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Part I: INTRODUCTION 

 

Welcome to Hsinchu County American School Preschool/Kindergarten program. Our goal is 

to provide a welcoming, safe and developmentally appropriate environment for every child.  

 

This Parent Handbook offers an overview of school standards and policies. It is not a 

contract and does not create contractual rights. The Administration retains full and 

complete discretion in interpreting and applying the policies in this handbook and may 

modify them at any time. 

 

History 
Hsinchu County American School (HCAS) was established in 2016 by School Founder Dr. Jing 

Wang, with the influence of Dr. Tsung Hsan Huang (Dr. Huang Johnson Korrnell). HCAS is 

part of an organization that started with Ton Yen General Hospital (1998) which led to the 

establishment of Korrnell Academy (2007), a bilingual private school in Hsinchu County. 

HCAS is the most recent addition to the organization. The school is recognized by the 

American Institute of Taiwan (AIT), and the Taiwan Ministry of Education (MOE). HCAS 

plans to build and expand on the Dalton Plan developed by Helen Parkhurst in the early 

20th century. We are committed to providing an education of excellence that meets 

students’ interests, abilities, and needs. 

 

Motto 
Our school motto is AUT VIAM INVENIAM AUT FACIUM, meaning “Either I will find a way or 

make one.” This statement emphasizes society’s need for entrepreneurial and trail-blazing 

leaders for the 21st century. 

 

Mission 
Our mission is to educate the whole person using the Dalton Plan in order to develop 

informed, globally-minded, ethical, and caring individuals who contribute to humanity. 

 

Hsinchu County American School (HCAS) Learner Goals 
Intellectual individuals: 

Intelligence is not limited to book smarts. All intelligences, including emotional, 

cultural, and other intelligences (as described by Dr. Howard Gardiner) are also 

valued. 
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Independent Individuals: 

Students need the independence and freedom to pursue their passions. The Dalton 

Plan’s principle of freedom stresses “fostering independence and creativity, 

beginning with the individual's interests” (Marion Plexico, Dalton School, Tokyo). 

Healthy Individuals: 

Health is not limited to the physical body. In order to nurture the whole person, 

mental and spiritual well-being must also be addressed. HCAS students will be able 

to discern between what is beneficial and what is harmful to themselves.  

Academically Competent Individuals: 

HCAS is primarily an academic institute. As a result, the school embraces an 

atmosphere conducive to research, study, and the pursuit of truth. Lying, 

plagiarizing, cheating, and any other form of intellectual dishonesty are not 

tolerated. 

Technologically-Literate Individuals: 

In the digital age, it is now more important than ever for students to become 

familiar with using technology and other related skills. Given current events, there 

will also be a strong emphasis on information literacy, particularly in navigating 

information found in digital media.  

Social Individuals: 

Students should be equipped with the social skills to successfully cooperate and 

collaborate with a anyone in the world. This means being able to adapt to a variety 

of social and cultural situations, while respecting different rules and customs.  

Lifelong Learners: 

Education is not limited to the classroom, but is a lifelong, ongoing process. At HCAS, 

students will derive pleasure from the process of learning itself, and see the process 

as the goal, rather than a means to an end.  

Global Citizens: 

In a steadily shrinking world, HCAS students should be aware of their status as 

global citizens. They should be mindful of their role, and dedicate themselves to 

contributing positively to the world community.  

 

HCAS Seven Cs 
The 7 Cs are the values HCAS promotes as the most essential traits students should have in 

order to be successful in the 21st Century. These seven traits are not only meant for 

students to succeed academically, but also to develop their ability to contribute positively 

to the world community.  
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1. Commitment: Students are committed to learning, and see the value of learning 

itself, rather than as a means to an end. They are committed to using their 

knowledge and skills to contribute positively to society.  

 

2. Communication: Students understand that in order to communicate successfully, 

they need to become familiar with a variety of communication mediums, from 

speaking to multimedia, and be knowledgeable of other communication standards 

and traditions.  

 

3. Community: Students see their community in steadily expanding circles--from local, 

to nation, to the world community. They see themselves as members of the global 

community, rather than as simply a member belonging to an isolated group.  

 

4. Compassion: Students display compassion and empathy for others, no matter how 

different they may seem to be. They fundamentally understand that we are all 

connected, and from their compassion take action to help others. 

  

5. Critical Thinking: Students apply critical thinking to all areas, including themselves. 

They are careful when evaluating new information, and are able to navigate a 

variety information mediums in order to come to their own conclusion.  

