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1. Welcome to Canadian International School 
Kunshan (CISK) 

 

1.1 School Introduction 

Founded in 2012, Canadian International School Kunshan (CISK) is a K-12 international school and the 

only international school in Kunshan licensed by Jiangsu Provincial Education Department. We propose cross-

cultural understanding and collaboration to create a better and more peaceful world. 

Our school is an IB world school. We aim to establish a comprehensive curriculum by developing 

international-mindedness for learners, embracing international education philosophy, focusing on improving 

students' academic abilities, emphasizing humanity spirit and innovation, respecting students’ experiences and 

personality, where students can achieve knowledge, abilities, interests, skills and be a fully-developed citizen. 

We have been authorized for the Diploma Programme (DP) in 2017, the Primary Years Programme (PYP) in 

2021 and the Middle Years Programme (MYP) in 2023. We are now an IB Continuum School. 

 

1.2 Mission 

To thrive in diverse cultures and to cultivate world citizens with global mindsets. 

 

1.3 Vision 

To unite knowing and doing, aiming for absolute perfection. 

 

1.4 Mission Statement 

Every block of stone has a statue inside it and it is the task of the sculptor to discover it. Our mission is to 

help every student maximize their potential, to cultivate world citizens with global mindsets, and to promote 

cross-cultural understanding. We aim to work together for a brighter future. 

 

1.5 Core Values  

• Academic Excellence 

• Respect for All 
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• Balance in Life 

• Dedicated Service 
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1.6 Letter to Students 

 

Dear students, 

Welcome to Canadian International School Kunshan. 

From today, you will enter this diverse and international community of learners to learn and live with 
teachers and students from all over the world. Our mission is "To thrive in diverse cultures and to cultivate 
world citizens with global mindsets." May we all accept, respect, tolerate and understand ourselves and others, 
locally and globally, to create a better and more peaceful world. 

Our mission is to help every student maximize their potential so that each student can achieve "academic 
excellence, respect for others, balanced development, and public service." We wish you not only make 
yourselves better but also make the world better as world citizens who unite knowing and doing, aiming for 
absolute perfection. 

The curriculum is the core, teachers are the soul, school is the foundation. To achieve this, we have created 
a complete and balanced vertical and parallel course, developed an inquiry-based and immersive dual-system 
Cambridge English course, and established a complete teaching database system in accordance with the leading 
IB curriculum in the education system. At the same time, we have also established a complete set of teacher 
training, growth and evaluation system. In addition to applying for the authorization of the IB curriculum 
system, we also volunteered to join CIS, WASC and other international educators' alliances, to build a world-
class elite school with the world's highest standards. 

We would like to join hands with students to forge ahead and become world citizens of the world! 

Canadian International School Kunshan 

 

 

 

 
  



 

 
4 4 

1.7  School Calendar 
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1.8 Daily Schedule 

 

ES/Secondary KG 

7-8:00 Breakfast 7-8:00 Breakfast 

8:15-8:30 Morning check in 8:15-8:35 Morning check in 

1 
8:30—9:25 (55 Minutes) 

1 
08:35—09:15 

Circle time 
Travel Time (5 Minutes) 

09:25—09:30 
2 

09:15 – 09:55 

2 
9:30—10:25 (55 Minutes) 

3 
09:55 – 10:35 

Recess (15 Minutes) 
10:25—10:40 

4 
10:35—11:15 

3 
10:40—11:35 (55 Minutes) 

Lunch 40 mins (Pre-N/N) 
11:15—11:55 

Lunch 60 Minutes 
11:35—12:35 

5 
12:40—13:20 

4 
12:35 – 13:30 (55 Minutes) 

6 
13:20—14:00 

Travel Time (5 Minutes) 
13:30—13:35 

7 
14:00—14:50 

5 
13:35—14:30 (55 Minutes) 

8 
14:50—15:30 

Travel Time (5 Minutes) 
14:30—14:35 

Assembly/Show case 
14:50—15:30 

6 
14:35—15:30 (55 Minutes) 

15:40—16:30 
CCA 

15:40—16:30 
CCA  

17:00—18:00 
Dinner  

18:00—20:00 
Night study (Dorm Only)  

22:00  
Sleeping time (Dorm Only)  

 

*Students go home at 3.30pm on Friday.  
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2. Study at CISK 
 

2.1 Office Hours  

The school office is open from 8:15am to 4:45pm.  

2.2 School Hours of Operation 

For the beginning of the year, before CCA officially starts, regular student hours are from 8:30 am to 3:30 pm, 
Monday to Friday.  

Co-Curricular Activities will take place Tuesday-Thursday from 3:40 pm – 4:30 pm. 

Student arrival and dismissal times may change due to special school events or inclement weather. Parents will be 
made aware of any changes to the school day in a timely manner. 

2.3 No Tobacco School 

No student, staff or school visitor (including contracted workers) are permitted to smoke, inhale, vape, dip, or 
chew tobacco at any time, including non-school hours: 

1. In any building, facility, or vehicle owned, leased, rented or contracted by the school district; 

2. On school grounds, athletic grounds, or parking lots; 

3. At any school-sponsored event off campus. 

2.4 Registration Criteria 

All students must make a formal application to CISK.  

Parents requesting enrollment of their children to CISK must:  

- Attend an interview with the Principal and/or HoD, Learning Support Teacher - Submit a foreign passport, foreign 
residency permit, educational history and supporting identification documents 

- Upon acceptance, the parents must remit the annual/semester tuition, material, lunch, and bus (optional) fees  

The Principal reserves the right to limit enrolment.  

2.5 Boarding 

Boarding is available to students from Grade 4 onwards. CISK provides boarding services with fully equipped 

facilities. The accommodation students must strictly abide by and implement the student dormitory management system. 

2.6 Field Trips 
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Parents will be notified of all field trips requiring public transportation prior to their occurrence. A completed 

returned permission slip is required for each child before he/she can attend. Permission forms will be sent home with 

each child. 

It is a requirement for written consent to be provided on the appropriate permission form. Permission will 

be denied if the proper consent is not in place. 

Students not returning permission slips will be accommodated in other regular classes. 

2.7 Attendance  

Becoming a student at CISK, you are committed to regular and punctual attendance. Regular absences hinder 

learning abilities and cause disruptions to the entire class. Students who have ongoing attendance problems may be 

required to repeat the grade or withdraw from school. We strongly suggest that parents should send their child(ren) 

consistently based on our school calendar.  

We understand that parents may have some special circumstances, but we would like parents to ensure students’ 

continuous learning.  

2.7.1 Absences 

• Please inform your relevant Chinese Homeroom Teacher between 8:00 a.m. and 8:30 a.m. during the 
regular school hours for your child(ren)’s absence (unless you have notified us in advance).  

• If a student becomes ill during the day, the student must report to the relevant Chinese Homeroom 
Teacher to sign out and parents will be contacted. 

• When a child’s absence at school is unexplained, parents will receive a telephone call. The purpose of 
the “absentee check” program is to be sure no child has become lost or suffered some accident between home 
and school. In order for us to monitor sickness trends in our school, we ask parents to report the reason and be 
fairly specific for all absences. 

• Please fill out the attached form which you can find in Appendix 1 Leave Request Form when you have 
more than 3 days absences, and submit it to the relevant Chinese Homeroom Teacher before your leave. Please 
fill out the withdrawal application when you decide to have a temporary leave, and then submit it to the 
Admissions by guardian. 

2.7.2 Lateness 

Students arriving late to school are to first check from your Chinese Homeroom Teacher, to receive a late slip, and 
then proceed to their classroom. If a student is consistently late, this is a disruption to others and the principal/ HOD 
may contact the parents. 

2.7.3 Illness 

• All children are expected to participate in outdoor recess or outside activities.  
• If children are too ill to go outside for recess, they are too ill to be at school.  
• If a student becomes ill during school hours, parents are contacted to arrange for the child to be taken 

home. Students will wait in the office or will lie down in the nurse's room until they are picked up.  
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• Please use the following guidelines and keep your child at home if any of these symptoms are present: 

- Fever of 100 degrees Fahrenheit (37.2 degrees Celsius) or greater (before medication)  

- an undiagnosed rash 

- an earache or draining ear 

- diarrhea or vomiting 

- severe sore throat 

- persistent or severe cough 

- persistent or severe headache 

- any known communicable disease - evidence of head lice  

• If your child has a fever of 100 degrees or greater, they must be fever free without medication for 24 
hours before returning to school. A child also needs to be free of diarrhea for 24 hours to return to school.  

