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	I. CONTACTS
	SCHOOL OFFICE:
	FINANCE OFFICE:
	RECEPTION DESK:
	PRIMARY PRINCIPAL:
	jason.hayes@caisschool.com
	PYP COORDINATOR:

	rylance@caisschool.com

	II. CALENDAR
	The CAIS 2026 – 2027 school calendar is and constantly updated with new events posted on the school website (www.caisschool.com).

	III. ARRIVAL AND DISMISSAL
	Arrival
	Dismissal
	Leaving Campus Early
	Early Release Days
	Attendance and Absences

	IV. SCHOOL ORGANIZATION
	The Whole School Academic Leadership Team (WSALT)
	The Parent Teacher Association (PTA)
	The Student Council

	V. ENGLISH AS AN ADDITIONAL LANGUAGE (EAL)
	The EAL Department
	EAL Support
	Examinations
	HSK Chinese Proficiency Examinations
	Homeroom and Specialist Teachers
	When it is appropriate to speak Languages Other Than English (LOTE):
	When it is not appropriate to speak LOTE:

	VI. STUDENT WELL-BEING AND COMMUNITY
	VII. COMMUNICATION
	Addressing Concerns:
	Students Calling Parents:

	VIII. HEALTH AND SAFETY
	School Health and Safety Services
	Keeping a Sick Child Home
	Contagious Disease Procedure
	BATHROOM INDEPENDENCE AND HYGIENE
	All students from Pre-Kindergarten (Pre K) and older must be toilet independent. Please prepare your child to use good bathroom habits including managing clothing, cleaning self, flushing toilets and washing hands.
	Allergies/Medical Conditions

	If your child has allergies, takes routine medication or has a significant medical condition of any kind, you must notify the Health Office and the child’s teacher at the beginning of the school year.

	Campus Visits
	Adult visitors to the campus must inform the school to make an appointment ahead of time.

	Recess and Playground Safety
	Time spent outdoors is an integral part of the school day. Regular physical activity of adults is linked to improved health and reduced risk of the development of many chronic diseases. Lifelong physical activity habits are often developed in childhood. Occasions to play outside not only promote the development of a healthy and balanced lifestyle but affords students the opportunity to break from regular classroom structures. When properly clothed, students can participate in safe, active play in an outdoor environment in most weather conditions. However, as the body needs to be able to appropriately adapt to changes in temperature, precaution must be taken on extreme cold and hot temperature days.

	Cold Weather Guidelines
	On cold weather days children will be allowed to play outdoors with adult supervision for an appropriate length of time if adequately dressed in warm clothing (jackets, pants, hats and gloves). Please note that if a student is not dressed appropriately, he/she will be unable to participate in outdoor activities.

	Temperature
	Procedure
	Air Quality Guidelines
	CAIS regularly monitors the air quality index (AQI) when deciding to modify daily outdoor school activities. The AQI is used to determine how clean or unhealthy the outdoor air is. The index ranges on a scale of 0 to 150+. The amount of prolonged exposure to unhealthy air is limited through the reduction or modification of school activities that require moderate to heavy exertion.


	AQI
	Procedure
	IX. STUDENT DRESS CODE
	Daily Uniform Requirements



	Uniform Shop
	New items of school uniform can be purchased from the school shop. Please contact the school reception if you require any items of school uniform.
	Field-trips
	Physical Education Classes
	Swimming Days
	Footwear


	X. HOUSE SYSTEM
	CAIS has a House system, which is designed to help build our community and give students a sense of belonging and ownership in the school. Each student is assigned to a House, identified with one of four animals: Dragons, Foxes, Vipers and Wolves.
	Within their House designation, students will be participating in special events like sports days, , competitions, assemblies, and house events. These house events will be run throughout the year, and they are a great way for students to get to know other students across different grade levels and extend their collaborative skills.
	On designated House Events, students are encouraged to wear clothes that reflect their house color: Dragons, Foxes, Vipers, Wolves.