 

6. Collaboration: Students understand that while there is a time and place for 

independent work, ultimately their actions will affect others. They therefore see the 

importance of collaboration as a way to ensure everyone’s views are fairly 

represented.  

 

7. Creativity: Students utilize creativity to go beyond what they know and understand 

to imagine what is possible, what could be changed, and what could be made better. 

They do not view challenges as obstacles, but as another opportunity to exercise 

their creativity.  

 

Philosophy 
In our kindergarten, we strongly believe that every child is innately motivated to learn, and 

we strive to create curriculum that are meaningful and appealing to the students. As a 

result, all the lessons are designed based on our students’ interests and learning needs. 

Our teachers incorporate Vygotsgy’s Zone of Proximal Development theory into our 

practices. We know the importance of peer interactions, so we encourage students to learn 



7 
 

from and with each other. We also support the children’s learning by providing scaffolding, 

aiming to help every child grow in all the developmental areas. 

 

Program Goals 
We aim to equip our students with the following skills in HCAS Pre-K (K1 and K2): 

 

Socio-emotional skills:  

Researches have indicated that prosocial behaviors and emotional stability positively 

correlate to students’ future academic achievement. As kindergarten is the very first 

environment where young children acquire social skills, children in HCAS Pre-K will spend 

most of their time learning and practicing social behaviors through playing. 

 

Life skills:  

Teaching children taking responsibility of their lives is an important aspect in Early 

Childhood Education. Therefore, in HCAS Pre-K, teachers expect our students to develop 

problem-solving skills that are appropriate in the management of their personal affairs. We 

give students opportunities to learn and practice life skills. 

 

Cognitive skills: 

The teachers will help our students develop cognitive skills that are critical in children’s 

early ages, including executive functions (problem-solving, self-control, reasoning, 

attentional skills, self-monitoring…etc.) and basic academic concepts. 

 

Code of Ethical Conduct 
HCAS does not discriminate on the basis of race, religion, cultural heritage, political beliefs, 

marital status, national origin or sexual orientation. 

 

Non-Discrimination Policy 
HCAS does not discriminate on the basis of race, religion, cultural heritage, political beliefs, 

marital status, national origin or sexual orientation. 

 

Ratios 
Appropriate ratios are kept according to the Hsinchu County Department of Education 

Regulation. The appropriate ratio varies with the age of the children enrolled. The ratios for 

the center are as follows: Mixed ages 2-3 year olds 1 adult to 8 children; mixed ages 3 years 

and older: 1 adult to 15 children. 
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PART II: OPERATIONAL INFORMATION 

 

Hours of Operation 
During the school year: 8:00 am – 6:00 pm 

Summer hours: 9:00 am – 4:30 pm 

 

Children’s Health Records and other records 
Every morning, the school nurse will record the temperature of each child. If a child is 

suspected to have a fever or any concerning symptoms, the school will contact the parents 

for pickup.  

 

Arrival and Departure 
HCAS Kindergarten does not have a strict policy of the arrival time for our students. 

However, as we would like to give our students the full learning experiences, we strongly 

suggest that our students arrive before 9:00 am. 

 

Our program ends at 4:00 pm. The students will stay in the playroom and wait for parents’ 

pickup from 4:00 – 6:00 pm.  

 

PART III: PROGRAM 

Our Teachers 
In order to completely implement the unique curriculum we have and to give our students 

the best learning experiences, our kindergarten teachers are fully trained by accredited 

universities and are certified in USA, Canada, or Taiwan. 

 

Curriculum 
In HCAS Kindergarten, we use the Project-Based curriculum. The use of Project-Based 

curriculum in preschool is inspired by Reggio Emilia approach. In this approach, lessons are 

based on the interest of the children. If children playing outside encounter a flower and 

start to ask the teacher questions about how it grows, instead of directly answering the 

questions, the teacher encourages the group to “find out together.” The class may then 

build a garden and learn all that entails, while acquiring other important pre-math, 

pre-literature concepts. In a project-based classroom, children are considered as “active 

learners” and are responsible for their learning experience. Teachers, on the other hand, 
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facilitate the process of learning, listening, researching and learning together with the 

children (Rinaldi, 2006). 

