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Dear Elementary School Students and Parents,
Welcome to the Canadian Academy Elementary School!
Elementary School at CA is for children aged 3 (PreKindergarten) to 11 years old (Grade 5) and is located in two
separate buildings.
We currently have approximately 220 students representing
over 25 nationalities with numerous cultures and languages.
We value and enrich our academic programme through the
cultural diversity and experiences that our students and their
families bring to CA. We feel privileged to live in Kobe and are
excited for the opportunity to explore the rich culture and environment found here on Rokko
Island and throughout Kobe. Your partnership and active involvement in our school will help
us make each day a significant and meaningful learning experience for the entire school
community.
Given the age range represented in the Elementary School the social, emotional, physical
and cognitive needs of students are very different from each other. CA strives to be
responsive to these needs while offering a rigorous academic program that is driven by a
strong commitment to our mission to inspire students to inquire, reflect and choose to
compassionately impact the world throughout their lives.
This handbook is designed to be a reference so that you have the necessary information
readily available. It outlines the policies, procedures, and expectations that you will help you
to navigate the school life throughout the year. The highly qualified faculty and staff in the
Elementary School are committed to student learning and well-being. We hope you will take
advantage of the many opportunities available to you to participate in school events to make
this a successful and rewarding year for your child(ren) and your family
Please do not hesitate to contact me if I can be of assistance in any way. You are always
welcome to call, stop by my office or arrange a scheduled appointment through the
Elementary School Office.
I wish you all truly an amazing school year!
Heikki Soini
Elementary School Principal

Please note:
The school website: http://www.canacad.ac.jp/ has up-to-date information about Canadian
Academy and provides contact details for the administration and faculty. We recommend
that you check the site regularly to stay in touch with events happening in the school. Some
important information will only be published on the website. Please note that due to COVID19 protocols and practices have changed. See further details in the COVID-19 section of the
Canadian Academy website.

Revised September 2021
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Canadian Academy Vision and Mission Statement

Mission
Canadian Academy inspires students to inquire, reflect and choose to compassionately impact
the world throughout their lives.
Mission Outcomes
By 2020, each student will embody our Core Values and the IB Learner Profile thereby:
● continually generating challenging and meaningful questions, thinking critically, and
creating novel responses.
● purposefully reflecting on thought processes and experiences to inform subsequent
thinking and actions.
● enthusiastically and continually engaging in actions that positively impact the world.
Core Values
At CA, we believe that:
● embracing human diversity provides opportunities for enrichment.
● the health of our planet depends on the actions of each individual.
● compassionate actions benefit communities.
● what we envision can be achieved through knowledge, creativity, and passion.
● critical inquiry is an essential component of more profound learning.
● leading by example is the essence of integrity.
● open, respectful, and inclusive communication builds trust.
● challenging experiences are opportunities for learning and growth.
● lifelong learning leads to self discovery and personal meaning.
● flexibility is necessary for success in a world of accelerating change.
Vision
CA will be known as a vibrant international learning community that fosters creativity, personal
fulfillment, and local and global collaboration in a compassionate, adaptive environment.
Strategies
1. We will share our story with those inside and outside CA.
2. We will develop meaningful, sustainable, local and global collaborations that will
invigorate our experiences as international learners in Japan.
3. We will provide the conditions and opportunities for self-directed exploration of
questions, ideas and possibilities through an iterative process, built upon sound
foundational knowledge.
4. We will provide creative and collaborative spaces and practices for flexible teaching and
learning opportunities to meet diverse student needs.
5. We will develop dispositions, practices and skills that nurture empathy and
understanding in order to support individual and community well-being.
Strategic Delimiters
We will not adopt any new program or service unless it is:
● consistent with and contributes to our mission.
● accompanied by the staff development and resources needed for effective
implementation.
● accompanied by a plan to assess its effectiveness.
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At Canadian Academy, we believe that learning is most effective when...
Learning is nurtured in a warm, caring and supportive school environment.
Therefore, we will:
● establish relationships with our students that are personal, friendly and supportive of
their academic and other needs;
● foster strong interpersonal relationships between students;
● honour students’ questions as opportunities for shared learning;
● develop the whole child by creating a balanced, inviting and stimulating environment.
In which case, we will observe:
● laughter and humor;
● students initiating questions and perspectives;
● students taking risks with their learning;
● students interacting with each other and their teachers in a genuine and sensitive
way;
● students having fun and enjoying their learning;
● the teacher modeling empathy, compassion and respect for others.
Learners are passionate, engaged and have challenging expectations for themselves.
Therefore, we will:
● accurately assess individual learner's readiness and interests;
● differentiate tasks based on readiness and interests;
● encourage student curiosity and pride in their work;
● offer authentic tasks with high expectations;
● instil self-responsibility and awareness in our students;
● provide opportunities for student choice and individualized learning.
In which case, we will observe:
● students genuinely pleased with their own success;
● lessons that are planned but flexible;
● differentiation and appropriate scaffolding;
● students working independently;
● students creating their own learning goals.
Learning is grounded in a relevant and meaningful curriculum that is clearly
articulated and assessed.
Therefore, we will:
● maintain a clearly articulated and assessed, relevant and meaningful curriculum;
● regularly reflect on and update curriculum and classroom practices which are aligned
with current research;
● align the written, taught and assessed curriculum;
● solicit student input on the curriculum;
● continually use effective formative assessment to inform learning;
● use valid, reliable and fair summative assessment to determine the extent to which goals
have been met.
In which case, we will observe:
● the provision of collaborative planning time for teachers;
● teachers effectively collaborating during shared planning time;
● teachers using an extensive range of instructional and assessment practices appropriate
to the discipline and age group;
● teachers using effective common assessment in moderating student work and
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evaluating assessment tasks;
● curriculum goals that are clear to students
Learners engage in critical inquiry and more complex levels of thinking.
Therefore, we will:
● provide opportunities for learners to devise self-directed inquiries and explore
concepts through higher level thinking skills;
● engage learners in robust discussion featuring a balance of divergent, convergent and
student initiated questions.
In which case, we will observe:
● teachers and students posing challenging, open-ended written and oral questions;
● students sharing perspectives and insight;
● learning experiences that are rooted in structured inquiry where students can question
and develop their own knowledge through critical thinking, questioning, and discovery;
● students communicating with each other, sharing skills, solving problems and taking
action;
● teachers and students modeling and supporting risk taking in the learning process.
Learning is purposeful, meaningful and authentic.
Therefore, we will:
● help make connections between the student and the content;
● explicitly state the objective and value of the learning activities and experiences;
● provide students with authentic tasks and experiences to make their own connections.
In which case, we will observe:
● unit objectives being shared at the beginning of the unit;
● thought-provoking questions shared at the start of the unit;
● students making connections between learning and real-life situations;
● active learning;
● students being able to describe the purpose and value of what they are doing.
Learning is social.
Therefore, we will:
● teach and model collaborative skills;
● explicitly teach communication and social skills through Approaches to Teaching and
Learning;
● provide opportunities for students to share their learning in a supportive environment;
● encourage reciprocal teaching, group work, collaborative inquiry;
● promote the social and emotional health of all students;
● listen to all ideas, encouraging open-mindedness.
In which case, we will observe:
● supportive learning environments;
● students working in a variety of groups;
● students and teachers learning from each other;
● meaningful connections between students in classes, school and the wider world.
Learners are involved in their various communities.
Therefore, we will:
● encourage and facilitate active participation in their community and the world around
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them;
● educate and inform students about local, regional and global communities that
surround them;
● provide opportunities for parent learning and engagement in student learning.
In which case, we will observe:
● respectful and empathetic behavior both inside and outside the school;
● students participating in a wide variety of local community events and organizations;
● actions that demonstrate an awareness of community concerns and events;
● connections between local, regional and global communities and classroom learning;
● students reflecting on the impact of their involvement in their communities;
● constructive parent engagement in student learning.
Learners engage in the process of metacognition.
Therefore, we will:
● give students and teachers time to think.
● explicitly teach how to give, receive and act upon feedback;
● explicitly teach reflective skills by teaching the language and purpose of reflection;
● model the processes of reflection;
● model critical and creative thinking routines;
● facilitate transfer of learning between contexts and disciplines.
In which case, we will observe:
● students identifying areas of improvement and setting appropriate goals for
improvement;
● students talking about their learning articulately;
● reflection throughout the learning process;
● active reflection upon continued formative assessment feedback;
● students transferring their learning to new contexts.

