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1 Introduction  

Welcome to the Lusaka International Community School (LICS). We place a strong emphasis 
on the Community part of our name and trust that soon you and your child(ren) will feel part of a 
close knit and caring group of people. 

As part of the process to improve communications between LICS and Parents, we have up-
dated our óHandbook for Parentsô. 

This handbook will be revised every new academic year for both new and existing parents so 
that you are aware and can contribute to school systems and procedures. 

This handbook relays information for the Early Years Department (EYD). 

We would appreciate your feedback and comments to this handbook as to its contents so it can 
be refined and updated to benefit us all. 

Please complete the feedback sheet and parent questionnaire found at the back of the booklet 
and return to the EYD Principal or EYD Vice-Principal. 

At Lusaka International Community School (LICS), Early Years Department encompasses the 
ELC and Reception classes and caters for children between the ages of one (please refer to the 
Infant/Toddler handbook for the one year old programme) and five years. The Department has a 
dedicated staff committed to providing an optimal learning environment. The EYD has a wide 
range of equipment and materials and both play areas are set in a well - secured areas where 
children can explore and learn in safety. 

2 LICS Vision and Mission Statement  

Vision: 
Maximising the potential of future world citizens 

Mission: 
LICS shall provide an internationally recognised education to a culturally diverse student body 
in a caring and supportive learning environment. 

LICS is a CIS (Council of International Schools) accredited School. 

3 Board of Governors  

The parents of the pupils at the school own LICS. The shareholders of the school 
are called the company members. There is a maximum of 50 company members at 
any time. Company members must be parents at the school comprising half Zam-
bian citizens or residents, and half expatriates. Company members have one major 
duty ï to attend the Company AGM, which is held in October. The company mem-
bers elect the board, approve the accounts and the annual report, and discuss any 
other business that may be proposed. Board members are elected for three years. 
To be elected onto the board, you do not have to be a company member, or even a 
parent of LICS. Being a board member involves attendance at monthly board meet-
ings, and may also involve joining sub-committees. 
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4 EYD Aims and Objectives  

In order to provide an optimal learning environment, we have based our curriculum on the Eng-
lish Early Years Foundation Stage (EYFS) 0-5 document designed for the learning, develop-
ment and care of children from birth to five years. The Foundation Stage ends in the Reception 
Year and the EYFS 0-5 document contains a curriculum framework that leads to the Early 
Learning Goals. These are the objectives most children should achieve by the end of the Re-
ception Year. The EYFS 0-5 gives guidance for teachers in six learning areas for effective plan-
ning, assessment and teaching and prepares children for learning in Key Stage 1 (years 1 and 
2). To further enrich our curriculum we also incorporate elements from other internationally rec-
ognised educational programmes. 

4.1 Six areas of lea rning  

 Personal, Social and Emotional Development 

 Communication, language and literacy 

 Problem Solving, Reasoning and Numeracy 

 Knowledge and Understanding of the World 

 Physical Development 

 Creative Development 

The EYFS 0-5 guidance document enables teachers to plan appropriate learning experiences 
for children in their care. All activities are play based as this is the way in which children are 
challenged and learn with enjoyment. 

4.2 Aims  

(based on the EYFS 0-5 document) 

 to help children develop self-image and self-esteem through the promotion 
of an inclusive ethos so that they all feel part of a group and by supporting 
the transition to and between settings 

 to encourage and develop positive attitudes towards learning 

 to promote and develop social skills through activities that encourage chil-
dren to work and play alongside each other 

 to develop attention skills and persistence in play and group tasks 

 to develop and promote language and communication by providing a lan-
guage rich environment and opportunities where children practise and 
learn language 

 to develop reading and writing skills through pre-reading and writing activi-
ties and foster an enjoyment of books 

 to provide a wide variety of pre-number activities as the foundation for later 
mathematical concepts 

 to provide opportunities for children to discover and learn about their envi-
ronment through problem solving, decision making, experimentation and 
prediction  

 to give children opportunities that encourage the development of fine/gross motor skills and, 
in turn, the discovery of how their bodies work and how to keep safe and healthy 

 to foster in children an appreciation for art and its various forms of expression through a 
variety of media in the environment e.g. dance and movement. 