 

The Dalton Plan 
The Dalton Plan is a progressive educational plan developed by Helen Parkhurst in early 

20th century. Focusing on developing the whole child, The Dalton Plan tailors each 

student's program to their needs, interests, and abilities in order to promote both 

independence and dependability. This also serves to enhance the student's social skills and 

sense of responsibility towards others. Encouraging cooperation and providing an 

environment of freedom through the three-part plan (House, Assignment, and Lab), HCAS 

builds on this foundation to create an educational plan that seeks to expand by providing 

innovative ways to educate each student. 

 

House 

The House is the home base in the school for each Dalton student, and the House Advisors 

are the parents' key contact with the school. The House includes students from every grade 

level, creating a microcosm of the larger Upper School community. In all divisions, the 

House Advisor guides and assists each student in the learning process. The relationship that 

develops is a close one that supports students throughout their Dalton years. 

 

Assignment 

The Assignment represents a contract between a student and a teacher. In addition to 

defining common obligations for daily class work, long-term projects, and homework, 

Dalton Assignments are uniquely structured to promote the internalization and refinement 

of time-management and organizational skills, while offering students opportunities to 

develop their individual strengths and address their specific needs. The Assignment is 

introduced in the First Program and increases in scope and complexity through Middle and 

Upper School. 

 

Lab 

The Laboratory is integral to the educational culture of The Dalton School. The word 

"Laboratory" refers to the one-to-one and small group sessions between students and 

teachers which augment traditional classroom instruction, combining study, research, and 

collaboration. Students and teachers schedule these Labs at specified times throughout the 

school day to discuss Assignment projects, expand upon questions of interest that arise in 

class, clarify issues, and explore new facets of a topic they want to pursue. In the Upper 

School, there are rooms assigned for each subject area that give emphasis to this 
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independent interaction between faculty and students. 

In addition to the Dalton educational structure, HCAS utilizes a four-term cycle with four 

assessments per academic year. Being focused on content mastery, we believe that 

project-based cycles give better learning experiences for our students as well as a better 

means of measuring progress for our teachers. Each term contains approximately 45 days 

of study followed by one week of student assessment which usually contains two days of 

testing. 

 

Grades are divided into three groups - First Program, Middle School, and Upper School. The 

First Program consists of grades 1 to 4, Middle School consists of grades 5 to 8, and High 

School consists of grades 9 to 12. HCAS utilizes a block schedule of 80 minutes for all 

Middle and Upper grades. 

 

 

From Dalton School Japan : http://www.dalton-school.ed.jp/english/about/daltonplan.html 

 

Daily Schedule 
The school day begins at 8:00 for all grades. Unless otherwise noted, students are 

dismissed from school at 3:50p.m. Parents who drive their children to school: should make 

every effort to arrive on time. On time arrival is particularly important to set a positive 

learning tone for the rest of the school day. Equally important, please arrive on time to pick 

your child up from school at the end of the school day. Parents who pick up the students 

after 4:00pm should notify the front desk for special arrangements. 
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Periods Hours 

8:00 – 9:30 Arrival / Breakfast / Morning works 

9:30 – 11:45 Project (mixed, and then groups) 

11:45 – 12:30 Lunch 

12:30 – 14:00 Nap time 

14:00 – 15:20 Project 

15:20 – 16:00 Snack / Pack-up 

Nap/Rest Time 
On a regular school day, all HCAS Kindergarten children are obligated to stay in the nap 

room for 90 minutes. We highly encourage all children to take a nap as sleeping is one of 

the most important components in development. Children who are under 5 years old will 

sleep on a napping cot for safety reasons. Children who are 5 years old and above will sleep 

in a bunk bed. Parents will need to prepare a sheet, a blanket, and a pillow for their child. 

 

Homework 
HCAS Kindergarten does not believe in assigning written homework for young children. 

However, we do value reading time as the research has shown the importance of 

read-a-loud activities to young children’s language and literacy development. Instead of 

written homework, HCAS Kindergarten expects parents read to the child on a daily basis. 

Occasionally, teachers will assign non-written homework.  

 

Assessments 
HCAS Kindergarten believes in multi-modal assessments. As a result, the children will not 

have any written test. Instead, teachers will conduct both formal and informal assessments 

throughout the entire learning unit. As we do not believe in quantifying a child’s abilities, 

letter grades will not be given in Kindergarten. A progress report, documenting your child’s 

development, will be given to you on the day of Parent-Teacher Conference (PTC). 

