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Welcome Letter to Parents & Guardians
SOLTILO GSA International School

m Welcome to the Seasonal Program

* Dear Parents and Guardians, Welcome to the SOLTILO GSA International School Seasonal Program! We are thrilled to welcome
your child to our exciting seasonal learning experience.

* Our dedicated native-speaking teachers and bilingual staff have prepared an engaging, inquiry-based curriculum designed to
foster English communication, curiosity, and confidence in a multicultural environment.

* To ensure a safe, smooth, and memorable program for every student, our staff is fully committed to maintaining the highest
standards of safety and care.

m Preparation for the First Day
% Please review all pages prior to the first day of attendance. [ Ver.1.3]

* Please review this handbook carefully before the first day of school. It contains essential guidelines regarding arrival, dismissal,
belongings, dress code, and health management.

« If you have any questions or concerns, please feel free to reach out to our campus administrative team at any time.

SOLTILO GSA International School Administration Team
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Emergency Contacts, Absence & Disaster Plan
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Pick-up, Drop-off & Door Waiting Policy
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Belongings Checklist for Ages 3-6 (Preschool/Kinder)
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Notice: This page applies strictly to Preschool & Kindergarten (Ages 3-6). Please verify student grade.
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Belongings Checklist for Grades 1-6 (Elementary)
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Dress Code, Footwear & Seasonal Guidelines
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Health, Guidance & Lost Property
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School Bus Policy & Campus Access
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Program FAQ, Privacy & Inquiries
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INTERNATIONAL SCHOOL

SOLTILO GSA INTERNATIONAL SCHOOL

SEASONAL PROGRAM
Parent & Guardian Official Handbook

(SUMMER | WINTER | SPRING ]

PARTICIPATING CAMPUSES
Bunkyo Motomachi ¢ Makuhari Bay-Park ¢ GSAIS Tachikawa

Comprehensive Bilingual Inquiry & Active Sports Curriculum

Program Managed by SOLTILO GSA Co., Ltd. / Global Step Academy Co., Ltd.
% Please read thoroughly before the first day of school. [ Ver.1.3 / Rev. 2026.11 ]
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Emergency Contacts & Absence Reporting Policy K' @

All Campuses Directory

m Campus Direct Contacts
+ ? Bunkyo Motomachi Campus
* Emergency TEL: 080-4098-5140 - Email: motomachi@soltilogsa.com
+ ? Makuhari Bay-Park Campus
* Emergency TEL: 043-307-5907 ¢ Email: aftermakuhari@soltilogsa.com
+ ® GSAIS Tachikawa Campus
* Emergency TEL: 042-512-8317 + Email: tachikawa@gsacademy.com

m Absence & Schedule Change Guidelines
£ Please report absences, late arrivals, and early pick-ups by 9:00 AM via email.
+ Deadline: Please notify the school by 9:00 AM on the day of attendance.
* Method: Please submit via campus email.
* Phone Calls: Phone lines are reserved for urgent issues only to ensure accurate record-keeping.

m Evacuation Shelters
- Designated Shelters: Motomachi: Motomachi Wellness Park | Makuhari: Makuhari Sohgoh High School | Tachikawa:
Tachikawa Park (Ganigara Square)
* Disaster Dismissal: In case of major disaster, updates will be sent via email. Children will only be dismissed face-to-face to
guardians.
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Handbook Table of Contents K' . @

Parent Handbook Guide

m Handbook Directory
« B Pick-up, Drop-off & Door Waiting Policy (Page 16)
« *_ [Ages 3-6 Preschool] Belongings Checklist (Page 17)
« “.. [Grades 1-6 Elementary] Belongings Checklist (Page 18)
« 7" Dress Code, Footwear & Seasonal Guidelines (Water Play: Summer Only) (Page 19)
* 3 Health Management, Positive Guidance & Lost Property (Page 20)
* g= School Bus Policy & Campus Access Links (Page 21)
+ ? Program FAQ & Campus Contact Inquiries (Page 22)

m Important Guidance Notes
* This handbook sets standard operating procedures for Motomachi, Makuhari, and Tachikawa campuses.
* [Belongings Pages] Separated into Preschool (Page 17) and Elementary (Page 18) checklists.

« [Summer Season Only: Water Play] Elementary students have NO water play. Preschool water play is held ONLY on notified
days.
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Pick-up, Drop-off & Door Waiting Policy