We believe that as teachers we are role models for the children in our care and we are commit-
ted to planning activities that are age appropriate and help children to acquire skills that will not 
only prepare them for the next phase of their education but for life. We acknowledge that par-
ents are the most significant adults in a childôs life and, in order to enhance educational quality, 
they are partners in planning the development and growth of their child at school. 
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4.3 The programme  

HOW DOES IT WORK? 

Children in the ELC are grouped according to age. Each of the four groups ï Green, 
Blue, Red and Yellow - has a set syllabus with aims and objectives designed to cater 
for the particular age group. Assessment at each level is based on these and de-
termines whether a child is able to progress to the next stage. It is 
important to remember that each child is unique and progresses at 
his own rate and, therefore, the decision to promote or let your 
child remain at a certain level is crucial. Please avoid at all cost 
comparing your child with another. 

Children in the Yellow group are eligible for the Reception Year 
in accordance with their age. Again assessment will determine 
whether they will cope with the demands of the Reception Year. At 
all stages communication between parents and teachers will play a 
major role as all decisions made must be in the best interest of the child. 

5 LICS Staff, Teaching Staff & Assistant Teachers  

5.1 General Overview / Management  

 

 

 

 

 

 

Board of Directors

Thomas Gass

General Manager

Early Years Dept.

Gloria Raven

EYD Principal

Primary School

John Whitfield

Primary Principal

Secondary School

Ruth Noble

Secondary Principal

Administration

Nihal Tennekoon

Business Manager

Deirdre Bailey

PA / ADM / HR

Maureen

Mulyakubinda

Secretary

Lydia Samwanda
Reception
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5.2 Early Years Department  EYD 

 

5.3 Primary School  

 

Gloria Raven
EYD Principal

ELC Green
Gwendolyn Mwamba

(Assistant teacher in 

charge)

Chilufiya Mwango
Assistant Teacher

Josephine Mumba
Helper

ELC Blue
Patricia Gondwe

Teacher

Bridget Ngandu

Assistant Teacher

Gertrude Zulu
Helper

(rotational)

Lontia Mwanza
Helper

(rotational)

Janet Mwamba
Assistant Teacher

ELC Red
Nikki Bulaya

Teacher

Sinikiwe Moyo
Assistant Teacher

Mulenga Mutale
Assistant Teacher

(rotational)

Patricia Nkole
Helper

(rotational)

Shelley Simbelele
Helper

(rotational)

ELC Yellow
a.i. Gloria Raven

Likando Mukanwa
Assistant Teacher

Jessie Mwape
Helper

Precious Mulisa
Assistant Teacher

Music Teacher
Moses Kalomo

Leckson Sinyangwe
Assistant Music 

Teacher

Michelle Lewis
REC L

Curriculum Coord.

Maria Bota
Assistant Teacher 

Rec L

Bwalya Mfula
REC M

Vice Principal

Julie Mpharo
Assistant Teacher 

Rec M

John Whitfield
Primary Principal

Class Teachers

Lynette Chileshe
1C

Tessa van Aardt
1V

PSHE Coordinator

Bhuvana Vjay
2V

Melanie Anderson
2A

Rachel Bentley
3B

Literacy Coordinator

Kangwa Katemba
3K

Vice Principal

Theresa Heymans
4H

Science Coordinator

Mwendalubi Gwanu
4G

Kelvin Mutale
5KM

Rose Mupeso
5RM

Social Studies Coord.