School Hours and Daily Schedule

School hours are from 8:30 a.m. to 3:25 p.m. on Monday, Tuesday, Thursday and Friday. Every
Wednesday we have a shortened day. School hours on Wednesday are from 8:30 a.m. to 2:25
p.m. Students must arrive at school by 8:25 a.m. to start class at 8:30 a.m. If you plan to pick up
your child to go home together after school, it is always a good idea to talk to your child in
advance regarding where to meet, what to do if you miss each other for a certain amount of
time, etc. Please do the same if your child’s older sibling is picking him/her up as well. Please
note that the school closes at 4:30 p.m. including all the offices.
Morning Procedure for ELAC Students
Pre-K, KA, and KB students arriving between 8:10 a.m. and 8:25 a.m. must go to the ELAC
playground. Parents are asked to inform the playground supervisor that their child has arrived
at school.
Morning Procedure for Gr. 1 - Gr. 5 Students
Gr. 1 - Gr. 5 students arriving between 8:10 a.m. and 8:25 a.m. must go to the ES playground.
Students may not arrive on campus before 8:10 a.m. After arrival, students should go straight
to the playground or hang their backpacks on the classroom hooks and go outside immediately.
They may not be in the classrooms or hallways without permission.
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Supervision
We have playground supervision from 8:10 a.m. There is no supervision on the playground
before 8:10 a.m. and after school. Regardless of age, students may not play without being
directly supervised by their parent or guardian. All students must leave campus after school
on Wednesday regardless of adult supervision.
Daily Schedule
Students in the Elementary School follow the whole school 9-day cycle. Each school day have a
different constitution depending on when PE, Music, Visual Arts or Japanese lessons will take
place. Students have snack and break in the morning from 10:15 to 10:40. Lunch break
including recess is from 12:25 to 13:20 and afternoon brief recess from 14:10 to 14:25. Each
day students have six 45 minute lessons. Classroom teachers will provide the 9-day schedule
to all students and parents.
Rainy Day Recess
On rainy days, Pre-K/KA and KB students either go to the ELAC Multi-Purpose Room during
lunch recess or play outside as all children are asked to bring rain gear to school. Gr. 1- Gr. 3
students go to the ELAC Gymnasium to play and Gr. 4 & Gr. 5 students spend their recess either
in the library or Atrium.
Late Pick-up
If you are unable to pick up your child on time, please let the homeroom teacher know. If
something comes up in the middle of the day and prevents you from picking up your child on
time, please contact the ES Office or the ELAC Office at your earliest convenience and inform
the secretary of the necessary information such as the name of the person who is picking up
your child and the estimate time of his/her arrival, etc.
Shortened Days at the Beginning of School Year
Pre-K classes will run on a shortened and modified daily schedule (8:30 a.m. -12:00 p.m. /12:30
p.m.) at the beginning of each school year. KA and KB classes run full-day on the third day of
school. For more detail please look at the school website (Menu > Community > CA Start of Year).
Arranging Pick-up by Adults other than Parents
Please note that unless we have written or verbal consent from you as a parent, we will not
release your child to another adult. Please make sure to notify the teacher or office in advance
if somebody else is picking up your child on your behalf. If you plan a regular pickup by adults
other than parents, please inform your child’s homeroom teacher at your earliest convenience.
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Staff List

Pre-K/KA
Classroom teachers
Ms. Kaoru White
Ms. Julia Ito
Ms. Yuko Chambers (Classroom Assistant)
Ms. Neetu Sachdeva (Classroom Assistant)

KB
Classroom teachers
Dr. Ellen Lowery
Ms. Maiko Taninaka (Classroom Assistant)

Gr. 1
Classroom teachers
Ms. Angela Ngan
Mr. Liam Cunningham

Gr. 2
Classroom teachers
Ms. Caterina Martinez
Ms. Jen Cardon

Pre-K – Gr. 2 Learning Leader
Mr. Trevor Réhel
Gr. 3
Classroom teachers
Ms. Suki Mito
Mr. Kris Schickler

Gr. 4
Classroom teachers
Mr. Steve Rampling
Ms. Jessie Stoll

Gr. 5
Classroom teachers
Mr. Kieran Shields
Ms. Erin Boutitie
Gr. 3 - 5 Learning Leader
Ms. Riana Jobe
Japanese Language
Ms. Emi Yonekura
Ms. Kaho Ikeda
Ms. Noriko Kitao

Tech Integration
Ms. Kae Shigeta

Library
Ms. Celia Schatzky
Ms. Noriko Middleton
Ms. Jennifer Van Ness
Physical Education
Mr. Hiroki Sera (Gr.1 – Gr. 5)
Mr. Trevor Réhel (Pre-K/KA and KB)

Music
Ms. Satsuki Go-Matsuzawa

Visual Arts
Ms. Tangala Wilson
EAL
Ms. Riana Jobe
Mr. Trevor Réhel

EAL Coordinator
Ms. Saiko Mayhew
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Ms. Kasumi Kuwahara
Ms. Rose Yee
Learning Support
Mr. Seth Hylden
Ms. Rose Yee
Counselor
Ms. Yoshiko Brown
ES Office Secretary
Ms. Remi Yamaguchi
ES Principal
Mr. Heikki Soini
Canadian Academy Headmaster
Mr. Jon Schatzky

Class Lists

Each summer, preliminary class lists are developed for the following year, with input from
teachers, counselor and the principal. The goal is to develop balanced classes in regards to
cultural and linguistic background, learning and linguistic needs as well as gender. Please note
that CA will not accommodate teacher and friendship requests from parents.
the final class lists will be posted by the Cafeteria one day before school year starts.

Supply List

Please make sure to write your child’s name and grade level on all of his/her
belongings.
All Students
A personal emergency kit in a Ziploc bag with his/her name written on it
bottled water
battery/hand-operated flashlight
batteries
snacks such as cereal bars and/or dried fruit
A Hot weather kit (during summer months)
A hat/cap
Water bottle
Light and loose long sleeve clothing
Daily School items
Backpack/Schoolbag (big enough for A4 size* folders)
Masks in a Ziploc bag with name on
Water bottle with spout and a lid that covers the spout
Indoor/PE shoes**
PE uniform (not mandatory but available and recommended)
A boxed tissue (one per school year)
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Headphones with microphone ***
A personal pencil case including the following:
pencils
eraser
Pencil sharpener
20 cm small ruler
Highlighter pen set
Whiteboard markers
Colour pencils
Colour markers
Scissors
Students from Pre-K/KA to Grade 2
Complete change of clothes (shirt, pants, socks, and underwear) in a large Ziploc bag
Students in PreK/KA and KB
Raincoat & rain boots to be kept at school (Children usually play outside during rainy days)
* A4 size is 210mm x 297mm
** Indoor / PE shoes should be closed-toe with laces or Velcro straps. Their soles should be
nonmarking (light color and soft.) Students are expected to put on and remove their shoes
independently.
*** Bluetooth headphones are not recommended because they cannot be charged at
school. Earphones with a conventional audio connector (not USB) are required for
both iPad and laptop use.