 

Child Development and Progress Report 
In cultivating future leaders, we believe that a child must have a balanced improvement in 

all developmental domains. In the field of Early Childhood Education, young children’s 

development is usually broken down into the following domains: 
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1) Cognitive Development 

2) Physical Development 

3) Social/emotional Development 

4) Language Communication Development 

5) Self-help and Adaptive Behaviors 

All developmental domains are equally important, and we strive to help your child improve 

in all domains. We do not emphasis on only one particular domain.  

 

On the day of Parent-Teacher Conference, every HCAS Kindergarten parent will receive a 

developmental progress report. Parents will have a chance to discuss with the homeroom 

teachers on PTC day. 

 

Observations and Portfolios 
In HCAS Kindergarten, our teachers employ different methods observe and document each 

individual child’s learning and progress. We keep both work samples and anecdotal notes. 

At the end of each semester, we will put together a portfolio for each child. Parents should 

be able to 

 

Meeting Individual Needs of Children 
HCAS Kindergarten believe that every child is unique in their own way, and we value and 

respect the individual differences. As a result, the curriculum we use abandon the 

traditional “cookie-cutter” way of teaching. Our teachers work closely with each child and 

observe their potential as well as their learning needs. In order to help our children 

develop in all developmental domains, the teachers differentiate lessons and assessments 

to meet individual needs. 

 

Transitioning New Children and Coping with Separation 
We understand that going to a new school may be difficult for some children and/or 

parents. If a child is experiencing difficult transition and/or separation, a parent may sit-in 

with the child in the morning (8:00 a.m. – 12:00 p.m.) for three consecutive days. The 

teachers will also employ multiple strategies to help the child through separation. Parents 

are welcome to discuss with teachers about strategies or plans for a smooth transition 

and/or separation. 

 

If a child continues to display difficulties in transitioning to the school, our teacher will ask 

the parents to “phase in” the student: 



13 
 

 Phase 1: the child will be asked to attend only half day of school for few days. 

Parents will need to pick up the child at 12:30 pm.  

 Phase 2: the child will stay in school until the nap time. The parents will need to 

pick up the child at 2 pm. 

 Phase 3: the child has successfully transitioned to (or phased in) the new school. 

Parents may pick up the child after 3:30 pm. 

 

Potty/Toilet Training Policy 
We expect that our student who is older than 3 years old should be fully potty-trained prior 

to enrolling in our program. If a child needs to be on diaper during the nap time, we also 

expect that the child should put on the diaper by him/herself. Only in rare cases will the 

teachers make exceptions for children with special needs.  

 

PART IV: FAMILY INVOLVEMENT 

 

Understanding Our Families 
Upon enrolling in HCAS Kindergarten program, parents will need to fill out a questionnaire 

about the child and the family. This questionnaire will help the teachers learn more about 

the child and the family. This is also a great opportunity for parents to express any 

expectations or concerns to the teachers. 

 

Parent Participation 
HCAS Kindergarten highly values family participation in a child’s development and learning. 

As a result, the school expects parents and families to closely communicate with all HCAS 

kindergarten teachers, participate in kindergarten events and children’s presentations, and 

have a read-a-loud time with your child at home. 

 

Parent Communication 
Each day, teachers will post a general anecdotal notes and/or any announcement on your 

child’s communication book. In the case of field trip or school events, we will send out a 

separate sheet of notice prior to the events. Each homeroom teacher may have his/her 

own style of staying in contact with parents, including maintaining a social media account.  

 

Should you have any concerns or doubts, you may also contact the homeroom teachers 

and/or Kindergarten Director. 
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Parent-Teacher Conferences (PTC) 
Parent/teacher conferences are held three times a year. These conferences provide 

opportunities for parents and teachers to exchange information. The conferences take 

place on dates listed on the school calendar. Each family signs up for or is assigned a 

conference time. Written reports are made available to parents at the fall conference. A 

final report will be sent home after the close of school during the month of June. 

 

Parents should come to the conference prepared with questions or thoughts about child's 

experience. Parents should feel free to take notes during the conference and review them 

later to make certain that everything was discussed. If there are questions that need to be 

covered, parents can schedule a meeting in person or on the phone. 

 

Parent Resources 
A monthly newsletter is distributed to the parents and families, and it contains important 

information and resources for our parents. Our teachers are also happy to provide any 

educational resources that our parents would like to obtain. 

 

Program / Teacher Evaluation 
At the end of each semester, we will send out a questionnaire for parents to fill out. This 

questionnaire is completely voluntarily, and your responses are valuable as they will help us 

grow and improve. 