Candy M. Morrell
6M

Numeracy Coordinator

Kenneth Chimese
6C

Subject Teachers

Laurence Catron
French

(part time)

Marc Mulowayi
French

(part time)

Shadreck Zimba
ICT

Vacant
Librarian

Carol Harvey
Art

(part time)

Soya Nainan

Assistant Library / 
Nurse

Jenny Elliott
SEN Coordinator

Labson Kamumfisa
SEN

Daniella Filice
ESL

Chisenga Kasote
Assistant Teacher

Kalunga Mpanga
Assistant Teacher
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5.4 Secondary School  

 

5.5 Administration  

 

 

 

 

 

 

 

Ruth Noble
Secondary  

Principal

Form Teachers

Elise Camy-Palou
Y7

Morgan Milasa
Y7

Oliver Sakanyi
Y8

Nsondo Kaiza
Y8

Mulenga Nkhata
Y9

Nadia Alsop
Y9

Moses Mukuwa
Y10

Molly Ninan
Y10

Mark Webster
Y11

Valery Lungu
Y11

Subject Teachers

Elise Camy-Palou
French

Masaka
Chibambo

French (part time)

Mulenga Nkhata
ICT

Molly Ninan
Science/Biology

Nsondo Kaiza
Physics

Chemistry
HOD Science

Titus Manda
Lab Assistant

Beate Forster
Business Studies

Ruth Noble
PSHE

Oliver Sakanyi
Art

Vallery Lungu
History

HOD Humanities

George Moono
Geography

Vice Principal

Moses Mukuwa
HOD 

Mathematics

Morgan Milasa
Mathematics

Nadia Alsop
English/Drama

Mark Webster
HOD

English/Drama

Todd Meyer
Head of PE

Thomas Mumba
PE Teacher

Bertha Chanda
Assistant PE 

Teacher

Sports 
Coaches
Robert Day

Nihal Tennekoon
Business Manager

Lwizya Mumbo
Accountant / Bursar

Hemis Zulu
Driver

Sam Daka
ICT Technician

George Kangwa
Assistant

ICT Technician

Tommy Bunda
Maintenance Officer

Shirley Tembo
Maid

Marc Muzungu
Caretaker

Vacant
Gardener

Wyted Sakala
Gardener

NemChem
Magnum
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6 Visiting your  childôs new school 

Many parents experience some anxiety about their child starting school. It is, therefore, advis-
able that you arrange with the Personal Assistant to the General Manager in the front Reception 
Office for an appointment to visit the school prior to your childôs first day. This gives you, as a 
parent, the opportunity to meet your childôs teacher, find out what the school offers, discuss 
difficulties your child may have and establish whether the school can adequately cater for the 
educational needs of your child. 

 

 

 

 

 

 

 

Your child will also benefit from this visit as he will be able to meet his teacher, other children 
and familiarise himself with the school environment. 

Once you have established that you are satisfied with the school and what it offers, encourage 
discussion about the visit with your child. He will, no doubt, have many questions to ask and this 
reduces ófirst day óanxieties. Your childôs teacher will have a list of other children who are start-
ing at the same time. If possible, try to get together with these parents and invite the children 
home so that they can play together. It is very reassuring to a child to know he will have friends 
in his new class. 
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7 School Calendar: Terms and Dates  

 

Key: School days

Teachers Days (no school)