Communication

We use various digital platforms to keep in touch with students and parents.
School Website http://www.canacad.ac.jp
Everyone’s first stop for information should be the school website. Gain access to information
about parent information guides, links to school related websites, calendars, news and
announcements tailored to your needs, as well as contact information for others in the school
community. For Parent Username and Password, please refer to the document (Please see P15)
you received from the Admissions Office at the time of enrollment.
PowerSchool https://canacad.powerschool.com/public/
PowerSchool is our online grade, report and attendance database. To log in here, all parents
must create their own account first, creating their username and password (Please see
P15). After creating your own account, please link your children to your account, using the
Parent User Name and Password mentioned in the document above. PowerSchool is our school
information database. Parents can see and update their family information as well as find and
download student report cards.
Email http://webmail.canacad.ac.jp
All students are provided with their own @canacad.ac.jp gmail accounts, in order to help
student/teacher communication. Students can access their accounts by visiting the website
above and signing in using their school username and password. These are official school
accounts, and should be used according to the rules in CA’s Technology Responsible Use Policy

11

(RUP; for detail please refer to P. 24).
When the school needs to contact parents, we use parents’ email addresses stored in
PowerSchool. If you haven’t received any emails from CA for a while, there is a possibility that
either your email address has changed and the school hasn’t been informed of your new
address, or our emails have been marked as spam and have been arriving in your junk mail
folder. Please suspect these two possibilities first when you experience communication
problems. It is the parents’ responsibility to keep their contact details updated.
Schoology
Schoology is a platform where parents can find all the handbooks, curriculum information, and
other information that is shared internally within the CA community. In the Secondary School
the students are also using Schoology as their digital learning platform.
Seesaw
Seesaw is the main digital learning platform in the Elementary School. Your child’s The SeeSaw
account includes information and updates about learning of mathematics, language, and units
of inquiry for every six weeks. Teachers will use Seesaw to inform parents about upcoming
events as well as share photos and videos about student learning experiences.
The SeeSaw functions as a digital portfolio for students where they will share their learning
with peers and home. You will receive invitation from your child(ren)’s homeroom teacher
after class started, and you will be able to see what your child(ren) has been learning about.
SchoolsBuddy
You are able to sign up your child(ren) for afterschool activities, check the club schedule, read
messages from the club instructors, etc. using this website.
Communication Procedure for Problem Resolution
We would urge students and parents to communicate problems or concerns as follows:
1. As soon as the problem or concern about learning, social situations or child development
emerges, parents must contact the homeroom teacher. If the concern emerges in the
specialists’ classes, i.e. Japanese, PE, Music, Art or EAL, please contact the relevant
teacher.
2. Meeting face-to-face is always the most effective and fastest way to address concerns.
We strongly advise not to use email as a communication tool when seeking resolution.
In our experience, due to its nature and vulnerability for misunderstandings it often
complicates and prolongs any problem resolution attempts.
3. Parents may choose to use the email to explain their concern in advance and to set up a
meeting. Teachers are expected to use email to arrange the meeting and discuss the
matter in a meeting (or on the phone if a meeting is difficult to arrange.)
4. In case meetings with the teacher does not provide a satisfactory solution, parents are
encouraged to contact the principal or the counselor.
5. The principal and/or the counselor will facilitate and mediate a meeting together with
the family and the teacher to find a mutually agreeable solution.
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PowerSchool

Getting into PowerSchool
1. To find student report cards, sign into PowerSchool through a web browser on your
phone, tablet or computer.
2. Do not use the mobile app.
3. To sign in, use the username and password that YOU created, not the ones that the school
provided.
Haven’t created an account?
1. If you haven’t created an account
for PowerSchool, you need to do
so. On the Sign In page, choose
“Create Account.”
2. Enter necessary information. The
following two requires the login
name & password the Admission
Office gave you (see below).

Access ID:
Your parent user name supplied by the Admission Office.
Access Password:
The parent password supplied to you by the Admission Office.

Forgotten your account's details?
1. If you have an account but you
have forgotten your username
and/or password, then click on
"Forgot Username or Password" at
the bottom of the page.
2. If you can't remember either
username or password then
request your username first - enter
an email address that the school
knows, and PowerSchool wwill
email your username toyou.
3. If you have your username and
email address but don't know your
password, you can request a
change of password. A link will be
sent to your email address.
4. If all else fails, contact:
Mr. Murray Smith
(murrays@canacad.ac.jp)
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Finding the reports: On a computer
On the left hand menu click on "Download PDF Report Cards", and you will find both the most
recent report, as well as reports from previous semesters and grade levels.
Finding the reports: On a phone or a tablet
If you are on a phone or a tablet and find yourself in the mobile site, you need to click on “Exit
to Main PS site” at the bottom of the page ( https://cadata.canacad.ac.jp/public/home.html)
Once you are in the main site, to see the left hand menu you may have to open it out by tapping
on the arrow in the top left corner next to “Grades and Attendance.”
The report cards are at the bottom of this menu.

CA Curriculum and International Baccalaureate Primary Years
Programme.
The Elementary School Curriculum consists of Language (English and Japanese), Mathematics,
Science (Physics, Chemistry, Biology, Earth Science), Social Studies (Geography, World
Religious, Civics, History, Economy), Physical Education, Visual Arts, and Music.
The CA written curriculum is based on US Common Core (Language), AERO (Mathematics),
NEXT GEN (Science) and organized through the framework and instructional approach of the
International Baccalaureate Primary Years Programme. CA curriculum is reviewed and
revised based on the established curriculum review cycle. For further information about the
Elementary School curriculum, please contact the relevant Learning Leaders.

IB learner profile
The aim of all IB programmes is to develop internationally minded people who, recognizing
their common humanity and shared guardianship of the planet, help to create a better and more
peaceful world.
Inquirers: We nurture our curiosity, developing skills for inquiry and research. We know how
to learn independently and with others. We learn with enthusiasm and sustain our love of
learning throughout life.
Knowledgeable: We develop and use conceptual understanding, exploring knowledge across
a range of disciplines. We engage with issues and ideas that have local and global significance.
Thinkers: We use critical and creative thinking skills to analyse and take responsible action
on complex problems. We exercise initiative in making reasoned, ethical decisions.
Communicators: We express ourselves confidently and creatively in more than one language
and in many ways. We collaborate effectively, listening carefully to the perspectives of other
individuals and groups.
Principled: We act with integrity and honesty, with a strong sense of fairness and justice, and
with respect for the dignity and rights of people everywhere. We take responsibility for our
actions and their consequences.
Open-minded: We critically appreciate our own cultures and personal histories, as well as the
values and traditions of others. We seek and evaluate a range of points of view, and we are
willing to grow from the experience.
Caring: We show empathy, compassion and respect. We have a commitment to service, and
we act to make a positive difference in the lives of others and in the world around us.
Risk-takers: We approach uncertainty with forethought and determination; we work
independently and cooperatively to explore new ideas and innovative strategies. We are
resourceful and resilient in the face of challenges and change.
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Balanced: We understand the importance of balancing different aspects of our lives—
intellectual, physical, spiritual and emotional — to achieve well-being for ourselves and others.
We recognize our interdependence with other people and with the world in which we live.
Reflective: We thoughtfully consider the world and our own ideas and experience. We work
to understand our strengths and weaknesses in order to support our learning and personal
development.
PYP Attitudes
In an IB school the Elementary School students are expected to develop and demonstrate the
PYP attitudes listed below:
● Appreciation: Appreciating the wonder and beauty of the world and its people.
● Commitment: Being committed to their own learning, persevering and showing selfdiscipline and responsibility.
● Confidence: Feeling confident in their ability as learners, having the courage to take
risks, applying what they have learned and making appropriate decisions and choices.
● Cooperation: Cooperating, collaborating, and leading or following as the situation
demands.
● Creativity: Being creative and imaginative in their thinking and in their approach to
problems and dilemmas.
● Curiosity: Being curious about the nature of learning, about the world, its people and
cultures.
● Empathy: Imagining themselves in another’s situation in order to understand his or her
reasoning and emotions, so as to be open-minded and reflective about the perspectives
of others.
● Enthusiasm: Enjoying learning and willingly putting the effort into the process.
● Independence: Thinking and acting independently, making their own judgments based
on reasoned argument, and being able to defend their judgments.
● Integrity: Being honest and demonstrating a considered sense of fairness.
● Respect: Respecting themselves, others and the world around them.
● Tolerance: Being sensitive about differences and diversity in the world and being
responsive to the needs of others.