• If your child’s doctor diagnoses them with a communicable disease, please notify the school so we can 
notify parents of other students in the classroom if necessary. Communicable diseases include chicken pox, 
Coxsackievirus (hand, foot, mouth disease), croup, Pertussis (whooping cough), pink eye, pinworms, impetigo, 
fifth disease, hepatitis, flu, measles, mumps, meningitis, strep throat, lice, ringworm, and scabies.  

2.8 Withdrawal Notification 

If you wish to withdraw, you can get the application form from our Admissions and Student Affairs Office. Please 

fill out the application form at least one month in advance and submit it to Admissions by guardian. 

2.9 Academic Honesty 

With the ease and speed of accessing information, ideas and images, certain challenges exist related to academic 

integrity in terms of values, practices and Behaviors. We need to ensure that our students’ practices are principled and 

follow the expectations related to academic honesty. Being academically honest with oneself and with others has become 

even more challenging in recent years， given the major roles played by communication, collaboration and technology, 

both in learning and society generally (IB, Academic Honesty Regulation, 27).  

For students to be successful at CISK they must be able to understand the value of academic integrity, understand 

the difference between their own thinking and borrowed thinking, and learn how to accurately represent the sources that 

contribute to their knowledge.  

Student Expectations 

To ensure academic integrity and avoid instances of plagiarism, students will: 

a) Understand and apply ATL research skills; 
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b) Seek clarification from teachers about actions that constitute plagiarism or when unclear about any 

instruction or expectation related to academic integrity;  

c) Understand the penalties for academic dishonesty and plagiarism;  

d) Ensure that all their work is original and sources are cited accurately and consistently; 

e) Understand and promote the importance of academic integrity within the school community and the 

world. 

Please see the most recent version of our Academic Honesty Policy available on the school website for all details and 

pertinent information. 

2.10 Library Rules 

Reading Rules 

1. The library’s reading room is only open to the staff and students of our school, and readers shall read books in 

the reading room with their own borrowing cards. It’s not allowed for anyone to purchase any books, materials and other 

teaching resource in Canadian International School Kunshan. 

2. As the reading room adopts the open-shelf system, please do not take your own books to the library. 

3. Readers shall borrow books with their borrowing cards, and can only borrow one (1) book each time. The books 

shall be returned to their original places after reading. 

4. Teachers in all classes should take students into reading classes according to the schedule at the beginning of the 

semester. 

5. Keep silent and clean; No smoking and snacks; No spitting and littering; and keep your communication tools 

powered off or be Silent. 

6. Readers shall take good care of the books and shall not get them stained or damaged (e.g. tearing-off, 

highlighting, making notes or leaving dirty marks). Anyone who secretly takes books out of the reading room will be 

punished as stealing books. If there are such violations as stain or stealing, readers have to compensate for it according 

to the Punishment Measures for Book-Borrowing Violations. 

7. Please take care of the facilities in the reading room and do not move the desks, chairs and other equipment at 

will. 

8. It is not allowed to occupy seats and please follow other rules in the reading room. 

Borrowing Rules 
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1. All students need a borrowing card to borrow books. The card, which shall be applied for at their handling of 

their admission or registration procedures, can be used only by the cardholder him/herself, and is not allowed to be lent 

to others. Besides, cardholders are not allowed to handle borrowing procedures for others. 

2. Extracurricular books: Students borrow no more than 2 books under the sixth grade; students borrow no more 

than 3 books from the sixth grade to the eleventh grade; students borrow no more than 4 books from the twelfth grade 

for 14 days; homeroom teachers can borrow books for the class, cancel class name borrowing books, and register them 

under their personal names. At most 20 books can be borrowed collectively for 60 days at a time. 

3. Textbooks: In addition to Chinese textbooks, other subject textbooks are recycled and registered in the name of 

students. It should be returned at the end of the semester. 

CISK Loan Periods and the Numbers(Extracurricular books) 
 

 Max  Copies Loan Period(days) 
Academic staff 10 30 

Homeroom teacher 20 60 
JK/Nursery/SK/G1-G5 2 14 

G6-G11 3 14 
G12 4 14 

Administrator 2 14 
Notes : It is  not allowed for anyone to check out any items from the library in the following situation, 

                            ①You have already reached maximum number; 
                            ②Your loan books are overdue; 
                            ③Fines for overdue, damaging or losing books haven’t been paid yet. 

 

4. Books borrowed from the library must be returned on time; otherwise, the borrower will be punished according 

to the Punishment Measures for Book-Borrowing Violations. 

5. The borrowing card shall be kept properly. If lost, the cardholder shall report the loss to the library immediately 

and return all the books borrowed, and will get a new card issued two weeks later. If the cardholder failed to report the 

loss timely, he or she shall assume the consequences arising from it. 

6. Students must return their borrowing cards as well as all the books borrowed before leaving the job or school, 

and their cannot complete related procedures without the signature of the librarian. Those who do not have their 

borrowing cards on hand while handling their leaving procedures have to pay a reissue fee of RMB 50 yuan. 

7. Readers shall take good care of the books they borrowed and shall not get them damaged (e.g. tearing-off, 

highlighting, making notes or leaving dirty marks) or lost. If there are such violations as stain or missing, readers have 

to pay for it according to the Punishment Measures for Book-Borrowing Violations. 

8. The library has the right to call back the books lent out at any time for special needs. 
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Returning Rules 

1. Any items borrowed from the library should be return on time, or you will be charged $0.05 (0.3 Yuan) per item 

per day due to overdue time. 

2. Readers should return books on the desk of the librarian on the second floor and are not allowed to put books 

on other places. 

3. Your borrowing card are not allowed when returning books. Students can return books by themselves or ask 

their teachers to help return. 

Renew Rules 

1. According to our library management system, any items borrowed from the library can be renewed one time. 

You can go to the library with your books to let the librarian to renew or bring your ID Card. 

2. It’s not allowed for anyone to renew books in the following situation: 

①The book has been renewed one time 

②Your loan books are overdue 

③Fines for overdue, damaging or losing books haven’t been paid yet. 

Fines Rules 

1. Books borrowed from the library shall be returned on time. As long as there is one (1) book overdue, the readers 

are not allowed to borrow any items from the library. 

2. Overdue books will be punished on a volume basis, and the fine will be RMB 0.3 yuan per item per day. 

3. For books that are due in holidays and winter or summer vacations, the rules for holidays shall apply, namely, 

for books due in winter, summer, Christmas vacations, the system will automatically extend their loan period to the 5th 

day after the new term starts (the start date refers to the day when students officially take class); for books due in the 

golden week period (e.g. May Day, National Day), the system will automatically extend their loan period to the 3rd day 

after the workday starts; and for books that are due in ordinary days, the rules for holidays shall not apply. 

4. If readers lost the books, he or she shall pay the fines twice as the item’s purchase price or purchase the same 

version in the borrowing period. If the lost books are overdue, the readers should pay for the overdue fines first.  
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5. Fines will be paid according to the extent of damage: Half-purchase price will be charged for damage if books 

can be recovered and do not affect other users; Full purchase price will be paid if readers irreversibly damage the text, 

illustration or attachment, and set aside book accessories including interleaves, supplements and floppy discs. 

6. Book stealers will pay a penalty at ten (10) times of the original price of the book, and the library reserves the 

right to pursue their relevant responsibilities. 

7. The fine will be deducted from your account at the end of each semester. Special situation is not included. 

Other Rules 

1. Teaching materials and supporting books taken from the storage room for students will be handed out before 

each new term starts on a class basis. Textbooks are recycling utilization and must be returned if your class have finishing 

reading them. Taker and the class are responsible for any damage or loss. 