Public Holidays

M T W T F S S 14-21 Aug Teacher Days M T W T F S S

1 2 24-Aug Term 1 starts 1 2 3

3 4 5 6 7 8 9 15-25 Oct Half Term Holiday 4 5 6 7 8 9 10

10 11 12 13 14 15 16 24-Oct Independence Day 11 12 13 14 15 16 17

17 18 19 20 21 22 23 11-Dec Term 1 ends 18 19 20 21 22 23 24

24 25 26 27 28 29 30 25 26 27 28 29 30 31

31

M T W T F S S 25-Dec Christmas Day M T W T F S S

1 2 3 4 5 6 26-Dec Boxing Day 1 2 3 4 5 6 7

7 8 9 10 11 12 13 01-Jan New Years Day 8 9 10 11 12 13 14

14 15 16 17 18 19 20 15 16 17 18 19 20 21

21 22 23 24 25 26 27 22 23 24 25 26 27 28

28 29 30

07-08 Jan Teachers Days

M T W T F S S 11-Jan Term 2 starts M T W T F S S

1 2 3 4 1 2 3 4 5 6 7

5 6 7 8 9 10 11 05-08 Mar Half Term Holiday 8 9 10 11 12 13 14

12 13 14 15 16 17 18 08-Mar Internat. Womans Day 15 16 17 18 19 20 21

19 20 21 22 23 24 25 12-Mar Youth Day 22 23 24 25 26 27 28

26 27 28 29 30 31 29 30 31

01-Apr Term 2 ends

M T W T F S S 02-Apr Good Friday M T W T F S S

1 03-Apr Holy Saturday 1 2 3 4

2 3 4 5 6 7 8 04-Apr Easter Sunday 5 6 7 8 9 10 11

9 10 11 12 13 14 15 05-Apr Easter Monday 12 13 14 15 16 17 18

16 17 18 19 20 21 22 19 20 21 22 23 24 25

23 24 25 26 27 28 29 26 27 28 29 30

30

19-Apr Teachers Day

20-Apr Term 3 starts

M T W T F S S M T W T F S S

1 2 3 4 5 6 01-May Labour Day 1 2

7 8 9 10 11 12 13 3 4 5 6 7 8 9

14 15 16 17 18 19 20 24-25 May Half Term Holiday 10 11 12 13 14 15 16

21 22 23 24 25 26 27 25-May Africa Freedom Day 17 18 19 20 21 22 23

28 29 30 31 24 25 26 27 28 29 30

01-Jul Term 3 ends 31

02-Jul Teachers Day

M T W T F S S

06-Jul Heroes Day 1 2 3 4 5 6

Term 1 14.5 Weeks 73 Days 08-Jul Unity Day 7 8 9 10 11 12 13

Term 2 11.5 Weeks 56 Days 04-Aug Farmers Day 14 15 16 17 18 19 20

Term 3 11.0 Weeks 52 Days 21 22 23 24 25 26 27

Total: 181 Days 28 29 30 1 2

Note:

Monday 23 August 2010 : Provisional starting date for 2010/11

Summary School Days

Aug - 2009 Jan - 2010

Feb - 2010

Jun - 2010

Sep - 2009

Oct - 2009

Nov - 2009

Dec - 2009

Mar - 2010

Apr - 2010

May - 2010

Term 1

Term 2

Term 3

Lusaka International Community School

242A Kakola Road, Roma

P.O. Box 30528, Lusaka, Zambia

Tel: +260 211 290 626 / 292 447 Fax: +260 211 290 048

E-Mail: info@lics.sch.zm

Website: www.LICS.sch.zm

LICS Calendar 2009-2010
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8 Times of the School Day  

Below you will find the standard timetable for the ELC and Reception classes. 

 

 

Year:

Term: 2

Class: Yellow

Period 2 Period 3 Period 4

09.30 - 10.30 11.00 - 12.00 12.00 - 12.30

Notes:

2009 - 2010

09:00 - 

09:30

10.30 - 

11.00
Day

Language / Number
Manipulative / 

Perceptual

Period 1

R
 e

 g
 i 

s 
t r

 a
 t 

i o
 n

08.00 - 09.00

Monday

Tuesday

Wednesday

Topic

Drama and Music 

Free Choice 

Gross Motor Skills 

Art

Music

Language / Number Library / Computer French

Language / Number
Sand and Water 

Play

Imaginative / 

Construction
Art

Free Choice

Afternoon care: Monday -Thursday 14:00-16:00  

Cookery / Free 

Choice
Topic

P.E. Swimming

Language / NumberThursday

Friday

B
 r

 e
 a

 k

B
 r

 e
 a

 k

Timetable ELC
Lusaka International Community School

242A Kakola Road, Roma

P.O. Box 30528, Lusaka, Zambia

Tel: +260 211 290 626 / 292 447 Fax: +260 211 290 048
E-Mail: info@lics.sch.zm

Website: www.LICS.sch.zm

Year: 2009 -2010

Term:

Class:

Period 1 Period 2 Period 3 Period 4 Period 5 Period 6

07:30 - 08:30 08:30 - 09:30 09:45 - 10:25 10:25 - 11:05 11:05 - 11:45 12:10 - 12:50

Notes:

On Fridays time is allocated for a Primary Assembly 12:15 - 12:40

Reception - Y4 School finishes 13:00, Year 5 & 6 school finishes 13:30, Fridays school finishes 13:00

Activities Monday - Thursday Year 1 & 2: 13:45 - 14:30

Activities Monday - Thursday Year 3 - 6 13:45 - 14:45

Monday to Thursday Term 1 & 2 Reception finishes 12:30, final term finishes 13:00 

09:30 - 

09:45

11:45 - 

12:10
Day

Numeracy

Numeracy

Numeracy

Numeracy

Numeracy

French
Literacy

(Revision)

Music Topic

Monday

Tuesday

Wednesday

Thursday

Friday

B
 r

 e
 a

 k

L
 u

 n
 c

 h

H
 o

 m
 e

 r
 o

 o
 m

Literacy

Literacy

Literacy

Literacy

Literacy

Kipper Story

(Workbook)
PE

Music ICT

PSHE
Free Play

(Finish off work)

PE

Topic

French

Art

Library

Story Time

Story Time

Story Time

Story Time

Assembly

Timetable Reception
Lusaka International Community School

242A Kakola Road, Roma
P.O. Box 30528, Lusaka, Zambia

Tel: +260 211 290 626 / 292 447 Fax: +260 211 290 048
E-Mail: info@lics.sch.zm

Website: www.LICS.sch.zm
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8.1 The EYD and Reception  day 

Please make every effort to ensure that your child not only attends school 
regularly but also arrives punctually. 
 

The ELC day starts at 8.00am and ends at 12.30pm. Such good habits, if 
established now will serve him well all his school days, if not his whole life. 

 
The Reception day starts at 07.30am and ends at 12.50pm. In the third term 

the Reception class will finish at 13.00pm. At the end of the day (12.50), chil-
dren are taken to the Reception playground where parents can collect them. At 13.00 children 
are walked to the main front gate for pick up there. 
Such good habits, if established now will serve him well all his school days, if not his whole life. 
Please inform your childôs teacher if an adult other than yourself will be collecting your child at 
the end of the day. 

8.2 Safety and S ecurity  

The ELC gates open at 06:45 and close at 08:30.The front part of the ELC play area is in use 
from this time up until 12:15 when the gates open for parents to collect their children. Parents 
who come to the ELC between 08:30 and 12:15 will be asked to leave their vehicles outside the 
gate before entering the premises. The gates close again at 13:30 and reopen at 15:45 once 
the afternoon care programme starts. The gates open for individual parents collecting their chil-
dren before 15:45. 

8.3 Specialist subjects offered  

 Music (all classes) 

 P.E./swimming (all classes) 

 French (ELC Yellow and Reception classes) 

 Information Communication and Technology (all classes) 

 Art (Reception classes) 

8.4 Snack time  

Good eating habits are acquired at an early age and we would encour-
age you to pack a healthy manageable finger snack for your child to 
eat during snack time. Foods high in sugar content such as chocolates 

and sweets are strongly discouraged. Your child will also need a drink 
and this should preferably be freshly squeezed fruit juice or water. 

Frizzy drinks are not allowed and teachers will return such items to 
your childôs bag and offer water instead. All children are supervised 
in the two covered areas at the back of the ELC while they eat and 
discouraged from sharing their food. Water is offered at 9.30 after 

first break. Reception children have first break at 09.30 in their 
playground and a second break at 11.30 in the covered area by 
the reception classes. 
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8.5 Special days  
Children enjoy celebrating their birthdays 
with their classmates and we encourage you to 
bring a treat for snack time on this day. Please check with your childôs 
teacher before bringing food that contains potential allergy causing in-
gredients. Some children in the class may have food allergies. 

9 Afternoon Care  

The ELC offers an Afternoon Care programme that caters for learners in ELC Blue, Red, Yellow 
and Reception. All activities offered are well planned and supplement the morning programme. 
The programme runs as follows: 

 12:00 ï 13:00 lunch and play (lunch should be provided by parents and is kept in the refrig-
erator, alternatively parents may take their children home for lunch and bring them back at 
14:00hrs)  

 13:00 ï 14:00 rest and quiet play. 