	XII. CONTINUOUS LEARNING
	At CAIS, children are actively engaged in rich, purposeful learning for seven hours a day. After school, we believe family time is important and that families and children should have a choice in their learning beyond the school day. We encourage children to participate in self-directed learning, and to explore their curiosities and passions. We also believe that play is an important part of childhood. We encourage children to actively participate in opportunities for play and unstructured activities outside of school.
	We expect children to read at home every day, and we expect parents to read with their children regularly. Reading at home should form a natural part of the daily routine. Emphasis should be on a shared enjoyment of reading among the family. Reading is an excellent means of developing thinking skills, increasing fluency, developing language skills and helping children develop confidence with their reading.
	XI. EXTRACURRICULAR ACTIVITIES (ECAs)
	CAIS students have the opportunity to take part in Extracurricular Activities (ECAs) which include the arts, sporting, recreational, outdoor and academic activities.
	The aim of these activities is to encourage students to pursue a variety of interests that complement the academic program. ECAs are organized, led and supervised by members of staff.
	These run on Monday, Tuesday, Thursday and Friday from 3:10-4:25.
	There are three rotations for ECAs throughout the school year where students have the option to choose a new activity.


	XIII. WITHDRAWAL FROM SCHOOL
	XIV. SAFETY AND SECURITY
	Supervision
	Vehicles
	Bus Transport
	Students are expected to:

	Parents are expected to:
	Student possession’s
	Lockers
	Student school bags
	Technological Devices - Acceptable Use Policy
	Loss of personal items
	XV. BRING YOUR OWN DEVICE
	Accessories:

	XVI. LUNCH/SNACK
	XVII.  ELEVATOR USE
	XVIII.  ASSEMBLIES AND SPECIAL EVENTS
	XIX.  BEHAVIOR AND CONSEQUENCES
	At CAIS we believe in creating a safe and respectful learning environment for all students at our school. In order to maintain this environment, we expect students to conduct themselves in a manner that is considerate and responsible at all times.
	Potential consequences for misbehavior include:
	Verbal warning by the teacher.
	Time-out in a designated area of the classroom.
	Loss of privileges such as recess or other activities.
	Meeting with the school counselor to discuss behavior.
	Parent-teacher conference to address concerns.
	In-school suspension to reflect on behavior.
	Suspension from school for a specified period.
	Behavior contract outlining expectations.
	Referral to external support services.
	Un-enrollment from the school.

	XX. USE OF ARTIFICIAL INTELLIGENCE (AI)
	XXI. BIRTHDAY CELEBRATIONS AT SCHOOL
	XXII. PHOTO POLICY
	XXIII. WEBSITE AND SOCIAL MEDIA POLICY

	With Passion, we: Challenge. Connect. Create.
	CAIS 小学部
	学生手册
	2026-2027


	目录
	五. 英语作为附加语言(EAL)
	二十.人工智能 (AI) 的使用

	一、联系方式
	学校办公室:
	财务处:
	前台:
	小学部校长:
	jason.hayes@caisschool.com
	小学项目（PYP）教学主任:

	rylance@caisschool.com

	二、校历
	CAIS 2026 – 2027校历已通过学校官网(www.caisschool.com)上发布，并将持续更新。

	三、出勤政策
	早退
	提前放学
	出勤和缺勤

	四、学校组织架构
	CAIS分为两个学部，小学部和中学部，其中包含三个IBO授权的学术项目：小学项目（PYP，3-11岁），中学项目（MYP，11-16岁）和大学预科项目（DP, 16-18岁）。
	小学部的教学团队由来自十余个国家的经验丰富的优质教师组成。所有教师都不断接受国际文凭组织的专业培训。任何没有国际文凭教学经验的教师在加入CAIS的第一年都会接受国际文凭培训
	全校学术管理团队 (WSALT)
	部校⻓、⼩学项⽬（PYP）教学主任、中学项⽬
	（MYP）教学主任和⼤学预科项⽬（DP）教学
	相关的事务。WSALT 每周召开⼀次会议，讨论