 

PART V: SAFETY AND HEALTH 

 

Safety and Emergency Procedures 
 

Emergency Phone Numbers 

Police in Taiwan: call 110  

Medical (Ambulance) in Taiwan: call 119 

Fire Service in Taiwan: call 119 

Note: Following any safety incident or emergency, teachers should file a report to the 

administrative office about the outcome of the situation. After any incident involving a 

student, that student’s parents must be notified. 

 

Medical Assistance 

The school provides adequate facilities to handle most minor accidents and emergency 
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situations that occur on campus. The school nurse is on duty to attend to any emergencies 

within the school grounds. 

For parents: if your child is absent due to illness, please send a note to the teacher 

explaining the nature of the illness. Also, be sure to inform the school nurse if your child 

has been exposed to a contagious illness. 

Oftentimes the way a child looks and acts should determine whether to keep the possibly 

sick child at home or send them off to school. Please consider these guidelines when 

making the decision: 

 

Colds: Please keep your child at home if he/she has a fever of 100 degrees F (or 38 

degrees C) or higher or is experiencing discomfort that would interfere with his/her 

ability to perform in school (i.e. uncontrollable coughing, severe lack of energy). 

 

Conjunctivitis (pink-eye): Following a diagnosis of bacterial conjunctivitis, the child 

may return to school after the first dose of prescribed medication. Students with 

viral infection may return when eyes are clear. 

 

Diarrhea/Vomiting: A child with diarrhea and/or vomiting should stay at home and 

return to school only after being symptom-free for 24 hours. 

 

Fever: KEEP YOUR CHILDREN HOME IF THEY HAVE A FEVER. If a child is ill, their body 

needs rest; furthermore, they risk spreading germs to others if they come to school. 

They must be fever-free for 24 hrs. (without the aid of fever reducing medications 

such as Tylenol or Ibuprofen) before returning to class. 

 

Rashes: Common infectious diseases with rashes are most contagious in the early 

stages. A child with a suspicious rash should return to school only after a health care 

provider has made a diagnosis and has authorized the child's return to school. 

 

Strep Throat: A child with strep throat may return to school 24 hours after 

antibiotic treatment has begun. 

 

If your child needs to take medication during school hours, whether regularly or for a short 

period of time, parents are required to send a note along with the medication. The note 

will need to include the name of the student, name of medication, dose and time when the 

medication needs to be taken. Medications will not be given to students without a note. 

Please notify the school nurse immediately about any contagious disease your child has 
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contracted. Children who need to take antibiotics for an infectious disease must remain at 

home until they have taken a full 48 hours of antibiotic to ensure that they are not 

contagious. A doctor's note will also be sufficient. The nurses will inform the parents of 

other students who may have been exposed to a contagious disease so that they can be 

aware of the symptoms.  

 

In Case of Emergency  

If possible (particularly with more minor injuries), teachers may also provide first aid when 

they arrive at the scene. They should then stay at the scene, assess the facts of the 

situation, and make note of relevant evidence if necessary (for example, if there is a culprit 

responsible for the accident/incident). If there is a conflict of some sort involving a student, 

teachers should stay to help negotiate a solution. If the situation seems serious enough, 

teachers should call 110 for the police to intervene. 

(a) In the event of a minor illness or injury, faculty should report to the nurse. If a student 

loses consciousness or is seriously injured in any way, teachers should cease teaching and 

immediately respond appropriately to the injured student. Directly following the incident, 

the teacher must notify parent services. Any faculty or staff on hand should provide 

first-aid and keep the student(s) in a safe area where they can get enough air. 

(b) In the event of a major illness or injury, faculty should immediately call 1-1-9 and follow 

the operator’s instructions. If necessary, teachers should call an ambulance and stay with 

the student(s) until the ambulance arrives. Faculty should administer first aid, given the 

faculty member is trained to do so. Immediately following the incident, they must notify 

parent services. 

 

Security Incident 

In the event of any suspicious activity or security incident, immediately notify school 

security. If school security cannot be reached or the situation requires police intervention, 

immediately call 1-1-0 and follow the operator’s instructions.  

 

Elevator  

If teachers and students become trapped in the elevator, they should press the emergency 

button and wait patiently for help. If anyone outside of the elevator notices it 

malfunctioning (if the red light of the floor indicator is off) or sees that the electricity is out 

before they get on the elevator, they should not get on the elevator and should immediate 

report the problem to an administrator or administrative assistant, who will contact the 

building’s facilities management company. 
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In Case of Fire  

Leave all belongings and do not use the elevator. Faculty members will instruct students 

not to push as they exit the building. All students, faculty, and staff should walk to the 

outdoor basketball courts. Faculty will ask students to line up on the basketball courts on 

the side furthest from the building. Classes should line up in order from youngest to oldest. 