Arrival & Departure Procedures

m Key Pick-up and Drop-off Rules
£3 Please present the Pick-up Card at every dismissal.
+ Door Waiting Policy: Please wait outside the entrance doors in an orderly line until doors open (8:50-8:55 AM). Entry before
opening time is strictly prohibited.
* Pick-up Card: Children will only be released to guardians presenting the official Pick-up Card issued on the first day.
* Designated Pick-up Person: Prior email notification and photo ID are required for third-party pick-ups.
+ Age Rules: Preschoolers (Ages 3-6) require face-to-face handover (no solo dismissal). Elementary students may depart
independently ONLY with prior email consent.
* After Course Arrival (from 14:30): For children coming directly from another school or preschool, please notify us in advance by
email how your child will arrive (accompanied by a guardian, or, for elementary students, traveling alone) and the expected
arrival time. If your child has not arrived by that time, the school will contact you. If your child cannot attend or will be late,
please email us on the day.
* Arriving by Car or Bicycle: On-street parking is strictly prohibited, even for a short time, as it disturbs neighbors and obstructs
traffic. Please use public transportation or a nearby coin parking lot. For bicycles, please use the designated bicycle parking at
each campus.
? FAQ: What happens if a guardian is late for pick-up?
=> Children will wait safely inside campus. An extension fee of ¥1,500 (tax incl.) per 30 minutes applies after the course end time. Please notify the
school immediately via email if running late.
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[Ages 3-6 Preschool] Belongings Checklist
Daily Items & Utensil Rules

© [Applies to: Ages 3-6 (Preschool & Kindergarten)] — Packing Guide for Preschool & Kindergarten

Notice: This page applies strictly to Preschoolers (Ages 3-6). Please verify student grade.

m CRITICAL WARNING: Essential Items & Prohibited Utensils
£ Chopsticks & knives are STRICTLY PROHIBITED for safety reasons!

« @ Bring a case-enclosed Spoon & Fork set daily (No spare cutlery provided).
* (@ Chopsticks and knives are STRICTLY PROHIBITED for Ages 3-6 (Injury/choking hazard).
+ @ Bring an Outdoor Shoe Bag to store street sneakers upon entering campus.

[[] Preschooler (Ages 3-6) Daily Packing Checklist

Check [Item /Belonging Details & Preparation Notes
O English Full Name Label all clothing, shoes, stationery, and bags with child's name in Romaji
m] Water Bottle Daily hydration (straw or direct-drink spout)
O Packed Lunch (Ice Pack) Home lunch students only (Ice packs required in summer. Not required if school lunch is

selected at registration)

m| Spoon & Fork Set Case-enclosed spoon and fork set (NO chopsticks or knives)

O Change of Clothes 1-2 complete sets in a labeled ziplock bag (top, bottom, underwear, socks)
O Long-sleeve Smock Art & craft smock with long sleeves (Aprons not permitted)

O Indoor Shoes (Uwabaki) Comfortable canvas indoor shoes (Kept separate from outdoor sneakers)
m] Outdoor Shoe Bag Drawstring bag to store outdoor sneakers upon entering campus

O Plastic Bags (3) Plastic bags for storing damp or soiled clothes

m Item Storage & Nut-Free Policy (FAQ)
+ Daily Return: Water bottles, lunchboxes, cutlery, shoe bags, and soiled clothes go home daily.
« Campus Storage: Indoor shoes (Uwabaki) and art smocks can be stored at school until the term ends.
* Nut-Free (All Campuses): Food containing peanuts or tree nuts is strictly prohibited to prevent severe allergic reactions.
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[Grades 1-6 Elementary] Belongings Checklist
School Supplies & Regulations

© [Applies to: Elementary Grades 1-6] — Packing Guide for Elementary Students

Notice: This page applies strictly to Elementary Students (Grades 1-6). Please verify student grade.

m Elementary Guidelines

£ English full name labeling & shoe bag required for all items.
* Please label all clothing, stationery, and belongings in Romaji to ensure proper identification.
* Bring an Outdoor Shoe Bag to store outdoor sneakers upon arrival.
* Please also bring indoor shoes (uwabaki) and 3 plastic bags for damp or soiled clothes.

[[] Elementary (Grades 1-6) Daily Packing Checklist

Check [Item / Supply Details & Preparation Notes
O English Full Name Label all stationery, folders, and personal belongings in Romaiji
O Water Bottle Filled water bottle (water or unsweetened tea)
O Packed Lunch (Ice Pack) Home lunch students (Ice packs required in summer. Not required if school lunch is

selected at registration)

m| Cutlery Set Spoon/fork or chopsticks enclosed in a case

O A4 Clear Folder For bringing home daily worksheets and art creations (1 folder)

O A4 Notebook For class notes and daily activities (1 notebook)

=] Outdoor Shoe Bag Bag to store outdoor sneakers inside cubby

m] Pencil Case Set Two 4B pencils, eraser, safety scissors, glue stick, ruler, 12-color pencils
O Raincoat (umbrella) Please also bring a bag for wet items.