Developing English Language Skills and Mother Tongue

While embracing the role that one’s mother tongue plays in developing proficiency in additional
languages, the language of instruction at CA is English and all students are expected to use the
language of instruction in any situation where either other students, teachers or parents are
involved or nearby. In order to effectively access the curriculum, students are expected and
supported by all teachers to develop both the interactive and academic English language skills
as quickly as possible. Mother tongue or the child’s first language can still be used and is
encouraged in certain situations. Mother tongue or the child’s first language is best used for
accessing and understanding unfamiliar knowledge and vocabulary, understanding
expectations, and e.g. when explaining their learning to their parents.
Students who are proficient in English are expected to support their classmates who are in the
process of developing English skills by modeling spoken English while at school. In addition to
helping friends, using English as a common language contributes to creating a sense of
belonging to the school community.” Students may use their mother tongue at lunch or recess,
but should be careful never to exclude their classmates or other children from conversations
or plays.
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Homework

In the Elementary School, our principles around homework are based on the recent educational
and brain research on human learning and the non-supportive or even negative role homework
may have in student progress at school. Therefore, if any homework other than daily reading is
assigned in the Elementary School, it will be very limited and carefully designed and targeted
for specific purposes.
Daily Reading
Every student from PreK - Gr. 5 will receive an age-appropriate amount of reading for
homework each night. For the youngest students, the reading homework is completed through
parents reading to their children every night to instill the love of literature. Students are also
encouraged to read or be read by their parents to in their mother tongue every day.
Occasional homework
Occasionally, homework may be assigned for a special project that may require studying at
home. However, please note that we cannot accommodate parents’ requests for any additional
homework.
Exception; Homework in Japanese Class
As an exception to the CA homework principle, due to the nature of Japanese language learning,
homework in Japanese class is given to Gr. 1- Gr. 5 students as determined by the teachers. The
amount of homework varies according to students’ grade and Japanese level.

Student Progress and Conferences

Reporting and communicating student progress takes place as follows:
August:
October:
December:
February:
April:
June:

Listening conferences – Parents share their insights and hopes for their children
Parent - Teacher conference – Teachers report upon student progress to the
parents
Report Card 1 – Standards based report card indicating progress by now
Three Way Conference – Teacher, Student, and parents meet to reflect on
learning so far and set goals for the remaining of the school year
Student Led Conference/Gr 5 Exhibition – Celebration of learning led by students
Report Card 2 – Standards based report card summarizing the learning
achievement for the year

Teachers are more than happy to meet outside these reporting times to further discuss or
clarify your child’s learning if needed. Please arrange such appointments in advance to allow
the teacher to collate the necessary data and evidence in support of the dialogue.

Standardised Testing (Gr. 3 - Gr. 5 Students)

At CA, we conduct MAPS test for Gr. 3 - Gr. 5 students in order to:
● measure growth in reading, English language use and mathematics over the school
year
● provide historical data to be used to evaluate the programs and teaching strategies
● help the leadership team and the teaching teams to provide strategic direction when
planning professional development and choice of programs
● provide an interesting snap shot for the parents about their child’s result in an
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externally standardized test
It is important to note that MAPS testing offers annually only two data points out of hundreds
data points that are collected by teachers daily basis. MAPS tests are digital tests of which are
digitally assessed and results are digitally calculated by a computer. Individual student MAPS
results are not alone seen as reliable enough source of data for making decisions about any
instructional interventions.

Student Wellbeing and Student Support Services
Canadian Academy is an inclusive school. We are committed to supporting all students
including students whose first language is not English, students with mild and moderate
learning differences, and students with mild and moderate social and behavioral differences,
and students who are designated as highly able learners generally or in specific subjects.
We at Canadian Academy believe that within our program we can design a successful
educational path to all students admitted to the school. The IB programs, supported by parent
partnership, and with the student support services will provide sufficient opportunities for all
students to successfully meet the grade level expectations.
Student Support Services are in place to support all learners at Canadian Academy. In addition,
some students may require more targeted and intentional support in some areas of learning
which is provided by both the classroom teacher and student support services teacher or
learning support assistant.
CA has three areas of Student Support Services:
1. English as an Additional Language (EAL ) support for students whose first language is
not English
2. Learning Support (Learning differences, highly able)
3. Counseling Services (Social and emotional support for individual students, classes, and
families)
The Elementary School Child Study Team meets bi-weekly to monitor student progress, and to
facilitate further observation, monitoring or assessment when concerns emerge. If a student is
identified (by teachers or parents) as needing any of the support services listed above, he/she
is referred to the Child Study Team (CST).
The Child Study Team will gather information about the child’s academic, social and emotional
status during school days, evaluate the need and design an intervention plan including
appropriate strategies for both parents and teachers to support student learning. Parents are
always included at the very early stages in the process of evaluating and designing any
intervention plans.
In some cases, if the initial intervention plan (for 4-8 weeks) is not providing the anticipated
results, further assessment may be required. Certain formal screenings or psycho-educational
assessment may be required by the school and will come with an additional expense to the
parents.
Homeroom teacher
The homeroom teacher is responsible for monitoring students’ well-being at school. In
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collaboration with the Elementary School Counsellor the homeroom teacher designs sessions
that focus on students’ personal and social well-being and the development of necessary social
skills. Parents should address questions and concerns regarding student well-being directly
and without delay to the homeroom teacher.
Grade Level Teams
Grade Level Teams meet on a regular basis to discuss strategies to further develop social and
emotional skills in the grade level as well as address emotional and social concerns emerging
in class. The homeroom teacher or the respective Learning Leader informs the Counsellor and
the Elementary School Principal about the strategies and progress made as necessary.
English as an Additional Language
The goal of the EAL program is to prepare students to be successful in their grade-level
classroom. Classroom content is followed as much as possible. Throughout the program, the
emphasis is on the key language areas of listening, speaking, reading and writing. Students
develop English language skills for the classroom, as well as for interaction with peers and
teachers. EAL support could include small-group instruction, directed mini-lessons, and oneon-one assistance.
Learning Support (LS)
The Learning Support program is designed to provide, either short term or long term,
additional targeted support for diverse learners including students with mild or moderate
learning disability. Learning Support may take number of different forms to best support the
needs of the learners. Learning Support can take place as in-class support in the form of coteaching, small group learning, individual support in the classroom, or in some cases as
individual support outside the classroom. The goal of the Learning Support is to have the child
as much as possible to participate in class instruction and successfully accessing the curriculum
simultaneously with his/her classmates, with or without support, and with increasing
independence.
At Canadian Academy, we provide multi-leveled services to meet diverse student needs. The
level of services indicates the intensity, duration, and frequency of services provided to each
student. Each student services are personalized to their needs. The following are several
factors most typically considered when determining a student’s level of service:
● academic performance
● social/behavioral performance
● executive functioning ability
● physical ability
● English language proficiency
An additional Learning Support Fee added to the annual school fees may apply in case a
designated Learning Support Assistant is required to provide the sufficient intensity,
duration, and frequency of the services. Parents will be brought along this process very early
on should the additional fee apply. The additional support service that includes further fees
are put in place after careful consideration of the student needs, resources available, and
meetings with parents. However, should the school decide that the services are necessary,
parent consent and commitment to the additional fee will be required for the student to be
admitted or continue to be enrolled to Canadian Academy.
Counseling
The Elementary School Counseling Programs promote physical, emotional, social and academic
well-being for all students. Four main components of our Guidance/Counseling Program are:
20

1. Classroom guidance: Classroom guidance lessons focus on the social and emotional
development of children. Students are taught the life skills and conflict resolution
models through participation in discussions, role-play, and self-assessment exercises.
Open-ended discussions often follow and are catered to the specific needs of or
occurring conflicts amongst the children at that point
2. Individual and small group counseling: Students may be referred to the counselor by
parents, teachers, or are welcome to visit the counselor’s office. Friendship, self-esteem,
and transitional issues comprise the majority of concerns.
3. Parent support: Parents play a vital role in the development of their child. Therefore,
parents and school teaming are important in order to best meet the needs of students.
4. Parents are welcome to contact the counselor when they have concerns about their
children’s social and emotional well-being.
5. Parent workshops and individual family/parent consultation are focusing on
building parent capacity in the complex and often challenging art and science of
parenting.