2. Library opening hours: 8:30 a.m. - 4:45 p.m. from Monday to Friday except for other holidays. 

2.11 Co-Curricular Activities (CCAs) 

Caring for 
Health 

Inspiring for 
Talent Supportive for Life Knowledgeable for 

STEAM 

Hip-Hop Choir Lego Creative Art 

Golf Kunqu Opera STEAM-Handicraft Global Gardening 

Karate Weiqi English Through Books & 
Movies Airplane Modelling 

Fitness Slam Poetry Korean Language Trail Finding 

Baseball Violin Empowering Future 
Entrepreneurs Art Curating 
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In order to enrich students' experience of new things and satisfy their hobbies, from Tuesday to Thursday, CISK 

provides various after-school club activities for students. These clubs are managed by teachers, school employees, or 

off-campus organizations. Fees may be charged for individual club activities. CISK’s Co-Curricular Activities are 

separated into four categories: 

Please be reminded that the list of available CCAs is subject to change. For more information about our school’s 

after-school club activities, please refer to the CCAs guidance given to you at the beginning of each semester. 

*Students go home at 3:30 pm on Friday. 

2.12 Advance to the Next Academic Grade 

To advance to the next grade level and be promoted at the end of the academic year, students must meet the 

academic and attendance requirements set by the school. 

2.12.1 Pre-Nursery to Grade 5 

• Academic Requirement 

To advance to the next grade level in PYP, students must be, at a minimum, approaching the standard level of 
achievement in any given subject area or transdisciplinary unit. 

If this minimum level of achievement is not reached, a meeting will be held with parent(s), the classroom teacher 
and core teacher, and the Head of Lower School. The objective of this meeting is to discuss how best to meet the learning 
needs of the student including the possibility of retention to support the student’s academic achievement. Should the 
meeting result in commendation to retain the student in his or her current grade, the case will be referred to the Principal 
for final consideration. 

• Attendance Requirement 

Students are expected to attend at least 90% of all school days in the academic year. Any student who misses more 
than 10% of all school days in one academic year may be subject to academic retention or dismissal. 

2.12.2 Grades 6-10 

• Academic Requirement 

To advance to the next grade level, students are expected to achieve a minimum total of 30 points across their 8 
MYP subject areas. No grades of 1 can be awarded in any subject. No more than 2 grades of 2 can be awarded, and no 
more than 3 grades of 3 can be awarded overall. Any student who does not reach this level of achievement may be 
subject to academic retention or dismissal. 

If this minimum level of achievement is not reached, a meeting will be held with parent(s), the classroom teacher 
and core teacher, and the Principal. The objective of this meeting is to discuss how best to meet the learning needs of 
the student, including the possibility of retention to support the student’s academic achievement. 

Badminton  Weaving & Knitting Nature Conservation 

   Technology Club 
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• Attendance Requirement 

Students are expected to attend at least 90% of all school days in the academic year. Any student who misses more 
than 10% of all school days in one academic year may be subject to academic retention or dismissal. 

2.12.3 Entrance into the DP and continuation through Grade 11 and 12 

Please refer to the DP Handbook. 

2.13 Homework Policy 

The role of homework is to: 

- support and extend classroom learning 

- develop positive study habits 

- develop a responsibility for self-learning 

- develop students’ organization and time-management skills 

- provide opportunities to utilize resources from outside the school 

At CISK, homework is not considered new learning but rather the completion or reinforcement of material already 

learned during class time. Home reading is very beneficial to students and is also considered homework. Homework 

develops strong study habits that support success in future academic work and are an essential part of the school routine. 

Teachers will set homework/learning pack appropriate to a student’s skill level and age. 

Daily Homework Guidelines 

1st Grade 10 – 20 minutes  

2nd Grade 20 – 30 minutes  

3rd Grade 30 – 45 minutes  

4th Grade 40 – 60 minutes  

5th Grade 50 – 75 minutes  

Grades 6-8 60 - 80 minutes 

Grades 9-10 2 – 3 hours 

Grades 11-12  3 – 4 hours 
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3. Daily Life at CISK 
3.1 Behavior Expectations 

Our school agrees that self-discipline is both a learned behavior and a prerequisite for learning. We strive to 

maintain a challenging, positive educational environment which is conducive to help students achieve success, develop 

self-discipline, and make sound choices. Our school’s commitment is to cultivate responsible world citizens which 

requires a positive, stimulating, and safe school environment. Students, parents and school staff will work together to 

create opportunities for individual growth and learning.  

Students shall be responsible and accountable for their behavior and conduct: 

a. While involved in school-sponsored or related activities; 

b. While on school property; 

c. During any recess or lunch periods on or off school property; 

d. While travelling to and from school; 

e. Beyond the hours of school operation if the behavior or conduct detrimentally affects the welfare of individual 
students or the governance, climate, or efficiency of the school; 

f. In person or on the Internet; i.e. verbal or physical intimidation or online confrontation, bullying or 
cyberbullying (WeChat, texting, etc.). 

Students shall show respect and consideration for: 

a. School authority; 

b. Others and their property; 

c. Student differences; 

d. School attendance and punctuality; 

e. Work habits, assignments and homework; 

f. School property; 

g. CISK policies relating to smoking, alcohol, drugs and inhalants. 

General Expectations for Behavior 

At CISK, we are dedicated to learning in a caring, supportive and safe learning environment. Anything that 

interferes with teaching or learning is not allowed. This includes inappropriate dress, gum-chewing, head gear, 

sunglasses, inappropriate use of electronic devices or games, behavior that is in conflict with our district responsible use 

agreement, and physical contact between students. School-wide expectations are communicated to our students by 

teachers in classroom discussions, by school administration in assemblies, during morning announcements, through the 

school newsletter, through the WeChat messaging platform, and through our school website. We have set behavioral 
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guidelines for the school as a whole and have asked each teacher to set programs and procedures designed to maximize 

student learning and responsibility. Since each teacher has a different style, specific expectations and procedures will 

vary from class to class. 

Students can contribute to creating a caring, supportive and safe international learning environment by: 

• Smiling at peers and adults in our school 

• Speaking to their friends about their behavior (in a nice way) when they are not contributing to a caring, 
supportive and safe environment 

• Greeting visitors to their classroom or school 

• Being friendly and helpful towards students that are new to the school and others 

• Sitting with someone who is alone at lunch, inviting someone to join games or sit with their group outside, or 
working together to complete a project 

• Keeping our school and school grounds clean and tidy 

• Coming to school/class on time and as prepared as possible 

• Treating everyone with respect even if they don’t agree with their beliefs and/or values 

• Having empathy for others 

• Following classroom and school expectations so everyone is able to learn 

• Not engaging in behavior such as put-downs or snickers when questions are asked in class – no one should feel 
afraid or nervous about coming to school. 

3.2 Progressive Discipline Policy 

We concentrate on positive behavior and attitudes; however, there are times when a student has difficulty 

recognizing their responsibility as a student. In such cases, we have outlined a number of possible consequences for 

behavior. 

Behaviour Policy 
 
Level 1: Minor Infractions – Dealt with the subject teacher, Homeroom teacher or Coordinator 
 

• Occasional disruptions during class without major impact. 
• Minor instances of forgetting or not completing homework. 
• Minor uniform violations. 
• Mild use of inappropriate language or gestures in the classroom. 
• Brief non-compliance with classroom rules. 
• Quietly chatting with peers during independent work time. 
• Minor disagreements with peers resolved without escalation inside the classroom.  
• Using electronic devices during unauthorised times. 
• Inadvertent disruptions during assemblies or events. 

 
Level 2: Moderate Infractions – Dealt by the Principal 
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• Consistent tardiness to class without valid reasons. 
• Repeated failure to submit assignments or projects. 
• Talking back to teachers or staff members. 
• Disrupting class with consistent off-topic conversations. 
• Engaging in gossip or spreading rumors both on and offline. 
• Mild use of inappropriate language or gestures outside the classroom (eg breaktime, canteen.) 
• Frequent violations of the dress code. 
• Persistent use of inappropriate language or gestures. 
• Academic dishonesty such as copying homework or cheating. 
• Mild bullying behaviors like exclusion or teasing. 
• Minor damage to school property due to negligence. 

