
If your child needs to take leave due to s ickness or other personal reasons, please note the fol lowing pol icy for obtaining make-up class
approval. It is parents' obl igation to inform our center on time in order to keep the policy equitable for both sides.

The above mentioned si ck leav e and persona l leave policy is not appl icable to t he fol lowing programs in any circumst ances:
Summer Fun Programs / All s pecial work shops/ Little Scient ist/ Mind-Mapping for Children/ Any ot her programs with special pol icy.

Personal Leave

No make-up class will be issued under any circumstances of late notification of taking leave or any circumstances that does not ful fil l the above mentioned
make-up class situations. Graceful Hands Kids Center reserves i ts rights of explanation and final discret ion should any disputes arises.

Sick Leave
Advance Notice Telephone the center

and obtain the .

Please make sure you notify us by phone and
obtain the confirmation code.

before the beginning of class
confirmation code If no advance notice

is made on time, no make-up class will be issued.

Supporting
Document Required

Registered doctor 's certificate (registered Chinese
Herbal Doctor's certif icate is acceptable). The child 's
name must be indicated on the doctor's certificate.

*** Sick leave is def ined as sudden occurrence of sick symptoms. Scheduled body check-ups***
and scheduled in jections at health clinic are defined as personal leave.

Vali d dat es of
Supporting Document

The date of the doctor's certif icate should be the
same as class date or within 2 days prior to the
class date.
E.g. If a chi ld takes sick leave on the July 8 c lass, only the
doctor's certificate da ted July 6, 7 or 8 wil l be accepted.

Limit of Sick Leave No limit; we will follow the professional advice
from registered doctors.

Only the doctor's
certi ficate with the date of taking leave is accepted.
Proof of body check-up or inject ion.

Minimum 10 days advance notice. No late notice will be accepted
E.g. I f a child takes leave on the July 18 class, our center must be
notif ied on or before July 8. If no advance notice is made on time,
no make-up class will be issued.

Acceptable Situations Supporting Document Required for the Mentioned Situation

Overse a Travelling
(Local t ravell ing not accepted)

The child's travell ing document(
.

with chi ld's name
indicated E.g. boarding pass, original of air-ticket
(e-t icket not accepted), hotel check-in proof, etc.

Schoo l Interview

School notice. The school notice must indicate the
interv iew tim e which clashes with the class time.
(I f the interview time is in the morning while the class
time is in the afternoon, this does no t fulf il l the
Personal Leave criteria and no approval wil l be issued)

School Activ ities
Limited only to , ,
and . (No parent/ report card days,
open days, rehearsals, special activities, training or
practising sessions or other reasons will be accep ted)

school-wise outings graduation sport day
school performance

School Notice
Must indicate the date of activ ity

Scheduled Body Check-ups and
Scheduled In jections at Health Clinic

Advance Notice

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

Limit of Personal Leave
Maximum 2 make-up classes per each enrolled term.

Taking Leave Policy

8th Floor, Summit Insurance Build ing, 789 Nathan Road, Pr ince Edward, Kowloon, Hong Kong.
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8th Floor, Summit Insurance Building, 789 Nathan Road, Prince Edward, Kowloon, Hong Kong.

以上事假及病假之補課原則，不包括以下課程：
Summer Fun Programs / All Spe cial Workshops / Li ttle S ci enti st /
Mind-Map ping for Child ren / 其他有特別註明的課程或活動
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