Health Office

The Health Office is located next to the entrance of the Elementary School hallway and is open
each school day from 8:00 a.m. to 5:45 p.m. on Monday, Wednesday and Friday and to 5:30 p.m.
on Tuesday and Thursday. The school nurse is available to offer first aid or health guidance, and
to refer students for appropriate medical assistance. Please feel free to contact the Health Office
by phone (078-857-1698), fax (078-857-5157), or email (health_office@canacad.ac.jp).
Requirements for New Students
Physical examinations, TB screening and complete vaccination records are required of all
students new to CA. Since education and health are closely connected, up-to-date health records
are necessary and required in monitoring the health of students so that potential problems can
be identified and appropriate interventions can be made. Please bring all medication that your
child takes to the Health Office so that the nurses can administer medication.
Policy for Absence due to Illness
● Students can return to school when they have been fever free (99.9oF/37.7oC or less)
without the use of fever reducing medication for 24 hours.
● Students can return to school when they have been free of the symptoms of diarrhea or
nausea/vomiting for 24 hours.
● Students must check in with CA's nurses in the Health Office when returning to school.
● If your child is diagnosed with a communicable illness, you must inform the Health
Office.
Accidents
When accidents happen, the teacher/assistant assesses the situation and either treats the child
on the spot or sends him/her to the CA Health Office either with another student or with an
adult. The nurse at the Health Office examines the injury and either treats the child at the Health
Office or in more serious or unclear situations sends the child to one of the local hospitals. If a
hospital visit is required the child is always accompanied by an adult. In case of head injury,
more, visible injuries, more serious injury, and when the child requires hospital visit the Health
Office always contacts and communicates with the parents to ensure appropriate follow
through.
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Medical Treatment during School Hours
The administration of medication is monitored through the Health Office. Over the counter and
prescription medications are given to students only if their parents have given permission on
the Health Update form. Parents will be contacted if their child becomes ill during the school
day. In circumstances where parents cannot be reached, CA will take necessary and appropriate
actions. It is important that all phone numbers be kept up to date, so parents can be notified in
an emergency. Parents are asked to notify the nurse should their child develop a communicable
disease, serious injury, or acute illness. Students who are sent home by the school nurse may
not return to school until they have been fever-free for 24 hours.

Attendance and Tardy Policy

At CA we believe that learning takes place in a social context. When students are not in
attendance, they are not just missing information, they are failing to participate in the learning
process itself. Most of the learning experiences are collaborative, aimed at building both
individual as well as shared collective understanding through the participation of all class
members. These experiences cannot be replicated outside the classroom nor repeated for
absent students. Students are expected to be at school at 8:25 a.m. when the first bell rings.
Students should be in their classroom ready to learn at 8:30 a.m. when the second bell rings.
Absences are considered either excused or unexcused. Excused absences include short-term
illnesses and necessary time off for medical, personal and family reasons, as well as
participation in school-related extracurricular activities.
Procedure for Notification of Absences
If your child will be absent from school, please call the Elementary School Office (078-8573914) or the main number of the school (078-857-0100) no later than 9:00 a.m. Parents may
also email homeroom teachers instead of calling the Office, in which case please make sure to
CC the ES secretary, because homeroom teachers will be too busy to check email depending on
the time. For safety reasons, the secretary calls families when their child is absent and his/her
parents have not reported it in time or if it appears to be the case.
If your child needs to leave school for part of a day, please send an email to the teacher and the
ES secretary in advance. A student who becomes ill and needs to go home should check out
through the office. Leaving school grounds without permission from the office or Health Office
is not permitted.
Tardies
Sometimes students fail to be seated at desk at 8:30 a.m. even though they have arrived at
school by 8:25 a.m., in which case they will be marked Tardy. Students will be marked Tardy
Excused only if they have a good reason to be late such as they had to go see a doctor before
coming to school, they are brought to school in their parents’ car and the roads were congested
that day, etc. Please be aware that in most cases your child is unable to make it to school in time
without your assistance and cooperation.
When your child arrives at school late, they need to first come to the ES Office or ELAC Office,
so that we will know he/she has made it to school. Gr. 1 - Gr. 5 students will receive the Office
Pass from the ES secretary, which they can give to their homeroom teacher.
Extended Absences
Extended absences for reasons other than illness or family emergency should be shared in
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advance with the ES principal. Absences from school for travel on days other than school
holidays are strongly discouraged due to their effect on a student's school progress. Students
with excessive absences or tardies will receive a warning letter from the principal. Excessive
absences or tardies may result in the student not successfully completing the grade level
expectations and not being promoted to the next grade level or issued a report card.
Making up Missed Work
Arrangements to make up for missed class work should be made by students or parents directly
with the teachers involved. Due to the nature of CA’s curriculum, teachers are not always able
to assign work prior to a student’s absence. Teachers are not obligated to design supplemental
material for students who are absent.

Commuting

Depending on where you live, you can sign up your child to take the CA buses to commute to
CA. There are two bus routes and the service is available on a first-come, first-served basis to
students in KA through Gr. 12. For further details please check out the school website (Menu >
Admissions > Buses) and/or contact Ms. Yuko Hosoda (yhosoda@canacad.ac.jp)
If your child lives rather close to CA, another option is to walk, bike, or take the public
transportation. However, we do not recommend taking the public transportation if the child is
too young and traveling alone, especially if his/her house is not too close to the bus stop or train
station. If you still wish to have your child commute on his/her own despite the young age,
please fill out, sign and submit the Travel Consent Form to the ES Office. (The form can be
obtained from the ES Office.) Please also be aware that your child needs to leave school right
away after school unless he/she has adult supervision by parents or guardians.

Respecting Host Country Expectations

The Japanese government has granted CA the privilege to exist as an international school. As a
guest of the country for over 100 years, we take pride to to abide by Japanese laws, regulations,
and general expectations for respectful behavior. Both on and off campus, students are
expected represent the CA community with a calm, positive, and caring demeanor.
A few ways to show respect to our host country include e.g., to follow traffic lights and other
safety traffic regulations, respectfully stand in line at stores, bus stops, train stations, and any
other places where people gather, refrain speaking on mobile phones on bus or trains, avoid
using loud voices indoors, and greeting and thanking others either in Japanese or English.

Student Responsibilities

All students have the right to a safe, orderly, and positive school environment. Learning,
friendship and respect will all grow in this environment. Each day students are expected to
learn and make thoughtful decisions about their behavior so they will contribute positively to
their school community. It is important that they understand and follow CA's rules in order to
be safe, respectful and responsible.
Elementary School Rules
We ask parents to discuss with their child the Elementary School rules listed below.
● Show respect and consideration for others by behaving in a kind manner and using
appropriate (inclusive, respectful, and considerate) language at all times.