 
Level 3: Severe Infractions – Dealt by the Principal 
 

• Physical fights or aggressive confrontations. 
• Repeated acts of academic dishonesty, such as cheating on exams. 
• Harassment or cyberbullying leading to significant distress. 
• Vandalism causing substantial damage to school property. 
• Possession or use of drugs, alcohol, or other prohibited substances. 
• Repeated and blatant disrespect towards teachers or staff. 
• Threatening behavior or intimidation towards peers. 
• Bringing in Weapons to school (Knuckle dusters, baton, knives, etc) 
• Stealing from fellow students or staff members. 
• Acts of discrimination based on race, gender, or other protected categories. 
• Engaging in activities that jeopardize the safety of others. 
• Smoking or Vaping on school property. 

 
Positive Behavior – Celebrated and posted on ManageBac 
 

• Offering assistance to a struggling classmate during group work. 
• Actively participating in class discussions and sharing relevant insights. 
• Respecting personal and shared belongings by not vandalizing or stealing. 
• Following the dress code and grooming guidelines consistently. 
• Completing assignments and projects on time. 
• Demonstrating kindness and inclusivity towards all peers. 
• Greeting teachers and staff with courtesy and respect. 
• Being punctual for classes and school events. 
• Showing enthusiasm for extracurricular activities. 
• Adhering to technology usage policies and responsible online behavior. 

 
Consequences 
 
Level 1: Minor Infractions 
 

• Verbal warning or reminder from the teacher. 
• Note in the student's record. 
• Brief discussion with the homeroom teacher. 
• Additional time or support for minor assignments. 
• Correction of minor uniform violations on the spot. 
• A teacher's reminder of classroom rules. 
• Temporary confiscation of unauthorized electronic devices. 
• Mediation for minor peer disagreements. 
• Verbal reminder of appropriate language and gestures. 
• Counseling for inadvertent disruptions during assemblies or events. 
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Level 2: Moderate Infractions 
 

• Note in the student’s record 
• Detention  
• Parental notification  
• Meeting with a school counselor for talking back or gossiping. 
• Education on the consequences of gossip and rumors. 
• Change of clothing, a written warning, and or detention for dress code violations. 
• In-school Suspension 
• Repairing damaged property 
• Temporary confiscation of unauthorized electronic devices 
• Community service to the school.  

 
Level 3: Severe Infractions 
 

• Suspension or expulsion. 
• Serious academic consequences for repeated academic dishonesty. 
• Suspension, expulsion, or law enforcement involvement for harassment or cyberbullying. 
• Liability for damages for vandalism. 
• Suspension, mandatory counseling, and possible law enforcement involvement for substance use. 
• Mandatory diversity and inclusion training for discrimination. 
• Possible legal consequences for jeopardizing safety. 
• Mandatory counseling 
• Community service to the school 
• Repairing damaged property 

 
Positive Behavior – Celebrated and posted on ManageBac 

• Recognition through awards, certificates, or special events. 
• Posting achievements on ManageBac or a similar platform to motivate and inspire others. 
• Positive reinforcement to encourage continued positive behavior. 

 
 
 
Prior to school suspension or expulsion, the school will consider 

• The nature of the misconduct. 

• The student’s age, health, and special education status. 

• Cultural or linguistic factors that may have played a role in the misconduct. 

• Appropriateness of student’s academic placement. 

• The student’s prior conduct and record of Behavior. 

• The student’s willingness to accept responsibility and repair the harm. 

• The impact of the incident on the school community. 

• The student initiating disclosure of the misconduct. 
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3.3 Student Council 

Student Council is a group of elected students working with an adult advisor to act as the voice of all CISK students. 

The purpose of the Council in CISK is to Strive for good citizenship; Respect all individuals in the school and in the 

community; Involve all students in the sharing of ideas to help make our school the best it can be; Help all students to 

work together in our school and help other citizens and groups in our community. 

It gives students an opportunity to develop leadership skills by helping to organize school activities and service 

projects. To be a member of the Student Council you need to be interested in leadership and in the well-being of others. 

You must be responsible, and be able to see things from someone else’s point of view. Be a hard-working student and 

also relate well to other students and to adults. 

At CISK, we encourage students to set up the Student Council which represents the students to participate in the 

school management, especially for MYP and DP students. The members of the Student Council shall be elected by their 

classmates in their respective Homerooms. Council meetings shall take place at least twice a month. 

You can find more details after the new academic year starts. 

3.4 Acceptable Use Agreement 

We recognize the potential of integrating technology to support our program delivery and enhance student learning. 

As such we provide students with an environment that fosters and encourages this belief. We promote educational 

excellence by helping our students to solve problems creatively through thoughtful research, collaboration and 

communication. 

Technology resources are defined as Internet access, computers and other devices. For our purposes, “devices” refer 

to school computers and any privately owned wireless and/or portable electronic piece of equipment that includes phones, 

laptops, notebooks, and tablets/slates. 

Students must read and sign this policy with the parent/guardian, and submit this agreement to their homeroom 

teacher. This agreement will be kept on file by the Principal and renewed annually. 

Terms and Conditions of Acceptable Use 

Students who fail to comply with these conditions may lose access to their devices. 

1. Devices are not allowed to be used in the hallways, cafeteria, or lobby during the school day which includes lunch 

time and recesses. 

2. During school hours, the student should only use their device(s) to access class-related activities. In the class, if 

approved by the teacher, students can use the device following the rules below: 

• The device is used only for academic purposes 
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• The device is on the desk and visible to everyone in the classroom 

• The device is only used when the teacher requires 

• Ear buds/headphones are allowed when accessing audio content 

For classes in which the teacher has not approved the use of devices, students must follow the instruction and put 

away the devices. 

3. Students cannot deliberately damage equipment or software, nor can they degrade system performance by 

spreading computer viruses or any other means. 

4. Students cannot tamper with, modify, or change the school’s technology software or hardware. 

5. Students must comply with staff members’ request to shut-down a specified device or lock the screen. 

6. Students cannot use any device to record, spread, or post photos or videos of any person on campus without their 

consent, nor can any images or videos taken at school be spread or posted in any circumstances without the permission 

of a teacher or administrator. 

7. All forms of cyber-bullying are unacceptable. Cyber-bullying includes using technology to harass, tease, 

intimidate, threaten, or hurt another person by posting or sending inappropriate or hurtful messages or images through 

e-mail, voice mail, text message, or website. 

8. Students cannot watch or spread information or material that is obscene, pornographic, sexist, racist or 

inflammatory. 

9. The school has the right to inspect a student’s personal device if there are areas onto believe that he/she has 

engaged in any misconduct while using their personal device. 

Misconduct involving a student’s own device or the school’s technology resources may result in a temporary loss 

of the use of the device in school. Depending on the gravity of the misconduct, further disciplinary action will be 

determined by the teacher or the Principal. 

3.5 MYP and DP Bring Your Own Device Policy 

For detailed information about technology and device usage in MYP and DP, please refer to the CISK Bring Your 

Own Device Policy. 

3.6 Student’s Card Policy 
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1. Student needs to wear the student card when entering or leaving school on every school day, so as to facilitate 

the identification and verification of security guards. It is recommended that students keep the card together for 

verification convenience. 

2. Student is suggested to wear the card throughout the school period unless it affects teaching and learning in the 

school or has safety concerns.  

3. Student needs to bring the card and swipe it for daily meal. Student who forgets to bring the card can receive 

meal vouchers at the front desk but not more than 3 times a month.  

4. For boarding students, make sure you wear a student card after school every day so as to distinguish from students 

from other departments. The card for boarding student has the authority to specified floor and room that he/she lives.  

5. For students from MYP and above, each student would receive a number for a corresponding cabinet, and IT 

department would authorize each student’s card for the cabinet. 

6. If you lose your student card, please go to C305 office in Kindergarten Building at the first time.             

7. For safety reasons, student card has no authorization for the elevator.  

8. In case of special circumstances, you can seek help from the front desk or homeroom teacher. 

3.7 Pick-up Requirement 

3.7.1 Pick-up requirement 

All parents and visitors entering and leaving the campus are required to wear badges. At the beginning of school, 

each student will receive a parent pick-up card. When entering the campus, parents should show their parent pick-up 

card to the security guard. Each parent pick-up card can only allow one parent to enter. If the parents forget to bring the 

pick-up card, they need to register and enter according to the visitor procedure. 

3.7.2 Leaving Kunshan/Suzhou during holiday requirement 

During the epidemic or other times, if required, please fill in the Report Form for Students Leaving Kunshan/Suzhou 

during Holiday (find it in Appendix II Report Form for Students Leaving Kunshan/Suzhou during Holiday) in advance 

and give it back to your homeroom teacher. 