Sample timetable: 

Day 
Session1 

14:00-15:00 
Session 2 

15:00-16:00 
Teachers 

Monday Sand and Water Play Play - Construction Ms Gwen / Ms Mwango 

Tuesday Story and Drama Play - Perceptual Ms Likando / Ms Bether 

Wednesday Gross Motor Skills Play - Imaginative Ms Nikki / Ms Julie 

Thursday Science Made Easy  Play - Manipulative Ms Patricia / Ms Bridget 

Each term the activities are revised and parents are advised via an ELC letter that goes out at 
the start of each term. Afternoon Care usually starts during the 2nd week of term and finishes in 
the penultimate week of term. Parents who leave their children for the full day are requested to 
collect them on time. It is a long day and children will be tired. 

Reception Afternoon Activities: 

Afternoon activities offered by Reception classes apart from Afternoon care are: 

 Ballet on Monday 

 Monkeynastics on Wednesday 

 and another activity (such as Art, games, etc.) on Tuesday. 

Activity forms will be available at the beginning of the term and these will include times of activi-
ties and any other information. 

10 Equipment  

Children in the Early Years Department (EYD) are supplied with all stationery. 

10.1 Clothing  

Clothing should be comfortable, practical and as manageable as pos-
sible. If your child struggles with shoe laces perhaps slip-on shoes 
are the answer. It is also advisable to pack an extra set of clothing 
and underwear in the unlikely event that your child soils his clothes in 
the course of the day. All children must bring to school a hat and 
sunscreen for outdoor activities each day. 
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During the swimming season swimming lessons are provided. Parents will be advised on 
which day these lessons take place. Your child should then be provided with a clearly 
marked bag in which to carry a towel and swimming costume. 

On the day on which children have P.E. parents are advised to dress their child in a 
pair of shorts, T-shirt and sports shoes. 

All articles of clothing including school bags, lunch boxes and drink bottles 
should be clearly labelled with the childôs name. 

Please make sure than your Son/Daughter has the following items: 

 LICS shorts 

 LICS House T-shirt 

 LICS polo shirt 

 Correct sports shoes 

 LICS swimming costume 

 Please be mindful of children wearing a cap as added protection from the sun. Sun cream 
can be given to the teacher, labelled and only administered with signed permission from the 
parent of guardian. 

All items can be purchased from the PTA Shop (open on Friday lunchtime between 12:30 ï 
14:00. The cost of individual items is as follows: (These are fixed prices and are subject to 
change): 
 

Pos Description ZMK 

1.  Polo Shirts 55,000 

2.  House Shirts 50,000 

3.  Shorts 50,000 

4.  Boys Swim Costumes 80,000 

5.  Girls Swim Costumes 90,000 

6.  Caps 25,000 

7.  Book Bags 40,000 

8.  Swim Team T-shirts, LICS Lightning 50,000 

9.  Secondary Boys Trunks 45,000 

10.  Rash Vests Age 4-8 
Rash Vests Age 9-14 
Rash Vests Adult Size 

125,000 
150,000 
175,000 

11.  Shin Pads 50,000 

12.  Mouth Guards 15,000 

13.  Hockey Socks 25,000 

14.  Large LICS Sports Bags 70,000 

10.2 Possessions  

If your child comes home with another childôs toy (or a school toy) in his 
pocket, it does not mean that he has stolen the toy. Rather, he has 
taken a momentary fancy to it and does not understand óstealingô 
as we do. 

Explain calmly and clearly that the toy is not his and make HIM 
give it back to the child or teacher. You have no need to feel em-
barrassed ~ teachers spend quite some time playing óhunt the 
thimbleô for a toy which has mysteriously disappeared into some-
bodyôs pocket! 
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Young children need to be taught to consider others and this is sometimes a long process which 
needs much guidance. Respect for other peopleôs property and feelings form part of the 
teacherôs job but moral training at school alone cannot achieve what a good foundation at home 
can initiate. Combined effort is the answer. Should your child lose anything (it is probably mis-
laid, NOT stolen), let the teacher know as soon as possible. Everyone, including the caretaker 

and helpers if necessary, will be alerted and a search 
made to find the item. 

