled only if necessary.

Translation is not provided. Families are required to provide translation support.

Use of Social Media and Online Interactions

CIS recognizes the importance of social media as a tool for communication and community
building. However, students, families, and faculty/staff must engage with social media and online
interactions responsibly, adhering to the following guidelines:

Privacy: Do not share personal information.
Professionalism: Faculty and staff should maintain a professional presence on social
media, avoiding content that could be perceived as inappropriate or unprofessional.

e School Representation: Any social media account representing CIS must be approved
by the administration. Content shared on these accounts should reflect the school’s
mission and values.

e Core values: Online interactions should reflect the spirit and intend of the schools
values and expectations.



9. School Policies

Attendance and Punctuality

Regular attendance is crucial for academic success. Students must arrive on time for all
classes, and any absences must be reported to the school office by their parents or guardians
using the absence form. Students who miss 20 classes of a secondary school course may be
required to repeat the class, or they will not receive credit for the course and may be denied
re-enroliment. Elementary students who miss 20 days of school may be denied re-enroliment.

Late Arrival and Early Dismissal

Students who arrive late must report to the office for a late slip. Early dismissals require prior
notification from families and must be approved by the administration. In Secondary School,
students are given two minutes to travel from one class to another, with late arrivals being
noted.

For lateness resulting from delayed trains, students should obtain an official slip from JRE/etc to
provide as evidence to the school office. All late arrivals will be recorded, regardless of
cause/reason.

Dress Code

Students are required to wear the official school uniform, unaltered and properly fitting,
purchased from the vendor of record, at all times during school hours, and during school
activities. Uniform guidelines are strictly enforced to maintain a sense of unity and
professionalism within the school, with exceptions made by administration for special activities.

Formal Uniform Everyday Uniform PE Uniform
e Navy blue school e Navy blue school blazer (optional) e School’s jacket
blazer e School’s grey slacks, shorts, or skirt e School Phys Ed
e School’s grey slacks e White dress shirt (required from t-shirt
or green skirt October 1-April 30) e School Phys Ed
e White dress-shirt e White polo shirt (warm months only, track pants or shorts
e School necktie May 1-September 30) e Running Shoes
e Green or blue School | e School necktie (required from (indoors and
sweater vest (optional) October-April 30) outdoors)
e Black loafers e Green/Blue school sweater vest
(optional)
e Black loafers
e School’s gray slacks/shorts or green
skirt




Additional Requirements

e No hats, coats, jackets are to be worn in class unless permission is granted by the

classroom teacher.

Earrings — only “stud” earrings are permitted.

Hair colour — natural colours only.

Shirts should be neatly tucked in.

Warm layers, such as Heat Teach clothing, can be layered underneath the school

uniform during cold weather.

e K4 students should bring a set of extra clothing to change into if they have an accident
while at school. The set should include underwear, socks, shirt and pants, and a
plastic bag for soiled clothes.

Casual and Special Day Attire

On designated casual or special dress days, with permission from the school, students may
wear clothing that is more relaxed than the regular school uniform. All attire must be appropriate
for a school setting. Clothing should provide suitable coverage of the body, including the
stomach, chest, back, thighs, and undergarments. Clothing should allow students to move
comfortably and safely throughout the school day.

Clothing must not include offensive, violent, or inappropriate images or wording. This includes
any content that promotes substances, discrimination, or behaviour that conflicts with the
school’s values.

Families are encouraged to help students choose outfits that support a positive and respectful
learning environment. If a student arrives in clothing that is not appropriate for school, they may
be asked to change into an alternative outfit or return home.

Use of School Property and Library Materials

CIS Tokyo expects all students to demonstrate care and respect for school property, including
classroom materials, library books, furniture, and equipment. Students are responsible for using
all resources in a thoughtful and appropriate manner that reflects the values of our community.

Library books and other loaned materials must be returned in good condition by the assigned
due date. Items that are lost, damaged, or returned in poor condition may require the student or
family to cover the cost of repair or replacement.

Maintaining our learning environment is a shared responsibility. Respect for school property
ensures that all members of our community can benefit from well-maintained resources and
facilities.



Investigating Student Concerns and Issues

The school is committed to maintaining a safe, respectful, and supportive learning environment
for all students. From time to time, concerns or issues involving students may arise. When this
happens, the school follows a consistent process to understand the situation and take
appropriate action. When appropriate, this process may be limited to the classroom and
teacher discretion.

Generally, when a concern is brought forward that cannot be dealt with by the teacher directly,
the school will begin by gathering relevant information. This may include reviewing records,
speaking with the students directly involved, conducting interviews with others who may have
witnessed the situation, and collecting any additional relevant documentation or context. Every
effort is made to ensure that this process is fair, thorough, and responsive to the nature of the
concern.

Once information has been gathered, school leadership will review the findings, consult as
needed, and determine next steps. The school will communicate with the core individuals
involved to share general outcomes, including any actions the school may take to address the
situation.

Please note that to maintain the privacy and dignity of all students, the school does not share
information about the involvement or disciplinary outcomes of other students with families.
Families will be informed of matters as they relate to their own child.

Our goal is always to resolve issues in a timely and respectful manner that reflects the values
and expectations of our school community.

10. Emergency Procedures

Emergency Procedures

Fire and Evacuation:

Regular drills are conducted to ensure the safety of students and staff. All community members
must familiarize themselves with the exit routes and procedures.

Earthquake and Emergency Assembly Points

e Osaki Campuses:
o 1st: Koseki Park
o 2nd: Gotenyama Elementary School
o 3rd: Shinagawa Gymnasium



e Nakameguro Campus:
o 1st: Nakameguro Courtyard
o 2nd: Meguro Gakuin
o 3rd: Nakameguro Park

Lockdown Procedures:
In case of an emergency requiring a lockdown, students and faculty will follow the established

protocol, which includes staying in secure locations, away from windows and doors, until the
situation is resolved.

First Aid and Medical Emergencies:

First aid kits are available in designated areas across campuses. In the event of an injury or
medical emergency, faculty will provide assistance and contact medical services as necessary.

Emergency Contact Information

e Families must provide up-to-date emergency contact info.
e In a major disaster, students will be gathered at designated locations by campus.
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