3.8 School Bus Code of Conduct 

Appropriate student behavior on school buses is essential to the safe operation of the school bus. Riding the school bus 

is a privilege. This privilege may be temporarily denied or permanently revoked if misconduct jeopardizes the safe 
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operation of the school bus or the safety of students riding the bus. School suspension is a possible sanction for bus 

misconduct.  

The goal of the bus regulations is to keep students safe and maintain good habits. The students or parents who 

disobey the regulations over three times or have serious misbehaviors will lose the privilege to take the school bus.  

There is no refund of the school bus fee when the privilege is lost due to not meeting expectations. Please review 

the following guidelines regularly with students. Students must: 

ü Enter and exit the bus in an orderly fashion. 

ü Not walk and exchange seats at random. 

ü Obey the management of the school bus attendant. 

ü Be seated facing the front during the operation of the vehicle. 

ü Wear the seat-belt at all times. 

ü Maintain a reasonable sound level to allow the bus driver to operate the vehicle safely. 

ü Be responsible for their own behavior while on the bus. 

ü Not consume food on the bus. 

ü Be courteous and polite to the driver and attendant. 

ü Board and depart from the bus at their designated stop. 

ü Show respect for the property of others and conduct themselves in a safe manner on the bus and at 

collection points. 

ü Students and parents MUST be at the bus stop earlier than the departure/arrival time. 

 

3.9 Uniform Policy 

3.9.1 School Uniform Policy 

• All students at CISK are required to wear the school uniform. 

• Students who do not comply with the uniform expectation may be subject to a behavior referral. 
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• Note, a uniform infraction is when the student is completely out of uniform or in partial uniform. 

• All articles of the school uniform should have the student’s name on the label provided. 

 

 

 

 

 

+ Time 

Uniforms can be purchased at any time from the uniform shop online. 

 

Change the size 

Uniforms which are free of damage, wash and keep their labels on can be changed for free within 7 days. 

For more information related with how to purchase school uniform, please refer to 校服购买指南 Uniform 
Purchase guide 

3.9.2 What Can I Wear 

• Warmer Weather 

The uniform pieces below are permitted to be worn for your everyday time and activities on campus, especially 

when it is warm! 
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• Cooler Weather 

When the weather begins to get cooler, the following uniform pieces are permitted during everyday activities. Layer 
if you need! 

 

• Winter Add-ons 

When winter arrives, you can add the following pieces. Feel free to wear your own hat, gloves, and scarf. Other 
winter jackets must be stored in your locker during the day. 

 

• Physical Education Class 

• You must bring a change of clothes for PE class and change into them at the start of the lesson and out 
of them at the end. 
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• Gray PE pants and light blue, long-sleeved polo are permitted ONLY in PE class and cannot be worn at 
any other time.  

• Any combination of PE approved shirts and bottoms are fine. 

 

PE classes and everyday wear.                                                        PE CLASSES ONLY 

• Formal Event 

When the school holds a formal event, your teacher might tell you to wear your formal uniform. Below are the 
pieces that are permitted for formal uniform days. 

 

• Remember: 

You are responsible for following the uniform rules. Having a wet uniform, or a uniform that does not fit, or no 

change of clothes for PE, is not an excuse to break the rules. Make sure you have enough of each uniform piece so you 

can be in full uniform every day! 
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3.9.3 Uniform Procedures 

The following procedure would be followed if the student continues to fail to wear school uniform. 

Infraction N-SK Grade 1 and above 

1st  Document Verbal warning and document 

2nd  Document and parent contact Document and parent contact 

3rd  Document and parent contact Document and parent contact 

4th  Document and in office until uniform 
from home or use lost and found 

Document and in office until uniform 
from home or use lost and found 

5th  Document and in office until uniform 
from home or use lost and found 

Document and in office until uniform 
from home or use lost and found 

6th  Document and in office until uniform 
from home or use lost and found 

Document and in office until uniform 
from home or use lost and found 

7th  Document and in office until uniform 
from home or use lost and found 

Document and sent home 

*Note 

•�A uniform infraction is when the student is completely out of uniform or in partial uniform. 

•�Document means the teacher documents the infraction. 

•�As each step is taken, teachers need to inform the parents of next steps. 

•�This procedure applies to the standard uniform for all grades and the PE uniform for Grades 4 and above 
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3.10 Prescription Management at School 

For the sake of students’ health and safety, the school has the following policies on the medicine students brought 

and taken at school: 

1. If the medicine needs to be taken during school hours, it must be delivered to the School Clinic by a 

parent/guardian. The parent/guardian must fill out the “Students’ Prescription Authorization Form” at School, specifying 

the student’s name, class, symptoms, the name of medication, dosage, and the time of taking medicine. The core teacher 

of the student should also be informed by parents. 

2. If parents of 1-12 graders who take the school bus cannot deliver the medicine directly to the School Clinic, 

parents must fill out the Authorization Form and note on it that the student has the permission from parents to carry the 

medicine to school on his or her own. Parents should send a digital version of the form to the core teacher of their 

students, and the core teacher should print out the form, sign on it and submit it to the nurse at school. The student should 

deliver the medicine to the school clinic with his or her core teacher before the first class begins. 

3. The school nurse must check and confirm with parents/guardians the name, dosage, and time of taking the 

medicine and then fill the Prescription Authorization Record. A photo of the record should be taken and sent to the 

Attendance-Teacher’s WeChat group. 

4. Students should come to the School Clinic at 12:30 in the company of his or her homeroom teacher to take 

medicine as described in the Authorization Record. Before sending the medicine to the student, the nurse must check 

and confirm the student’s name, class, symptoms, and the name of the medicine. Medicine must be delivered to the 

student in the right dosage as recorded in the Authorization Form. The core teachers must assist the nurse in checking 

and confirming the above information. 

5. By principle, the School Clinic only keeps the medicine for one day. Any remaining medicine must be returned 

directly to parents/guardians when school day finishes. For certain special circumstances, the School Clinic will keep the 

medicine for no more than 3 days. If the medicine stays for more than 3 days, the nurse will contact parents/guardians to 

dispose of the unused medicine. 

6. “Students’ Medication Application Form” must be filled out each time and each Authorization Form should last 

for no more than 3days. Please find the Appendix III Medication Application 

7. The nurse must not help a student take medicine if the student brings the medicine to school without parents’ 

permission.  

8. The nurse must not give students anything other than the medicine the parents permitted. 

3.11 Residence Requirement 

For detailed information about Residence, please refer to the CISK Residence Hall Handbook. 
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3.12 Preparation for School  

3.12.1 Materials prepare for Kindergarten 

ü�School Bag 

ü�Vacuum Cup 

ü�A set of clothes to change 

ü�A whole set of Bedclothes 135cm*55cm (Nursery Only) 

ü�Toothpaste, mouthwash, cup (Optional) 

* Please mark your name on all your personal belongings in case of lost and found. 

3.12.2 Materials prepare for Primary 

ü�School Bag 

ü�Vacuum Cup 

ü�A set of clothes to change 

ü�Stationery for learning, such as schoolbags, pens, notebooks, paper tape, rubber sticks, fluorescent pens, 
stapler, etc. 

ü�Extracurricular books 

3.12.3 Materials prepare for Grade 6 and above 

ü�Vacuum Cup 

ü�Stationery for learning, such as schoolbags, pens, notebooks, paper tape, rubber sticks, fluorescent pens, 
stapler, etc. 

ü�Scientific calculator 

ü�Dictionary 

ü�Extracurricular books 
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4. Home School Contact  
DingTalk will be used for the communication of our school and home this semester. DingTalk is a smart education 

management platform and is totally free. If you do not have DingTalk on your phone, please scan the QR code from the 

homeroom teacher with your WeChat to install the DingTalk app and join the class group. If you already have DingTalk 

on your phone, please scan the QR code and join the class group. If you need to use your desktop, please log in at: 

im.DingTalk.com 

It is suggested that both parents/guardians install the DingTalk app (especially when you have more than one child 

at our school) to allow the platform to provide more security for school-home communication. 

If you have any questions related to your child’s performance in class or about the class management, you can 

contact the homeroom teacher. For school operation inquiries please contact the relevant department below by email or 

phone. 