Children are discouraged from bringing toys from home. 
It is our belief that part of the developmental process 
involves learning to share and therefore we provide toys 
and equipment for children to share and use together. 
Difficulties arise when toys from home are brought to 
school as children rightfully feel they own the toy and 
should not have to share it. 

11 Home-class books  and Communication books  

In order to improve the quality of your childôs education it is important that 
a partnership is formed between you the parents, and us, the facilitators. 
We recognise the important role that you as the childôs first educators 
play and therefore we would like to ensure that the link between home 

and school is strengthened and reinforced. In order to facilitate com-
munication all children will receive a óhome-classô book in which we 
will give an outline of what your child will learn each week, what he 
will be required to bring to school in association with various top-
ics, difficulties your child may have encountered or if your child 
has done well in a particular area. 

Information about your child at home will also help us to understand behaviour exhib-
ited by your child at school e.g. one parent may be away, the arrival of a new baby etc. 

The óhome-classô book will in no way replace face to face discussions as we are always avail-
able to see you over sensitive issues. As you are well aware all information communicated to us 
will be treated in the strictest confidence. 

The óhome-classô book will be sent home every Friday and should be returned on Monday. The 
book should be collected from your childôs cubby and returned to the class teacher on Monday. 
You may, with your child, cover and label the book. Tell your child what the book is for and 
share the responsibility for returning the book every Monday. 

Communication books are used in Reception to relay information to and from the parents. 
These books should come in with the childôs book bag on a daily basis. 

12 Behaviour  

12.1 EYD behaviour management   

In cases where children encounter difficulties within the learning area and with their peers the 
following management techniques will be used by the teacher to resolve these problems. The 
list below contains a few examples of some offences that are encountered and parents are ad-
vised that each case is dealt with on an individual basis. 
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Offence 
Degree of Serious-

ness 
Management 

Class conduct: 
Rough play 
Distracting others 
Refusal to comply 

Mild Child is cautioned once. If behaviour continues 
student is removed from situation and made to sit 
out for a short time next to a member of staff or 
within view of staff. Misconduct to be discussed with 
the child and child must be made to apologize be-
fore rejoining the group. 

Breaking equip-
ment 

Moderate Equipment removed from the child and child is cau-
tioned. Child is removed from the activity for a short 
time and made to sit out in full view of the teacher. 
Child must apologize and parents informed. 

Fighting Moderate ï serious Both children to be stopped and removed from the 
area. Teacher to establish cause and if it is over 
equipment, remove equipment and caution both 
children. Children to be spoken to, made to apolo-
gize to each other and made to sit quietly next to a 
member of staff until they have settled down. 

Swearing Moderate ï serious Child must be cautioned and told not to use bad 
language. Parents must be informed. 

Tantrums Serious Child must be left alone or removed from the class 
until tantrum is over but within view of a member of 
staff. Ensure that area in which child is having tan-
trum is safe. Once tantrum is over discuss with the 
child firmly that this type of behaviour is unaccept-
able. Let child rejoin group only after they under-
stand that they will be removed if the behavior con-
tinues. Parents must be informed and agreed 
strategies discussed and put in place by both par-
ties. 

Biting Serious Teacher must assess the situation and establish 
reasons of the offence. Biter must be firmly cau-
tioned and removed from the area at once and 
made to sit out for the duration of the activity. Victim 
must receive 1

st
 aid and parents of both children 

must be informed. Strategies must be put in place 
for continuous offenders e.g. observation and re-
moval from situations that could result in biting. 

13 Assessment and Reporting to Parents  

This is an ongoing process and in accordance with the aims and ob-
jectives of each particular group. Assessments are carried out by re-

spective teachers on all children at the end of each term. Teachers will 
discuss any concerns they may have with you and especially if your 
child is ready to move to another group. Movement will usually occur 

from the Green to the Blue and then to the Red group. Children entering 
the ELC who are eligible for the Reception Year due to age will be as-
sessed in the Red phase and either promoted to the Yellow group or 
remain with the Red group to consolidate their skills. 

