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Graceful Hands Kids Center

If your child needs totake leave due tosickness or other personal reasons, please note the following policy for obtaining make-up class
approval. Itis parents' obligationto inform our centerontime in order to keep the policy equitable forboth sides.

Sick Leave

Advance Notice Telephone the center before the beginning of class
and obtain the confirmation code. Ifno advance notice
is made on time, no make-up class will be issued.
Please make sure you notify us by phone and

obtain the confirmation code.

Valid dates of The date of the doctor's certificate should be the
Supporting Document | sameas class date or within 2 days prior to the

class date.
E.g.Ifachildtakessick leave onthe July 8 class, onlythe
doctor's certificate dated July 6, 7 or 8willbeaccepted.

Supporting Registered doctor's certificate (registered Chinese Limitof Sick Leave § No limit; we will follow the professional advice
Document Required || HerbalDoctor's certificateis acceptable). The child's fromregistered doctors.
name must be indicated onthe doctor's certificate.

***Sick leave isdefined as sudden occurrence of sick symptoms. Scheduled body check-ups***
and scheduled injections at health clinic are defined as personalleave.

Personal Leave

Advance Notice Limit of Personal Leave

Minimum 10 days advance notice. No late notice will be accepted Maximum 2 make-up classes per each enrolled term.
E.g. Ifachild takes leave on the July 18 class, our center must be

notified on or before July 8. If no advance notice ismade ontime,

no make-up classwill be issued.

Acceptable Situations Supporting Document Required for the Mentioned Situation
Oversea Travelling The child's travelling document( with child's name
(Local travelling not accepted) indicated. E.g.boarding pass, original of air-ticket

(e-ticket not accepted), hotel check-in proof, etc.

School notice. The school notice mustindicate the

_ interview time which clashes with the class time.
Schoollnterview (Ifthe interview time is in the morning while the class
time is in the afternoon, this does not fulfill the
Personal Leave criteria and no approval will be issued)

School Activities

Limited only to school-wise outings, graduation, sport day
and school performance. (No parent/ report card days,
open days, rehearsals, special activities, training or
practising sessions or other reasonswill be accepted)

School Notice
Must indicate the date of activity

Scheduled Body Check-upsand Proof of body check-up or injection. Only the doctor's
Scheduled Injections at Health Clinic certificate with the date of taking leave is accepted.

***Only the above four situations are acceptedfor taking leave for personal reasons;***
please note that all other situations are not accepted for taking personal leave.

No make-up class will be issued under any circumstances of late notification of taking leave or any circumstances that does not fulfill the above mentioned
make-up class situations. Graceful Hands Kids Center reservesits rights of explanation and final discretion should any disputes arises.

Theabove mentioned sick leave and personalleave policy is not applicable to the following programs in any circumstances:
Summer Fun Programs/All special workshops/ Little Scientist/ Mind-Mapping for Children/ Any other programs with special policy.
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