General Student Service (Parent pick-up card/Student information): 

Ms. Leonor Xu 

Wechat ID: ciskunshan2012 

Phone Number: (+86)17715161173 

Email: leonor.xu@ciskunshan.org 

 

Co-Curricular Activities: 

Kindergarten 

Ms. Jessica Shen 

Email: jessica.shen@ciskunshan.org 

Primary School 

Ms. Erin Wang 

Email: erin.wang@ciskunshan.org 

Secondary School 

Mr. Michael(Mike) Corrmack 

Email: michael.cormack@ciskunshan.org 
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Admissions: 

Kindergarten                                               ES/Secondary 

Ms. Mia Wu                                                Ms. Vicky Quan 

 

 

 

 

Logistic Department 

School bus and cafeteria: 

Ms. Erie Chen 

Phone number: 0512-36885157 

Email: erie.chen@ciskunshan.org 

 

School Uniform: 

Ms. Lina Li 

Phone number: 0512-36625217 

Email: lina.li@ciskunshan.org 

 

School Nurse 

Ms. Freya Zhu 

Phone number: 0512- 3663725  
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Appendix I 

 

Please note: CISK does not support student absence for other than medical or emergency reasons as all absences have 
a negative impact on the progress of the student. For non-emergency withdrawals students are responsible for completing 
any missed work during the absence. Teachers are not responsible for any tutoring required after hours to achieve this 
requirement. 

PLEASE HAND IN COMPLETED FORM TO THE FRONT DESK ONCE COMPLETED 

请把填好的申请表交给前台 

注：CISK 不支持学生因非医疗或非紧急原因而缺席，所有的缺席对学生的学习有负面的影响。在非紧急情

况的休学下，学生有责任自己完成所有错过的功课。教师不负责课外一对一辅导。 

Please refer to CISK School Fees Policy in 2023-2024 Academic Year for fees policy 

退费政策请遵循《昆山加拿大外籍人员子女学校 2023-2024 学年费用制度》  

CCA Leave Request Form 

CCA 请假表 

Dear CISK: 

尊敬的学校： 

 

I hereby give permission for my child in class to leave the school at 
15:40 and not take clubs on Tuesdays, Wednesdays, and Thursdays until the end of the semester. My 
child will leave the school in the company of a family member or a designated adult. 

我特此准许我的学生（姓名： 班级： ）每周二、三、四于 15:40 离
校，当天不参加俱乐部，直到本学期结束。我的学生将由家庭成员或经我们指定的成年人接走。 

 

 

Parent name 家长姓名：  
Signature 家长签名：  
Date 日期：  

RELEASE SLIP 早退单 

Student Name 学生姓名（中英文）:   
Grade 年级:    
Leave Time 离校时间:  

 

Please allow student to leave school 

请允许学生离校 

Foreign Homeroom Teacher’s signature 外方班主任签名:  
Local Homeroom Teacher’s signature 中方班主任签字：   
Front desk’s signature 前台签字：   
School Nurse’s signature (injured) 校医签名（受伤）：    
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Appendix II 
Report Form for Students Leaving Kunshan/Suzhou during Holiday 

学生假期离昆（苏） 报备表 

Class 班级：                  Name 姓名： 

1. When did you leave Kunshan/Suzhou? 离昆（苏）时间： 

______ (Year 年) ____ (Month 月) ____ (Date 日) 

2. When did you return to Kunshan/Suzhou?返昆（苏）时间： 

______ (Year 年) ____ (Month 月) ____ (Date 日) 

3. Transportation you took 乘坐的何种交通工具： 
_________________________________________________________ 

4. Train/Flight Number 列车号/航班号： 
__________________________________________________________ 

5. Destination (city/street/community) 目的地（所在城市/街道/社区）： 
_________________________________________________________ 

6. What kind of activities you participated in? 参加何类活动： 
_________________________________________________________ 

7. Companion(s) 同行人员： _________________________________________________________ 

8. Parent/guardian A 家长/监护人一： _______________________  

Contact 联系方式一： ____________________________ 

9. Parent/guardian B 家长/监护人二： _______________________ 

Contact 联系方式二： ____________________________ 

10. Other information to report to the school 其他需要向学校报备的信息： 
_________________________________________________________ 

Parent signature 家长签名： ________________________  

Date 填表时间： _________________________ 
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Appendix III 
 

Medication Application 用药申请单 

Date 日期： Class 班级 Chinese Name 中文名 

Medicine Name、Dosage 药名、剂量： 

 

Medication time 用药时间： 

Parent signature 家长签名： 
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Appendix IV 
Withdrawal Form 离校申请单 
                                                                                                                                                                                                                                                                                                                                                                              

Please complete this Withdrawal Form in English or Chinese and return it to Homeroom Teacher. Please turn to 
the back of the page for summary information regarding withdrawal & refund. 
请用中文或英文填写此《离校申请单》，填写完整后递交至班主任处。请参见背面离校退款说明。 
 
 Family Information 家庭信息: 

Parent/Guardian Name: 
家长/监护人姓名: 

Relationship to Student: 
与学生关系: 

Student Name: 
学生姓名: 

Student ID: 
学号: 

Class: 
班级: 

Last day at CISK: 
最后出勤日: 

 
 Reason for leaving CISK 离校原因（Tick wherever applicable 选择适用选项，可多选）: 
£ Family moving out of Suzhou within China £ Family moving out of China 
家庭搬离苏州 家庭搬离中国 

£ Dissatisfaction with CISK £ Switch Education System 
对 CISK 不满意 转换教育体系 

£ Other (Please explain below) £ Suspension of schooling (Please explain below) 
其他（可在下方横线处说明） 申请休学（原因可在下方横线处说明） 

                                                                                                                                                                                                   
Future contact details 联系方式: 

Email电子邮件: Telephone电话: 

Mailing Address 联系地址: 

 
Request for documents 学生文件档案需求  
10 work days' notice is required. Please come to the School to claim for the documents) after being notfied. 

请提前 10 个工作日提出申请，接到学校通知后到校领取。 

£ Studying Certificate £ Transcript (Grade 9-12) 

就读证明 成绩单（9-12 年级，就读满一学年提供） 
 
We would also appreciate your comments about the education and services your child received at CISK. All comments will be 
read and be given careful consideration as we continue to enhance our services. 
我们欢迎您对我校的教育和服务提出宝责的意见与建议，我们将仔细阅读您的反馈，进一步提高学校的教育和
服务。 
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CISK School Fees Policy in 2023-2024 Academic Year 

昆山加拿大外籍人员子女学校2023-2024学年费用制度 

 

1． The School Fees费用 

The school fees include tuition, school bus fee, meal fee and other expenses that cover 

the costs incurred in providing instruction and services to students. Fees are charged at 

different benchmarks depending on the grade level. For details, please refer to the 2023-

2024 school year tuition and fee notice. 

 费用包括学费、校车费、餐费及其他费用，覆盖为学生提供教学及服务所发生的成本支出

。按照年级不同，收取不同基准的费用，详见2023-2024学年收费通知单。 

 

Students enrolled mid-semester are required to pay 20% of the annual tuition regardless of 

when they enroll. The rest 80% of the tuition is charged on a pro-rata monthly basis according to 

the time of the student’s enrollment, with less than one month being counted as one month.  

学期中入学的学生，无论何时入学，均需缴纳全年学费的百分之二十。另外百分之八十的

学费则按照学生入学的时间，以月为单位按比例收取，不足一个月按一个月计算。 

 

Late payment for returning and new student may result in loss of eligibility to enroll. 

新生与返校生均需按时付费以确保入学资格。 

 

2.  Payment Schedule付费时间  

The payment due dates are indicated on all School Fee Letter. Payment must be made by 

the payment deadline on the School Fee Letter to ensure the student’s enrollment. 

所有缴费通知单上均注明付款截止日期，必须在缴费通知单上的付款截止日 

 期前支付，以确保该学生的入学资格。 
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 The payment deadline for returning students is June 26, 2023. 

 返校生的付款截止日期为2023年6月26日。 

 For new students, the payment should be made within 7 days after the School Fee Letter is 

issued. 

 新生需要在缴费通知单开具后7日内付款。 

Students will be admitted to classes only if they have paid the tuition fee.  