Parents receive an end of term report in terms one and three. A full 
report is given to all children leaving the ELC either to join the Re-
ception Classes at the end of the academic year or on leaving the 
school. A leaving certificate is also issued to all children leaving to 
join other schools. 
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13.1 Parent/Teacher conferences  

These are held on a termly basis and give you an opportunity to discuss your childôs progress 
with the teacher. If you have any pressing concerns about your child and need to see the 
teacher at any other time during the term please see your childôs teacher to make an appoint-
ment. Alternatively, minor issues can be discussed before the start of the school day or when 
you come and pick up your child at the end of the day. It is difficult for teachers to see you when 
classes are in session as this can be disruptive. 

14 Transition to the Reception Classes  

There is an Orientation Evening for EYD Yellow parents in the 3rd term, which includes 

Å Meeting your childôs teachers 
Å Presentation - aims and objectives of the Reception Year 
Å Supply list 
Å Allocation of houses 
Å Question & Answer session 

Students join the Reception Classes for one session during the morning. 

15 Criticisms of the School  

If you are critical of the teacher or school on any occasion, it would be wise 
to discuss the matter between yourselves but NOT IN FRONT OF THE child, 
as this may lead to divided loyalties which could adversely influence your 
childôs relationship with his teacher. 

The Schoolôs policy is that any concerns should first be discussed with the relevant teachers. If 
after this you remain dissatisfied, an appointment should be made with the EYD Principal and 
then the General Manager. 

15.1 Trust in the staff  

 Feel confident that you can trust the 
staff in the EYD 

 Believe in their ability to teach 
your child according to his needs at 
all times 

 Every teacher is aware of the trust you 
place in him or her, and cares about 
your child, even though he may be one 
of twenty in the class. 

 It is THEIR job to see that YOUR child 
gets the teaching he needs. 
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16 Informing o ur Parents  

LICS aims to keep parents informed of its developments through various chan-
nels whether about school events or your childôs progress and development. 

1. Every fortnight, parents receive our newsletter Scoop, which provides news, 
achievements, reminders and information of forthcoming events. 

2. Letters are distributed via the children giving information or asking for a 
response via a tear-off slip on various issues. 

3. Invoices are sent out for fees, and other payments 

4. Reports are distributed to parents in Term 1 and 3 and leaving certificates are 
issued to all parents of ELC Red, Blue, Yellow and Reception whose children are 
leaving the ELC/Reception. 

In addition parents are invited into school for the following meetings and presentations. 
 

Term 1 Å Orientation Meetings 
Å Parent / Teacher Meetings 
Å End of Term Performances 

Term 2 Å Parent / Teacher Meetings 
Å Splash Gala 

Term 3 Å Reception Class orientation 
evening  
Å Sports Day 
Å Parent /Teacher Meetings 
Å Reception graduation 

The EYD also offers a variety of workshops for parents to inform them on aspects of the curricu-
lum or child development. 

17 Trips and Visits  

Educational visits are planned to compliment and enrich 
the programme offered in the EYD. Visits are planned well 
in advance, and staff will go before a planned trip to 
ensure that it is suitable for the children and ap-
propriate to their learning needs. 

When a trip is planned, parents will receive a letter 
to inform them about the trip. No child will be taken 
on a trip without the written consent of a parent / 
guardian. 

Parents will be asked to pay for the cost of some of the residential trips e.g. entrance fees to 
Munda Wanga or Adventure City. All members of staff who are responsible for children in the 
respective classes during the normal school day accompany classes on trips. Each member of 
staff is given a small group of children, no more than five children per adult for the Red, Yellow 
and Reception groups and no more than two to three children per adult for the Green and Blue 
groups. The staff will carry a mobile phone on the trip and a list of home and emergency contact 
numbers. 

Children are supervised on the bus and will be asked to bring adequate provisions with them 
such as a healthy packed lunch and a bottle of water as well as a cap and sun protection if it is 
an outdoors trip. 

A First Aid box is always carried in case of emergencies. 