Faculty should take roll call to assure that everyone has made it outside. If any students, 

faculty, or staff are missing, notify emergency personnel immediately. 

(a) If a fire can be extinguished using a handheld fire extinguisher, and you have received 

proper training, put out the fire with the extinguisher. Assure that the extinguisher is 

appropriate for that type of fire by checking the label on the extinguisher.  

(b) If there is a fire and you are inside a room with the door closed, first feel the door with 

the back of your hand to see if it is warm or of normal temperature. 

 

 If the door is warm, the fire may be on the other side. Do not open the door. Keep 

the door closed and seal the bottom of the door with a wet towel if you can. Also 

seal any vents which may allow smoke to enter the room. Call 1-1-9 and tell the 

operator your location and the number of people inside the room. Open the 

window and signal for help with a bright object.    

 If the door is of normal temperature, open it and look for a safe route to exit the 

building.  

  If there is a safe route to exit the building, exit the building quickly and safely. 

 If you do not see a safe route to exit, first look for an alternate route. If you cannot 

find an alternate route, go inside a room and stay inside the room with the door 

closed. Keep the door closed and seal the bottom of the door with a wet towel if 

you can. Also seal any vents which may allow smoke to enter the room. Call 1-1-9 

and tell the operator your location, and the number of people inside the room. 

Open the window and signal for help with a bright object.   

 

In Case of Earthquake 

In the event of an earthquake, first instruct everyone to stay calm and follow these 

instructions:  

1. Drop down to the floor.  

2. Cover your head and neck. Take shelter under a strong sturdy object such as a 

strong table. 

3. Hold on to the object until the shaking has stopped.  

4. After the shaking has stopped, open the door and look for safe way to exit. 

5. After the earthquake, look for injured persons in your area and assist, provided it is 
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safe to do so. 

6. Leave the building as soon as possible. 

 

Note: Leave all belongings and do not use the elevator. Exit the building quickly and safely. 

Remind students not to push. All students, faculty, and staff should walk to the outdoor 

basketball courts. Faculty will ask students to line up on the basketball courts on the side 

furthest from the building. Classes should line up in order from youngest to oldest. Faculty 

members should take roll call to assure that everyone has made it outside. If any student, 

faculty, or staff is missing, notify an emergency personnel immediately. 

 

Emergency Evacuation 

(a) On hearing the evacuation alarm, immediately prepare to leave the building – secure 

confidential materials and valuables, collect personal belongings, shut down experiments, 

switch off computers, electrical appliances, equipment, and machinery. 

 

(b) If the evacuation alarm sounds, or if instructed to do so by a school staff, leave the 

building by the nearest and safest exit route. All doors should be closed (but not locked) on 

leaving. 

 

(c) If possible, take hand held personal belongings (such as handbags and briefcases) with 

you when you leave. Do not return to collect belongings. 

 

(d) Assist any person with a disability to leave the building or to the nearest fire-isolated or 

fire-safe haven for multi-story buildings. Do not attempt to carry people down stairs. See 

the People with Specific Needs section. 

 

(e) Walk quickly and calmly to the designated assembly area for your building or as advised 

by a teacher or Fire and Rescue Services personnel. 

 

(f) Remain at the assembly area (in groups) until instructed to leave by a teacher or Fire and 

Rescue Services personnel. 

 

(g) Do not re-enter the building until informed that it is safe to do so by a teacher or Fire 

and Rescue Services personnel. Do not enter a building if the alarm is sounding. 

 

Note: In the event of an emergency evacuation alarm, faculty members should remain calm 

and immediately direct all students to leave the classroom quickly and safely. Faculty 



19 
 

should assure that all hazards, such as fire or chemical hazards, are clear prior to 

evacuating the building. Do not use the elevator and exit the building quickly and safely. 

Remind students not to push. All students, faculty and staff should walk to the outdoor 

basketball courts. Faculty will ask students to line up on the basketball courts on the side 

furthest from the building. Classes should line up in order from youngest to oldest. Faculty 

should take roll call to assure that everyone has made it outside. If any students, faculty, or 

staff are missing, notify emergency personnel immediately. 