 交纳学费的学生方可入学上课。 

 

3. Payment method付款方式  

Payments should be made to the bank account specified on the School Fee Letter, and the 

school accepts bank transfers. For easy identification, please send a copy of the remittance slip 

(with student’s name and grade level) to the finance department’s email, the email address 

is: finance@ciskunshan.org 

付款应支付到缴费通知单上指定银行账户，学校接受银行转账汇款。请发送一份汇款通知书

（注明“学生姓名+就读年级”）至财务部门邮箱：finance@ciskunshan.org 

 

4.  Discount折扣 

 Returning students are eligible for a three percent (3%) reduction in annual tuition fee 

(excluding other fees) if the full amount of the 2023-24 academic year is paid by May 15, 

2023 inclusive. 

如返校生在2023年5月15日（含）之前缴纳2023-

2024学年全额费用，可享受年学费（不包括其他费用）百分之三（3%）的减免。 

 

5.  Refund Policy退费政策 

Tuition fee学费 
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If the respective head of department receives a formal written request to leave the 

school by June 30, 2023, and the student is not enrolled in classes for the new 

academic year, a full refund of the tuition fee will be issued. 

若学生所在学部的负责人于2023年6月30日前接收到正式的书面离校申请，且该生在2023

-24学年没有入学上课，将全额退还所缴纳的学费。 

 

If the respective head of department receives a formal written request to leave the 

school by August 28, 2023, and the student is not enrolled in classes for the new 

academic year, 80% of the tuition fee will be refunded; if the student is enrolled in the 

first semester, the tuition fee will be discounted based on the number of months of 

attendance, with less than one month being counted as one month, and will be 

deducted from the 80% of the tuition and educational resources fees paid that should be 

refund. 

若学生所在学部的负责人于2023年8月28日前接收到正式的书面离校申请，且该生在新学

年没有入学上课，将退还所缴纳学费的80%；若该生在第一学期就读，按出勤月数折算学

费，不足一月按一月计算，将从应返还的80%的所缴纳学费里面扣除。 

 

If the respective head of department receives a formal written request to leave the 

school by January 26, 2024, and the student is not enrolled in classes in the second 

semester, 40% of the tuition fee paid will be refunded; if the student is still enrolled in the 

second semester, the tuition fee will be charged on the basis of the number of months of 

attendance, with less than one month being counted as one month, and it will be 

deducted from the 40% of the tuition fee paid that should be refunded. 

若学生所在学部的负责人于2024年01月26日前收到正式书面离校申请，且该名学生在第

二学期没有入学上课，将退还所缴纳学费及教学资源费的40%；若该生在第二学期仍入学

就读，按出勤月数折算学费，不足一月按一月计算，将从应返还的40%的所缴纳学费里面

扣除。 
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If the respective head of department head receives the request to leave the school after 

26 January, 2024, the tuition fee will not be refunded. 

若学生所在学部的负责人于2024年01月26日后接收到离校申请，不予退还学费。 

 

Refunds will be made within 15 days after the student has completed the school leave 

procedure. 

退费会在学生办完离校手续之后的十五日内完成。 

 

Registration fee 申请注册费  

The registration fee is a non-refundable fee, which is a one-time payment and is only 

collected when a new student applies to register as a student at our school for the first 

time. 

申请注册费为不可退还的费用，此费用为一次性缴纳费用，只在新生首次申请注册成为

我校学生时收取。 

 

School meal fee餐费  

 

Students leaving school will be refunded for unused meals on a weekly basis, 

depending on the student’s departure date. Enrolled students, who have been absent 

from school for more than one consecutive week, will be refunded the unused meal fees 

on a weekly basis. 

离校学生学校将根据学生的离校日期，按周退还尚未使用的餐费。在校学生，连续请假

一周以上的，按周退还未使用的餐费。 

 

School bus fees校车费  
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The school will refund the unused school bus fees on a monthly basis, based on the 

student’s departure date, with less than one month being counted as one month. 

学校将根据学生的离校日期，按月退还尚未使用的校车费，不足一个月的按一个月收取

。 

 

School accommodation Fee住宿费 

The school will refund the unused accommodation fee on a monthly basis according to 

the student’s departure date, with less than one month being counted as one month. 

 

学校将根据学生的离校日期，按月退还尚未使用的住宿费，不足一个月的按一个月收取 

 

Deposit保证金  

The deposit will be refunded without interest upon the student's departure from school. 

Any damage to school property, or failure to return the library books or other school 

property on time while attending school, the resulting loss will be deducted from the 

deposit. Once the deposit has been fully deducted from the student’s account, the 

school will re-charge the deposit for a fixed amount. 

保证金将在学生离校时无息退回。若学生在校期间，有损坏学校财物，或未按期归还校

图书馆图书或其它学校财产的情形，产生的损失将在保证金中扣除。一旦学生账户内的

保证金被完全扣除，学校会重新收取固定金额的保证金。 

 

Deposits not claimed by the parents/guardians within six (6) months from the student’s 

last day attending school will be treated as a donation to the School’s development fund 

and cannot be claimed thereafter. 

家长/监护人在学生最后一天上学后的六个月内未领取的保证金将被视为捐赠给学校的发

展基金，此后不能再申请。 

 

6． Force majeure caused the campus to close不可抗力导致校园关闭 
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In the event that the campus has to be closed due to force majeure, tuition fee will not be 

refunded. 

如遇不可抗力而需关闭校园，学费不予以退还。 

 

Parental consent: If offline instruction is not possible due to the requirements of the 

infectious disease prevention policy, such as the COVID-19 epidemic, the school may take 

the initiative to adjust the hosting or teaching methods, including but not limited to online 

activities, live events, online teaching, etc. 

家长同意：如因新冠肺炎疫情等传染性疾病防疫政策的要求，导致无法开展线下教学，学校可

以主动调整托管或者教学方式，包括但不限于开展线上活动、直播活动、网络教学等。 

 

7.  Responsibility of Payment of Fees 付费责任 

The student’s parent or guardian is solely responsible for the timely payment of tuition 

and other related fees by the due date, even in cases where payment may be subsidized 

by a third party such as the parent’s employer.  

学生家长或监护人全权负责学费和其他相关费用按时付款；即便付款人为第三方如家长雇

主，学生家长也须全权负责学费和其他相关费用按时付款。 

 

Once the payment is received by the school, the school indicates that the student’s 

parent or guardian agrees to the school fees policy.  

 学校收到付款，即表示学生家长或监护人同意学校学费制度。 

 

Statement声明 

CISK reserves the right to make the final decision on the school fee policy. 

昆山加拿大外籍人员子女学校保留学费政策的最终决定权。 

 

These Terms and Conditions are subject to amendment by CISK and shall take effect within 30 

days from the date written notice is given to a parent/guardian, whether by printed copy, email 

notification, website notification or otherwise. 

本条款和条件可由昆山加拿大外籍人员子女学校修改，并在通过印刷品、电子邮件通知、网站通

知或其他方式向家长/监护人发出书面通知后的30天内生效。 
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I confirm that I have read, understood and agree to the above Terms and Conditions. 
我已经阅读并完全理解本文件的内容,并接受以上条款。 

 

                                                                    
 
                                                                    
 
*Please handwrite the above statement here.请在此处手写一遍以上陈述。 

 

 

 

Student Name 学生姓名：                                    

Guardian/Parent 监护人/家长签名：                           

Date 日期：                                                
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Appendix V 
CISK Leave Request Form for Secondary School 中学请假单 

 

Please fill out this Leave of Absence Form in English or Chinese. Complete the form and submit it to the relevant 
Head of Department for approval. 
请用中文或英文填写此《请假单》，填写完整后递交学部领导批准后转学生事务。 

 
 
 Information 家庭信息: 

Parent/Guardian Name 
家长/监护人姓名 

Relationship to Student 
与学生关系 

Student Name 
学生姓名 

Student ID 

学生编号 
Class
班级 

Number of leave days
请假天数 

Leave start date 
请假开始日期 

Leave end date 
请假结束日期 

 

Reason for absence 请假原因： 

£ Leave of Absence  £ Sick Leave 
事假 病假 

£ Other (Please explain below) 
其他（可在下方空白处说明） 

 

Instructions 说明: 

1.  If a student is absent from school for more than one week in a row, unused meal fees will be refunded 
on a weekly basis. Any other expenses will not be refunded. 