	家长教师协会（PTA）

	五、英语作为附加语言 (EAL)
	英语是学生在校期间的交流语言。基本上所有的CAIS学生都是将英语作为附加语言的学习者，他们需要通过一段时间学习提升听、说、读、写等技能。并且母语为英语的家长也希望他们的孩子能熟练、自信地使用英语。
	EAL部门
	EAL部门收集各种评估数据，包括 MAP成绩 和连续记录数据，以确定学生的英语语言水平和需求。

	EAL 部门提供的支持
	EAL部门会对需要进行学习干预的学生进行针对性的辅导，包括在某节课中对孩子单独授课。
	EAL部门会根据学生的个人需要，为他们提供不同类型和不同程度的额外支持。
	考试

	MAPS 测试（每年4次）
	小学部2-5年级的学生将参加剑桥YLE测试。学生会根据英语水平参加初级、中级或高级考试。

	HSK 汉语水平考试
	新HSK是一项测试和评估汉语水平的国际标准化考试。它是用于评估母语为非汉语人士在学术、专业和日常生活中使用汉语的能力的考试。它包括两个独立的考试，分别是笔试和口试。笔试分为六级，分别是 HSK（一级）、 HSK（二级）、HSK（三级）、HSK（四级）、HSK（五级）、HSK（六级）。 口试分为三级，分别是HSK（初级）、HSK（中级）、HSK（高级）。学校每年组织学生参加一次HSK考试。
	班主任和科任老师
	以下情形可以不说英语:
	以下情形必须说英语:


	有关语言问题的更多信息，请参阅 CAIS 全校语言政策。

	六、学生行为规范
	七、沟通与交流
	问题解决:
	学生与家长联系:

	八、健康与安全
	学校的健康与安全服务
	CAIS 聘有两名校医，每天7:20到16:25上班。由校医提供基本的健康服务，并对学校的学生和工作人员进行紧急救治。
	疾病:为了CAIS全体学⽣的安全，学⽣应在返校前24⼩时内⽆发热、腹泻、呕吐、结膜炎等症状。如果学⽣呕吐或发烧超过37.5摄⽒度，家⻓将接到电话到校接孩⼦。任何⽣病的孩⼦将留在校医务室，直到经由校医务室签字离开校园。⽗⺟或监护⼈必须护送孩⼦回家。
	将生病的孩子留在家里
	传染病防控流程


	独立如厕和卫生
	所有幼儿园小班（Pre-K）及以上的学生都必须独立如厕。请帮助您的孩子养成良好的如厕习惯，包括管理衣物、清洁自己、冲马桶和洗手。
	过敏/特殊身体状况
	校园参观
	课间和游乐场安全
	冬季户外活动指南


	温度
	措施
	空气质量指南
	CAIS 在决定修改⽇常学校活动时，会定期监测空⽓质量指数(AQI)。 空气质量指数⽤于确定室外空⽓的清洁程度或不健康程度。指数范围为 0 至150+。 通过减少或修改需要中度⾄重度消耗体力的学校活动，来限制⻓时间暴露在不健康空⽓中的程度。

	空气质量指数
	措施
	九、学生着装指南
	日常校服要求
	星期二-星期四- 可自由搭配CAIS校服单品 - 只有从校服商店购买的服装才算校服。


	校服商店
	学生可以在学校购买新校服，如需任何校服相关用品，请与前台联系。
	外出活动

	十、家园体系

	CAIS 的家园体系旨在帮助建立更好的社区，让学生对学校有归属感和主人意识。每个学生被分配到一个家园学院，分别对应四种动物中的一种: 龙、狐狸、毒蛇和狼.
	十二、持续性学习
	在 CAIS，孩⼦们每天 7 ⼩时积极参与丰富、有⽬标的学习。放学后，我们认为家庭时间很重要，家庭和孩⼦应有权自主安排校外学习。我们⿎励孩⼦们参与⾃主学习，探索他们的好奇⼼和热情。我们也相信玩耍是童年的重要组成部分。我们⿎励孩⼦们积极参与校外游戏和⾃由活动。