23

● Respect the property of other people by using them only with permission and with care.
● Show care and respect for school property. If something breaks accidentally, or as a
result of being careless, please report to an adult at school.
● Be truthful at all times even if it is sometimes scary and may result with consequences.
Honesty is expected from all and highly respected by all members at CA.
● When using someone else’s ideas or exact words in your learning assignment, make sure
you mention where (or from whom) you got those ideas and words from.
● Use technology in an appropriate manner by taking good care of the equipment and
using email, social media, and internet so that nobody is insulted or disrespected.
Please review the Technology Responsible Use Policy (RUP) regarding using technology at CA.

● Always walk quietly and carefully on the left side of the hallways and follow the blue and
red arrows on the stairs.
● Use calm and polite manners in the cafeteria. Remove your garbage from the table and
return your tray before leaving the cafeteria. Wait until you have been given a
permission to leave the cafeteria.
● Always follow the Playground Safety Rules. (See below)
● Behave calmly, politely, and safely on school buses and public transportation.
● Be careful when going to and from school. Watch out for others, set a good example, and
report dangerous activities to your teacher or another adult at school.
● Do not bring toy weapons or any dangerous items like knives or pocket knives to school.
● Wheeled vehicles can only be used on school grounds when it is part of supervised
activity such as clubs or there is specific permission given by the Principal.
● Wear your bicycle helmet when riding your bike to and from school.
● Observe the laws of Japan at all times.
Disciplinary Measures
Students who fail to observe the school rules will be given consequences by the teacher and/or
the principal, who will most often use "progressive measures". We expect that students will
learn from their mistakes and make wiser choices in the future. Depending upon the
seriousness of the situation, disciplinary measures for the students may include:
● discussion with relevant adult at school (teacher, counselor, or principal)
● withdrawal of privileges or time out during recesses
● notifying parents if no change in behavior is evident
● conference with the principal, parents, and teachers
● in-school suspension (Not being able to join learning and recess times)
● out of school suspension for day or two followed by a meeting with the principal
● student being sent home from school for a specified period of time or expulsion by the
Head of School
Teachers and administrators continue to help children assume responsibility for their actions.
Consequences are given based on the age of the child and the seriousness of the misbehavior.
These rules also apply to school-sponsored trips and activities. For example, logical
consequences may be that a student is not allowed to go on future field trips with the class.

Behavior Management, Bullying and Physical Violence

The Elementary School Personal and Social Development Programs
We understand that every child is unique, constantly developing cognitively, socially and
emotionally and that there are no bad children. Therefore, the Elementary School Personal and
Social Development Programs emphasize preventative approach towards behavior
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management, bullying, and physical violence rather than a reactive one. We work from the
premise of the PYP Attitudes and IB Learner Profile.
The Elementary School counselor works closely with Pre-K to Gr. 5 students and all teachers to
design approaches that will support the development and mastery of skills in the areas of
empathy, emotion management and problem solving. These include lessons on how to identify
and understand their own and others’ feelings and to predict and reflect the choices of actions
they take. Students learn specific skills for calming down when experiencing anxiety or anger.
They also learn multiple strategies for solving problems with others in an effective, constructive
and sustainable manner.
Bullying
In the Elementary School we define bullying as follows*:
● When someone says or does something unintentionally hurtful and they do it once or twice,
that’s RUDE
● When someone says or does something intentionally hurtful and they do it once or twice,
that’s MEAN.
● When someone says or does something intentionally hurtful and they keep doing it, even
when you tell them to stop or show them that you’re upset, that’s BULLYING.
* (borrowed from Trudy Ludwig: How to talk to your kids about bullying)

Bullying, whether it is physical or verbal, is not tolerated at Canadian Academy. We have a no
tolerance for physical violence, such as hitting, kicking, scratching, biting, etc., and infractions
will always result in appropriate consequences.
Bullying includes hurtful or inappropriate spoken, written, or digital messages or images when
texting, emailing, snap chatting, posting on social media etc. When such behavior occurs, the
students involved will be sent to the principal’s office. Each student will be able to share his/her
side of the story, and details will be written down on the student misbehavior sheets.
Infractions are dealt with on a case-by-case basis.
Consequences for Bullying
The consequences for bullying or physical violence includes automatic suspension. This could
include any of the following: missing a recess for specific period of time; in-school suspension;
at home suspension, or in extreme cases, expulsion, where a student is asked to withdraw from
school and is not invited back.
When bullying occurs, parents are notified by the teacher, counselor, or principal and usually
are invited to come to a meeting. Students who receive at home suspension must come back
with their parents for a meeting with the principal before returning to classes.

Playground Safety Rules

Students should follow all rules for safe play and use of Our Choices while on the playground
including:
● Play in the supervised area: soccer field and ES playground area.
● Ask the supervising teacher for permission to retrieve any ball that goes over the fence,
by using the gate.
● Ask the supervising teacher before accompanying a friend to the Health Office.
● Refrain from climbing on any of the fences or roofs in the playground
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●
●

Refrain from hanging, swinging or climbing on soccer goal posts,
Remain on the playground during recess.

At the end of recess when the whistle is blown or the bell rings, students should immediately
stop playing, return equipment to the shed, and form grde level lines for entry into the building.
At the direction of their teacher, students are guided to walk into the building.
Please note that students may not stay on the playground after school without appropriate
parental supervision. On Wednesdays, no students are allowed to stay in the playground
after school regardless of supervision.

Technology Responsible Use Policy (RUP)

Developed through the IB Learner Profile, this Responsible Use Policy inspires students and
teachers to be effective contributing members of our digital community.
Inquirer
● I will use effective search strategies when conducting my inquiry.
● I will use search engines shared with me by my teacher and will use safe search settings
when these are available.
● I will follow classroom expectations when posting and sharing my work and will share
information that I have discussed with my teacher or parent.
Knowledgeable:
● I will follow my school’s guidelines for using digital devices and use hardware and
software in the manner for which it is intended.
● I will use only my personal information and passwords.
Thinker:
● I will NOT post personal information about myself or my peers online.
Communicator:
● I will use words and language that reflect the learner profile.
● I will communicate with my teacher when I am unsure of how to use the technology at
hand.
Principled:
● I will behave online in a way that represents myself and my school positively.
● I will source information appropriately and respect others intellectual property rights.
● I will report to an adult if I come across any information that makes me or my peers
uncomfortable.
Open Minded:
● I will respect the rights and views of others.
● I will encourage tolerance and acceptance in digital environments.
Caring:
● I will contribute positively to online communities.
● I will be responsible with all the digital devices I use.
● I will only print when it’s absolutely necessary.
Risk Taker:
● I will be open to using technology to enhance my learning .
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●
●

I will be open to sharing my creations with others.
I will remind others of the RUP agreements when needed.

Balanced:
● I will only go online at school for school work and when a supervising adult is present.
● I will use technology only during the designated times set by my school.
● I will communicate with my parents about how I use technology.
Reflective:
● I will reflect on my limitations as a technology user and pursue learning formally and
informally to improve as a technology user.
●

I will reflect on how I can meet the agreements put forth in this RUP.

School Bus Conduct and Safety

In order to ensure a safe ride to and from school, student conduct on the school bus is expected
to be the same as the responsible conduct that is demonstrated at school. Respect for self and
others, and respect for own and others' property, are the essential elements of responsible
student conduct on the school bus.
The requests of the bus monitor must be respected and followed immediately at all times.
Inappropriate behavior on the school bus will be reported by the bus monitor to the bus
coordinator and/or the principal. Consequences for inappropriate behavior may include: a
warning, conference with the principal, an assigned seat, or parent notification and suspension
of bus privileges for a specified amount of time. Food and drinks are not allowed on the bus.
Seat belts must be worn at all times during the ride and by all bus passengers.