 

When to Call Emergency Medical Services 

Call EMS if: 

 The child is unconscious, semi-conscious, or unusually confused.  

 The child’s airway is blocked. 

 The child is not breathing. 

 The child is having difficulty breathing, shortness of breath, or is choking. 

 The child has no pulse. 

 The child has bleeding that won’t stop. 

 The child is coughing up or vomiting blood. 

 The child has been poisoned. 

 The child has a seizure for the first time or a seizure that lasts more than five 

minutes. 

 The child has injuries to the neck or back. 

 The child has sudden, severe pain anywhere in the body. 

 The child’s condition is limb-threatening (for example, severe eye injuries, 

amputations or other injuries that may leave the child permanently disabled unless 

he/she receives immediate care). 

 The child’s condition could worsen or become life-threatening on the way to the 

hospital. 

 Moving the child could cause further injury. 

 The child needs the skills or equipment of paramedics or emergency medical 

technicians. 

 Distance or traffic conditions would cause a delay in getting the child to the 

hospital. 

 

If any of the above conditions exist, or if you are not sure, it is best to call EMS 1-1-9. 

Exception: In the case where the patient’s condition will not worsen or transportation will 

not take more time than calling an ambulance, it is not necessary to call an ambulance and 

the patient may be transported by a general vehicle. 
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Ton Yen Hospital Contact Information 

Ton-Yen General Hospital International Medical Services 

Address: No.69, Xianzheng 2nd Rd., Zhubei City, Hsinchu County 30268, Taiwan (R.O.C.) 

Tel: +886-3-6572288 / E-mail：ims@tyh.com.tw 

 

Allergy Policy 
If your child has any food allergy, please notify the school and your child’s homeroom 

teacher on the first day of school. If the allergic reaction is severe, the school will notify the 

chef and adjust the menu. 

 

Medication Authorization 
If your child needs to take medication during the day, please fill out a medication 

authorization form at Parent Service Desk. The school nurse will assist the child with taking 

the medicine.  

 

Accident and Illness Report 
Accidents happen all the time, especially with young children. In HCAS, when an accident 

results in leaving a mark on a child’s body, an incident report will be filed. A teacher will 

also notify the parents upon picking up the child at the end of the day. If a parent has any 

concerns, please contact the Kindergarten Director.  

 

Child Abuse Policies 
Teachers are obligated to file a child abuse report upon detecting suspicious wounds, 

irregular behaviors, and/or hearing suspicious statements from a child.  

 

Discipline Strategies 
The teachers are not allowed to physically punish and/or have any malicious physical 

contacts with students in any occasion. The discipline strategies will be based on positive 

reinforcing and depriving of a child’s privileges or play time.  

 

PART VI: GENERAL INFORMATION A to Z 

 

General School Rules 
Every member of the HCAS community has the right to learn and work in a safe and secure 

environment, governed by clearly defined codes of conduct and accompanied by 

mailto:ims@tyh.com.tw
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consequences that are consistent and fair. Students have the right to a positive atmosphere, 

a safe and orderly environment, a quality education, and opportunities to become all they 

are capable of becoming. 

 

Expected HCAS Student Behavior 

 Live a healthy lifestyle and exhibit self-control 

 Attend school regularly, on time, and be prepared to learn 

 Cooperate with others 

 Be transparent and truthful in speech and in conduct 

 Be courteous, respectful, and considerate of others 

 Help those in need and treat others as you would like others to treat you 

 Appreciate the views of others and seek knowledge with an inquiring mind 

 Be receptive to new ideas & admit and learn from mistakes 

 Take good care of personal and public property 

 Take ownership of your academic development 

 Take pride in producing quality work and complete assignments on time 

 Be responsible for your own behavior and act ethically 

 Dress and speak appropriately 

 Abide by all in-class rules created by teachers 

 

Appropriate consequences will result from actions that violate the rights of other members 

of the HCAS Middle and Upper School community. 

 

Students should always respect the learning environment of the school. Students should be 

mindful of using quiet voices in the hallways and stairwells as to not disturb faculty and 

students in classrooms. In usage of common public space, students should be mindful of 

using the facility in a clean manner; littering is prohibited on all school property. Students 

should be tidy at all times and not consume food or drink aside from designated areas of 

the school building. All members of HCAS are part of a vital community. 

  

All members of the HCAS community have a right to a safe and supportive environment. 