	十一、课外活动 (ECAs)

	CAIS 学生有机会参加各类课外活动(ECA)，包括艺术、体育、娱乐、户外和学术活动。
	十三、离校政策
	当学生永久离校时，家长应在决定离校时尽快书面通知校办，这将有助于校办准备离校文件。在签发这些文件之前，必须准备一份离校申请表，其中包括课本归还、图书馆书籍清还、欠费结清、登记转寄地址等内容。由于制备多份离校文件、历年成绩单等是一项耗时的工作，因此办理正式离校文件需要长达 15 个工作日。

	十四、安全问题

	安全和安保是 CAIS 的重中之重。校园内装有监
	监管
	车辆
	校车
	学生应该做到:
	家长应做到:
	学生物品
	储物柜
	学生书包
	电子设备 - 使用政策

	这一设备使用政策适用于所有在校使用的平板电脑/手机/笔记本电脑，无论设备的所有者是谁。所有在CAIS使用以上设备的学生，请遵守本文件的规定。
	学生在使用他们的平板电脑/手机/笔记本电脑时，应以负责任的、符合道德规范的方式进行，且不能破坏学校的学习环境。CAIS的学生全年接受ICT指导，帮助他们学习如何成为有责任感的数字公民。
	个人物品丢失

	十五、自带设备
	配件:

	十六、午餐/间餐
	请注意，CAIS学生不允许订购校外食品或饮料送至校园。家长不可以让孩子带蛋糕或其它食物同其他学生分享。

	十七、电梯使用
	不方便走楼梯的学生，可以乘坐电梯。如果学生需要使用电梯，他们应该在上学前告知前台老师，前台老师将帮助学生安排和老师一同乘坐电梯。电梯卡不会发放给学生。

	十九、准则与结果
	在长春美国外籍人员子女学校，我们致力于为所有学生创造一个安全和相互尊重的学习环境。为了维护这一环境，我们希望学生在任何时候都能以体贴和负责任的方式行事。
	不当行为的潜在后果包括:
	教师口头警告。
	失去课间休息或其他活动的权利。
	与学校行为老师讨论行为问题。
	召开家长-教师会议，解决关注的问题。
	校内停课以反思行为。
	停学一段时间。
	行为契约，概述对学生的期望。
	转介到校外支持服务机构。
	退学。

	十八、集会和特殊活动
	二十、人工智能 (AI) 的使用
	在CAIS，我们认可人工智能（AI）作为一种宝贵的教育工具，前提是负责任地使用。我们的《AI诚信与负责任使用政策》确保所有学生和教职员工以道德方式使用AI，支持学习同时坚守IB学术诚信价值观；主要内容包括：
	负责任地使用时，AI是一种强大的工具，能促进学习与创造力，且不替代批判性思维与个人努力。详情请参阅《AI在CAIS：公平使用政策与实践》。
	二十一、生日庆祝
	二十二、学生隐私与照片征用许可
	学生和家长不得在个人社交媒体上发布其他学生的照片或视频。所有媒体应通过学校官方渠道分享。如果发布自己或自己孩子的照片，需确保其他学生的面部被遮盖，除非获得其他家长的同意或该照片为CAIS官方照片。

	二十三. 网站与社交媒体政策
	未经学校行政部门事先批准，家长和学生不得创建任何代表长春美国外籍人员子女学校（CAIS）的官方网站或社交媒体账户。此项政策旨在确保所有对外沟通和学校形象的展示符合学校的价值观与使命。未经授权的账户可能导致错误信息的传播及对学校社区形象的误导。若有关于学校官方宣传或沟通方面的疑问，请直接联系学校行政部门。感谢您在维护学校形象完整性方面的配合。


	我们满怀热情地面对挑战、拓展联结、创造美好未来。