连续请假一周以上的，按周退还未使用的餐费，其它费用均不做退费处理。 
2. A hospital diagnosis certificate must also be sent to the school for any sick leave of more than three days. 
病假超过 3天提供医院诊断证明。 
 

 

 
Signature from the Parent/Guardian 

家长/监护人签字 

Date 

日期 

 

Signature from HoD 

学部领导签字   

Date 

日期 
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Kindergarten and Primary School Student Leave Form 

幼儿园、小学学生请假表 
 

Student Name 
学生姓名 

 Student Class 
所在班级 

 

Date of Notification 
填表日期 

YY/MM/DD 
年/月/日 

Period of absence 
请假时间 

YY/MM/DD - 
YY/MM/DD 

Has your child already had a 
period of absence 3+ days? 
是否已经连续缺勤超过3天
？ 

Y     N 
是    否 

Do you understand that this absence may impact on 
assessments? 
您是否了解本次缺勤可能会影响孩子本学期的评

估？ 

Y     N 
是    否 

Details of Absence: 
请假说明 

Is Mandarin classwork 
required? (ES only) 
是否需要语文课堂作业？

（仅小学适用） 

Y     N 
是    否 

Is English and UOI classwork required? (ES only) 
是否需要英文及探究课课堂作业？（仅小学适

用） 

Y     N 
是    否 

Is Mathematics classwork 
required? (ES only) 
是否需要数学课堂作业？

（仅小学适用） 

Y     N 
是    否 

Will your child be able to share a special experience 
with the class? 
孩子是否可以和班级同学们分享她/他此次的经历

？ 

Y     N 
是    否 

Name of 
acknowledging 
parent: 
家长确认签字 

 Name of acknowledging teacher: 
教师确认签字 

 

请注意: Please note 
连续请假一周以上的，按周退还未使用的餐费，其它费用均不做退费处理。 

If a student is absent from school for more than one week in a row, unused meal fees will 
be refunded on a weekly basis. Any other expenses will not be refunded. 

Signature from HoD  Signature from the Principal  
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Kindergarten and Primary School Student Illness Form 

幼儿园、小学学生病假表 
 

Student Name 
学生姓名 

 Student Class 
所在班级 

 

Date of Notification 
填表日期 

YY/MM/DD 
年/月/日 

Period of absence 
请假时间 

YY/MM/DD - 
YY/MM/DD 

Has your child already had a period 
of absence 3+ days? 
是否已经连续缺勤超过3天？ 

Y     N 
是    否 

Do you understand that this absence may 
impact on assessments? 
您是否了解本次缺勤可能会影响孩子本学期

的评估？ 

Y     N 
是    否 

Details of Absence: 
请假说明 

Is Mandarin classwork required? (ES 
only) 
是否需要语文课堂作业？（仅小学

适用） 

Y     N 
是    否 

Is English and UOI classwork required? (ES 
only) 
是否需要英文及探究课课堂作业？（仅小学

适用） 

Y     N 
是    否 

Is Mathematics classwork required? 
(ES only) 
是否需要数学课堂作业？（仅小学

适用） 

Y     N 
是    否 

What diagnosis was given by the doctor? 
医生诊断结果 
 

Will your child require any special 
care on return to class? 
孩子回到学校后是否需要一些特别

照顾？ 

Y     N 
是    否 

Name of acknowledging 
parent: 
家长确认签字 

 Name of acknowledging teacher: 
教师确认签字 

 

*** PLEASE ATTACH A CLEARANCE FORM IF THE ILLNESS IS CONSIDERED CONTAGIOUS 
如果是传染性疾病请返校复课时提供康复证明 

 

请注意: Please note 
连续请假一周以上的，按周退还未使用的餐费，其它费用均不做退费处理。 

If a student is absent from school for more than one week in a row, unused meal fees will 
be refunded on a weekly basis. Any other expenses will not be refunded. 

Signature from HoD  
 

Signature from the Principal  

 

  



 

  45 

A guide to help parents make an informed decision as to whether their child should be kept away from school. 

Chicken Pox (Varicella) 水痘 
5-6 days from appearance of rash and until ALL  

blisters are crusted over 从出现皮疹开始的 5-6 天，直到

所有的水泡都结痂 

Conjunctivitis (Pink Eye) 结膜炎 Until redness and discharge have gone 直到发红和分

泌消失 

Diarrhoea 腹泻 48 hours after free from all symptoms 无所有症状后 48
小时 

Fifth’s Disease (Parvovirus or Slapped 
Cheek) 传染性红斑（细小病毒或掌拍

颊） 
Until child feels well 直到孩子感觉恢复 

Gastroenteritis, food poisoning, 
salmonellosis & dysentery 肠胃炎、食

物中毒、沙门氏菌病和痢疾 

Until 48 hours after free from all symptoms or until 
authorized by Doctor 直到无所有症状后 48小时或经医生

批准 
Hand, Foot and Mouth Disease 手足
口病 

Until a week after the symptoms begin 直到症状开始一

周后 

Head lice 头虱 
Until appropriate treatment has been given 直到给予适

当的治疗 
Hepatitis A 甲型肝炎 5 days from onset of jaundice 黄疸发病后 5 天 
Hepatitis B and C 乙型和丙型肝炎 None 无 
Herpes Simplex (Cold Sores) 单纯疱
疹（冷脓） None 无 

Impetigo 黄水疮 Until skin has completely healed 直到皮肤完全愈合 
Influenza 流行性感冒 Until child feels well 直到孩子感觉恢复 
Measles 麻疹 5-7 days from onset of rash 从皮疹发作后的 5-7 天 
Meningococcal Infection 脑膜炎双球菌
感染 Until fully recovered from illness 直到从疾病完全康复 

Mumps 腮腺炎 Until all swelling has gone, usually about 10 days 直到

所有的肿胀都消失了，通常是 10 天左右 

Pertussis (Whooping Cough) 百日咳 21 days from onset of paroxysmal cough 阵发性咳嗽发
病后 21 天 

Roseola 红疹 Until the rash is healed and child feels well 直到皮疹愈

合，孩子感觉恢复 
Rubella (German Measles) 风疹(德国
麻疹) 

5 days from appearance of rash and child feels well 5
天后出现皮疹，儿童感觉恢复 

Scabies 疥疮 Until the day after treatment 直到治疗后的第二天 

Scarlet Fever & Streptococcal 猩红热
和链球菌 

With appropriate medical treatment of throat infection, 
no less than 5 days from start of treatment 与咽喉感染的

适当药物治疗后，从治疗开始后不少于 5 天 

Temperature/Fever 发热 If sent home ill, child must be off for 24 hours 如果生病

被送回家，孩子必须休息 24小时 
Threadworm  蛲虫 Until treated 直到治疗 

Tonsillitis n. 扁桃体炎 Until at least 24 hours after starting antibiotics 直到开始

使用抗生素后至少 24小时 
Tuberculosis 肺结核 Until declared free from infection 直到宣布没有感染 
Verrucae (Plantar Warts) 疣（跖疣） None 无 
Vomiting 呕吐 48 hours after free from symptoms 无症状后 48小时 
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Agreement for the Student Guide 学生手册同意书 
Please sign and return this page to your child’s homeroom teacher. 

请在下方签字，并将此页交至学生的班主任老师。 

As a student, I have read the Student Guide (2023-2024). I understand and will abide by the above 
conditions. I further understand that any violation of the above may result in the loss of my privileges, 
as well as other administrative disciplinary action. 

As a parent, I have read the Student Guide (2023-2024). I understand that my child will be responsible 
for abiding by the above conditions. 

 

作为学生，我已阅读《学生手册（2023-2024）》。我理解并将遵守上述条款。我也明白，任

何违反上述规定的行为可能导致我失去某项优待，甚至可能受到其他行政纪律处罚。 

 

作为父母，我已阅读《学生手册（2023-2024）》。我明白我的孩子必须遵守上述条款。 

 

Student Name 学生姓名 Class 班级 

 

Student Signature 学生签名 Date 日期 

 

Parent/Guardian Signature 父母/监护人签名 Date 日期 
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