The school supports the principle of mutual respect, citizenship, character, tolerance, and 

integrity. 
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Beddings and Toothbrushes 
Each child is required to bring a set of beddings (a sheet, a blanket and a pillow), and a 

toothbrush, a tooth paste, and a cup. Due to personal hygiene reasons, we do not provide 

these items in school. 

 

Birthday Celebration 
We know that children and families love celebrating 

birthdays! On the first Friday of each month, we will have a 

birthday party for children whose birthday is in that month. 

Parents are welcome to bring cakes, healthy snacks, or gifts 

to celebrate with other children. The scheduled monthly 

birthday party will be the only birthday party in that month. 

We will not have any more birthday party on a specific day. 

 

Cultural Sensitivity 
HCAS is a unique community with diverse students and faculty. While the administration 

makes every effort to accommodate the cultural differences that make HCAS special, the 

students must understand that HCAS operates within the framework of Taiwan as well as 

an international setting. Just as we must be sensitive to each member of our community's 

differences, we must also be tolerant of the expectations that come with living in East Asia. 

 

Dress Code 
HCAS has the right to regulate student dress if it interrupts the school's learning 

environment. In addition, students attending a school function will not be permitted to 

attend unless properly attired as determined by the supervising teacher(s) and/or 

administrator(s). If attire is inappropriate, students will be asked to change, remove, cover, 

or conceal that article of clothing. Students should prepare for school before school hours 

using these guidelines: 

 

 All school attire should be neat and clean. 

 Apparel shall not be sheer, brief, low-cut or revealing above or below the waist as to 

be embarrassing, indecent, distracting, or provocative. This means no exposed 

midriffs, no see-through knit shirts, and no halter, backless, or tube-tops, and no 

mini-skirts (must be below fingertip length), short shorts (must have at least a 

6-inch mid-seam), or running shorts. This also means no tank tops, oversized 

sleeveless shirts, or oversized pants. 

 "Strapped-tops/dresses" must have at least a two-inch wide strap. Undergarments 
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should never be seen, nor should they be worn as outer garments. 

 Graphics, symbols, figures and sayings that are suggestively obscene or offensive 

(e.g., drug and alcohol references) are prohibited on all garments and other apparel. 

 Footwear must be worn in all parts of the school building, for reasons of safety and 

hygiene. 

 If a child wishes to wear a dress or a skirt, he/she must also put on a pair of leggings 

or underpants. 

 

Field Trips 
Class groups travel on trips away from school throughout the year. 

Parents may be invited to accompany a group, but HCAS may not be 

able to provide the same ride as children and teachers. Field trips 

are designed to enhance the learning experience of the curriculum 

outside of the classroom and the role of parents is to support the 

pedagogical goals of the trip. Cost of the field trip is not covered in 

tuition along with the cost of lunch and entrance fees in some cases. 

Parents will be asked to complete and sign a permission trip for 

each field trip and siblings cannot be included in the field trip. 

 

Meals and Snacks 
In HCAS Pre-K / Kindergarten, two meals and snacks are served 

daily. Breakfast is served upon students’ arrival until 9:30 am. 

Unfortunately, we are not able to save breakfast for late 

comers as there might be food safety issues. Hot lunch is 

served daily with the choice of regular and vegetarian lunch. 

Each month's lunch and snack menu is posted in the cafeteria 

and on our school website. Students may bring sack lunches if they want. Students are not 

allowed to order food from an off-campus vendor without a teacher's permission.  

 

Outdoor Play 
All kindergarten children will have an opportunity to play outside on a 

daily basis if the weather permits. The children will not play outside if 

the temperature exceeds 30 degree Celsius, or is below 10 degree 

Celsius. 
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Teacher Gifts 
Parents appreciate teachers as much as the children and they express this sometimes by 

offering gifts to teachers. At HCAS, teachers are prohibited from accepting cash from 

parents and students. Teachers are allowed to receive gift certificates that are distributed 

to the entire class (not exceeding 1500TWD per student), but prohibited from receiving gift 

certificates from an individual or small group of parents or students from a class. 

 

Toys from Home 
Students are only allowed to bring one comfort toy / security blanket to school on a daily 

basis. If a student wishes to bring a special book or a special toy to share with classmates, 

he/she may do so once a week. 

 

Security Guard 
In order to insure the safety of our community, HCAS employs security guards posted 24 

hours a day around the clock. They are required to check for the official HCAS Photo I.D. or 

issue a visitor’s pass after being shown an official photo I.D. 

 

 