Dress Code

In order to respect the views of students, teachers, parents and the community, the following
code describes appropriate student attire:
1. No offensive language or logos on clothing.
2. No midriff exposure. Shirts and tops should be long enough to be tucked into or worn
over the waistband.
3. Clothing should not reveal cleavage.
4. Shorts and skirts should be of modest length. This is defined as beyond the fingertips
when the student stands with shoulders down and hands straight to the side with fingers
pointed down. The rule applies equally to those that choose to wear leggings or coloured
hose under their shorts or skirts.
5. No backless garments.
6. All tops should have sleeves or shoulder straps
7. Clothing should not be excessively tight. Seamless leggings should not be worn alone,
as alluded to in #4 above.
8. No exposure of undergarments.

Personal Property

Children are cautioned about and discouraged from bringing items from home that may not be
wise to have at school, including anything of value such as money, smartphones, cameras,
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expensive piece of clothing, etc.
Any trading cards or games can only be used going to and from school or if there is a special
permission from the principal.
Scooters, skateboards and other wheeled items can be ridden to school, but they should be kept
locked in the bike area during the day. These wheeled items are not to be used on school
grounds or in the building. This includes the area in front of the school where buses are parked.
If students are bringing any money to be used during or after the school day it should be kept
in a safe place and in the school bag. Please, refrain bringing any large sums of money to school.

Cell Phone Usage

Many students have personal cell phones for communication with parents. Cell phones must be
kept in school bags and not used during school hours. Cell phones may be confiscated by an
adult at school and kept until the end of the day if the student is found using the phone without
permission during the school day.

Lost & Found Items

Lost and found items are kept in the office (valuable and/or small items) and on the metal racks
(clothes, caps, water bottles, lunch boxes, etc.) on the first floor near the Cafeteria in the Main
Building and outside the ELAC Office. Students who find valuable items are asked to take them
to the secretary. Unclaimed items will periodically be given to charity or thrown away. Please
make sure to write your child’s name and grade level on his/her belongings such as backpack,
lunch box, water bottle and clothes to prevent items from getting lost completely.

Lunch and Cafeteria Use

Cezars Kitchen provides nutritionally balanced lunch option service
personalized for Canadian Academy. Parents are able to open an account for
their child(ren) by filling out the New Account Registration Form at the
cafeteria. Once the account is setup, parents will receive email from Cezars’
corporate office with a 4-digit passcode. With the passcode determined,
parents are able to put money into their child(ren)’s account.
Provided Services:
● Cafeteria Lunch Program (Basic Plan)
● Preschool/Kindergarten Delivery Program (Box lunch delivery service, advance
purchase required)
● Morning Breakfast/Snack Program (Cafeteria will be open from 7:30 a.m.)
● Afternoon Snack Program (Cafeteria will remain open until 4:00 p.m.)
● Field Trip Service (Pack lunch for students who are leaving the school for a class field
trip, speak with the homeroom teacher regarding this service before each field trip)
The cafeteria operates on a ‘Cashless Cafeteria’ system which means that your child will not
need to carry/bring cash each day. As a parent, you can customize your child’s pre-paid debit
account, setting purchasing limits and allergy restrictions. You can monitor your child’s daily
spending 24/7 from the comfort of your home via the Internet. All accounts are given a personal
identification number, which is entered at the time of purchases. No card is needed and the
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identification number is easily retrieved if forgotten.
Please find information at Cezars Kitchen website and learn what offerings to choose from for
healthy school lunch plans. Students may not buy unhealthy snack items at lunch.
Cezars Kitchen Website: http://www.cezarskitchen.com/
Cafeteria Rules
● Toys, books, and sports equipment stay in the hallway outside the cafeteria
● Stay seated at the assigned areas.
● Always walk in the lunchroom.
● Engage in conversations by using your indoor voice
● Try new food from the cafeteria before throwing them away
● Ensure that student has healthy snacks and lunch and enough to eat and drink
● Return trays, clean your area, and then raise your hand to be dismissed by the
supervising teacher

Snacks

Canadian Academy believes that students need to eat healthy for a balanced body and mind,
which applies not just to lunch but also to snacks. This means students are expected to bring
healthy snacks such as fruit, vegetables, cheese and plain/saltine crackers, seaweeds, etc.
Please don’t send along sweet and/or frosted snacks or candies of any sort. Cookies, cakes,
jellies, gummies or chips are not considered healthy snacks.

Emergency Procedures

Canadian Academy has developed a set of procedures to be followed in case of emergency. The
Emergency Manual can be found on the school website in the Parent Portal. We have emergency
drills twice a year for each type of emergency listed in the Manual. Since emergencies often
occur without warning, students, parents, and teachers are asked to become familiar with these
procedures. Emergency information regarding campus opening or closing is posted on the front
page of the school website under “News Headlines”.
A message will be posted on the school website under “News Headlines” if the campus will be
closed for the day. We will try to post notices by 6:00 a.m. However, sometimes we receive
information from Kobe City after our time cutoff, in which case we will update information
promptly.
If school gets cancelled and closed due to emergencies and/or natural disasters such as
typhoon, we contact the parents of all students. Please make sure that your contact detail in
PowerSchool is always up-to-date and that you are able to answer the phone on days the school
is likely to get cancelled. If necessary, students will be kept at school until safe transport or
pickup is guaranteed.

Health and Accident Insurance

Parents are responsible for maintaining health insurance for their child as required by Japanese
law. The school provides limited student accident coverage for class activities and trips. Please
ask for General Affairs or the Health Office for more information.
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Parent Responsibilities

Canadian Academy actively helps and supports the right of the parents to “parent” their child.
It is in the best interest of every student that parents take the time to be supportive of their
children’s education. In addition to Canadian Academy’s Enrolment Agreement that all parents
have signed, parents are encouraged to:
● Provide their children a quiet time and a place to study each day. If no homework is
assigned, encourage reading.
● Ask their child questions about school each day.
● Attend parent–teacher conferences as requested.
● Inform the school nurse of any significant change in the health status of a child.
● Keep all student immunizations up to date.
● Contact the counselor should there be any family circumstances which may impact the
student’s performance or behavior at school.
● Inform the school of a change of address, telephone number, or emergency contact
information.
● Inform the Elementary School Office of absence via telephone or email by 9:00 am on
the day of the absence.
● Arrange holidays and vacations so that students need not miss school.

Extracurricular Activities

Canadian Academy Mentorship Program (CAMP)
The Canadian Academy Mentorship Program links an Elementary School student with a high
school student or an 8th grade student for the year. The students meet every other week
outside of school hours to do activities. We have two CAMP get-togethers during the year when
all of the students in the program meet together after school. ES students are nominated by
faculty for admittance to this program.
Afterschool Clubs
Clubs are offered 3 times a year for multi-week sessions. Only a few clubs may be offered to
younger students as it is felt that these students have a long school day and shouldn't be given
additional structured activities on a school day. Parents who may be interested in sponsoring a
club can contact Mr. Sim Cook, our Activities Director (scook@canacad.ac.jp).
The primary goal of the Elementary School Clubs Program is to provide safe and fun after school
activities for KA - Gr. 5 students. A variety of Clubs are offered, depending on student interest
and instructor availability. Student participation is optional. Yearlong activities such as Girl
Scouts and Boy Scouts are usually offered, depending on student interest and parent leadership.
How to Apply
You can sign up your child on SchoolsBuddy (https://canacad.schoolsbuddy.net/Account/Login)
until the application closes. Information regarding how to apply will be communicated with
parents via email before each session. Please note that depending on the popularity of the
program, not all the students are admitted to the club.
Community Programs
Swimming lessons are offered by Linkworks Ltd. off-campus at RICL. Hip Hope dance, run by
Logos Dance School, is offered to students on Friday and Saturday. Information on these and
any other after school community program will be sent home with students. For inquiries,
please contact the coordinators directly.
Optional Morning Activities
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In addition to after school activities, there are optional morning activities such as Smart Start
and Track Rats. Application procedure is the same as that for afterschool clubs.
Payment
Please pay by credit card within two weeks after clubs start. The payment detail will be
provided on the SchoolsBuddy website after the application closes. Community programs
have their own procedures for payment, which can be made by wire-transfer or in cash
during session, etc. For detail please ask the organizers of such programs.
Rainy Day Protocol
On rainy days clubs will still run. If the activity is scheduled to be outside, an alternative activity
will take place in either an empty gym or classroom.
Students should meet at the exit to the playground next to the cafeteria as soon as the class gets
dismissed and wait for their instructor.
More information can be found on the school website under Living.
Student Council
Student council has a pivotal role in promoting student voice and choice in the Elementary
School. Student Council is open to any students in Gr. 3 through Gr. 5. The students represent
all students in the Elementary School to promote well-being by e.g. planning activities and
helping to find solutions to school problems. They work with students in other grades to
implement their programs. They also work with ES Recycling as part of the ES Eco Club.

Field Trips

Classes will take field trips (sometimes day-long) to enrich learning opportunities throughout
the year to places in and about Kobe. Students must have their parents' permission to attend
all trips. A field trip permission slip must be filled in and submitted to the homeroom teacher
prior to each trip (unless specified otherwise.) The School has high expectations of students
and their good behavior while on trips, as they will represent not only themselves but also their
family and the School. If students misbehave on a trip and violate the trust the School has in
them, they may be sent home at the expense of the parents and banned from future trip
opportunities.

Toilet Training (ELAC Students) !

Children entering any Early Childhood class in August must be fully toilet trained. This means
the following must occur for each child:
● use the toilet independently
● pull their pants up and down by themselves
● wipe themselves after a bowel movement
● remain dry while napping
We understand that accidents do occur, but repeated “accidents” will require further action.
The teacher will be in communication with parents if there is a problem and an action plan will
be developed with details for reentry to the classroom when training is complete.

Library

The Elementary School Library is located on the third floor of the Elementary School on the
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south side. The Early Childhood Library is on the 1st floor of the ELAC building. The Librarians
welcome students, teachers, and parents.
Elementary School students are welcome to use the ES Library after school if they are
supervised by their parent or a pre-arranged MS/HS student. For safety reasons ES students
cannot stay in the library after school without supervision.
The ELAC Library is open from 8:15 a.m. to 8:30 a.m. and 3:25 p.m. to 3:45 p.m. Students may
go to the library at these times only if they are with one of their parents.
Elementary School students may borrow books for 1 week. Books may be returned or renewed
by bringing them to the library information desk by the due date. Students can ordinarily check
out 3 books at a time. If a book is lost, parents will be charged for the book plus shipping. If the
book reappears, your money will be refunded. Official school records cannot be released to
leaving students if their accounts are unsettled. CA parents may apply for library borrowing
privileges at the library information desk. Parents may check out up to 8 books at a time for 2
weeks.

Book Orders
Many parents choose to buy books each month for their children through the book orders that
most teachers send home. Teachers will give parents the current exchange rate from the
Business Office and the additional 40% shipping charge that is added to the cost of the order.

ID Cards

All students are issued a student identification (ID) card each year. It can be used to get student
rates at theaters and other places in Kobe. If an ID card is lost or damaged, parents should go to
the Business Office to request a replacement. Replacement cards cost ¥500. It is suggested that
their ID cards be carried by students at all times for identification purposes.

Individual Photos and Yearbooks

Individual student photographs will be taken in September for current families with a make-up
day in January. Families will have the opportunity to purchase their child's photos online.
Additionally, the PTA will sponsor a family photo day for school families which will also be
made available for purchase.
The school yearbook includes photos of individual students, class activities, school events, and
student clubs. The yearbook is distributed to the youngest child in each family during the last
week of the school year. A limited number of yearbooks will be made available to families who
would like more copies. Additional information, including dates of the family photo day, will
be distributed as the occasion draws near.

Renting School Facilities for Events

If parents wish to rent school facilities such as the ES playground and the ELAC gym, please
contact the ES Office as well as the person in charge of the facility in advance to learn the
availability. Please note that school facilities are available for rent only during school hours
(until 3:25 p.m. on Monday, Tuesday, Thursday and Friday until 2:25 p.m. on Wednesday) when
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school is in session, and Facility Rent Condition needs to be filled out and submitted to the ES
Office prior to the day. The form can be obtained in the ES Office.
Cafeteria may not be used exclusively for any particular event, since not just ES students and
parents but also students and parents in MS and HS use the cafeteria.
If you wish for the ES Office to receive and keep money as fees for your event, please provide
the office with the following information in advance for smooth operation:
1. Detail of the event
2. Name of the group which is organizing the event, and the name and email address of the
contact person
3. How much it costs and when the payment deadline is
When you wish to hold such an event, please notify the relevant teachers as well in advance, so
they may be able to cooperate.

Parent Volunteers

Parents are invited to volunteer in the Elementary School, whether in a classroom or in other
areas such as the Library. This can be done on a regular basis or intermittently for special events
such as field trips or class parties. Parents who are interested in volunteering should inform
the homeroom teacher or the principal.

Parent Partners
Parent Partner Program promotes building relationships between parents within the CA
community as well as to promote the existing partnership between the parent community and
the school. Each grade level has a representative(s) in the programs. The parent partners will
help new families become part of the community, promote the school-parent partnership and
support Canadian Academy.
Please note that CA no longer publishes lists of students and parents in order to comply with
the Personal Information Protection Act (2003) in Japan. If you wish to obtain such lists for
events, parties, etc., please contact the Parent Partners in your grade.

Parent Teacher Association

The PTA works to strengthen the bond and partnership between the school and the parents for
the benefit of the students at Canadian Academy. PTA meetings are open to all members. All
parents of CA students and all teachers are members. Meetings are generally held on the 1st
Thursday of the month, at 3:45 p.m. in the ELAC Conference Room. For further information
please check out the school website (http://www.canacad.ac.jp/) under Community.

Community Directory

Canadian Academy’s Staff and Community Directory is published on the school website
(http://www.canacad.ac.jp/) in the Parent Portal. It can be found on the left hand side of the page.
Parents who have a change of address, phone number, work or emergency contact information
are asked to notify the Elementary School Office.
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Transportation Pass Application

If you require a discount commuter pass for your child, Student Commuter Pass Request Form
should be filled out and submitted to the ES secretary in advance. The secretary prepares a
document, which identifies your child as a CA student; this document can be used by
himself/herself or by his/her family to purchase a discount commuter pass at a proper train,
bus, or monorail station. The request form can be obtained from and submitted to the ES Office
either in person or by email.

Requesting Permission to Have a Visitor

Parents may request permission from the principal and their child's teacher to have an out-oftown visitor spend time at school. While this practice cannot happen on a regular basis, the
principal may grant permission for a half-day visit. Requests to bring guests to school should
be made at least two school days in advance.

Withdrawal from CA

Please contact the Elementary School Office and submit the online Student Withdrawal Form
(https://www.canacad.ac.jp/page.cfm?p=7364&lastid=527&do=logoffadmin#), indicating the
child's last day of attendance, the new address, etc. When the form is submitted, other offices
will be notified to make necessary arrangements. It is best to give at least two weeks’ notice so
that report cards and other records can be properly prepared and provided to families upon
request. Please make sure that library books and other materials borrowed from school are
returned by your child’s last day of school, and that all accounts with Cezar’s Kitchen are settled.
If withdrawal of your child should remain confidential, please include this information when
communicating with the secretary. It is also recommended that parents contact the Business
Office as soon as they become aware of the possibility of the withdrawal of their child(ren) from
CA.
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Parent Responsibility Contract Sample
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Travel Consent Form Sample
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Facility Rent Condition Sample
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Commuter Pass Request Form Sample
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