m Prohibited Items, Nut-Free Policy & Valuables Disclaimer (FAQ)
« Stationery Rules: Regular 4B pencils required for handwriting safety (No mechanical pencils).
* Prohibited Items: Video games, toys, comic books, personal snacks, and smartphones are strictly prohibited. All campuses are
nut-free: food containing peanuts or tree nuts is also strictly prohibited to prevent severe allergic reactions.
* Disclaimer: The school cannot accept responsibility for lost or damaged personal electronics or valuables.
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Seasonal Dress Code, Footwear & Water Play
Safety, Heat & Seasonal Guidelines

m Dress Code & Footwear Rules
£ sandals, crocs, and hoodies are strictly prohibited.
« Comfortable play clothes (No crop tops, hoodies, or jewelry).
« [Spats Required] Shorts or spats/leggings MUST be worn under dresses and skirts.
« [Footwear] Athletic sneakers with closed heels are mandatory. Crocs, sandals, and slippers are STRICTLY PROHIBITED.
* Hair & Nails: For safety and hygiene during activities, long hair must be tied back, and nails should be trimmed short once a
week.

m [Summer Season Only] Water Play Policy & Gear Requirements
« [Elementary Students (All Campuses)] Elementary students across ALL campuses have NO water play (No water play gear
needed). Regular sports and inquiry activities are conducted.
* [Preschool Classes (Motomachi & Tachikawa)] Water play days are NOT fixed. Water play is held ONLY on days specifically
notified by the school in advance. Bring swimsuit, rash guard, and swim towel ONLY on notified days.
+ [Makuhari Bay-Park Campus] Operates elementary classes only; water play is completely exempt.

m Seasonal Specifics & Heat Safety Guidelines
« 2 [Summer Season Only] Sun hat & outdoor shoe bag are strictly required for all students across all campuses.
« = Winter/ = Spring: Layered warm outerwear (No hoodies/strings/long dresses).
0 # [Winter / Spring Only: Infectious Iliness] If your child is diagnosed with influenza, COVID-19, RSV, hand, foot and mouth
disease, strep throat, or impetigo, please keep them at home and submit a guardian-completed Return-to-School Form upon
return. For measles, chickenpox, mumps, rubella, whooping cough, pharyngoconjunctival fever (swimming pool fever),
tuberculosis, etc., a doctor-completed Medical Release Form is required. After 3 consecutive days of absence, or when returning
after being sent home due to iliness, the school may request a doctor's certificate. The return date follows the certificate or
form.
+ j Heat Safety (Summer Season Only, WBGT): If WBGT exceeds 31°C, outdoor sports are suspended and moved to
air-conditioned indoor facilities.
* I\ Severe Weather: If a typhoon or heavy snow warning is in effect at 6:00 AM, closure will be considered and announced by
email by 7:00 AM.
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Health Management & Positive Guidance
IlIness, Guidance & Lost Belongings

m Stay-Home Sickness Standards
£ Please stay home if child has fever or symptoms of infectious illness.

* Fever of 37.5°C+ or fever of 38.0°C+/antipyretic use within the past 24 hours.
* Vomiting, diarrhea (watery stool 2+ times), or severe cough.

m Medical Forms, Positive Guidance & Lost Items
* Medical Forms: Advance declaration required for all allergies (EpiPen requires prior meeting). A doctor's certificate or
guardian-completed Return-to-School Form is required after designated infectious diseases.
« Allergy Declaration, Lunch & Snacks: Please enter allergy details in the relevant field of the registration form. If the school
cannot provide lunch or snacks due to severe allergies, we may ask you to bring your own. The school cannot take responsibility
for allergic reactions if allergies were not accurately reported in advance.
* Injuries: If an injury occurs during the program, staff will give first aid, contact the guardian urgently, and take the child to a
medical facility if needed. The time, cause, and treatment will be reported to the guardian as an incident report.
* Positive Guidance: Conflicts are resolved through empathetic bilingual dialogue, fostering emotional growth and mutual
respect.
* Lost & Found: Unlabeled items will be kept at campus for 2 weeks after term end, after which they will be disposed of.

? FAQ: Can medication be administered on campus?
-> Medication cannot be administered by school staff for safety reasons without prior administrative approval.
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School Bus Policy & Campus Directory 7

Transportation Rules & Access Links

m School Bus Rules

£ Guardians must be waiting at the afternoon bus stop on time.
* Bus service availability (operating campuses, eligibility and fees) varies by season. Please refer to the guidance for each
seasonal program for details.

* Please wait at the bus stop 5 minutes early in the morning. If no guardian is at the afternoon bus stop, the child WILL NOT be
dropped off and will be returned safely to the school campus.

? Campus Directory & Scannable QR Codes
[Bunkyo Motomachi] [Makuhari Bay-Park] [GSAIS Tachikawa]

R R TTETRR BEREAAN—IKR GSAISILJI#&

SOLTILO GSA International School — Seasonal Program Handbook | Ver.1.3(2026.112¢ /&)



SoLTU-O Gsy

Program FAQ & Campus Contact Inquiries
Frequently Asked Questions & Guidelines

m Frequently Asked Questions
* Q1: Can I register for single days or get prorated refunds?
- Registrations are conducted on a weekly term basis (1 term = 4-5 days) for curriculum consistency. The 5-day package fee
does not change, and no refunds are given when only some of the days are missed or cancelled, including absences due to
illness or family circumstances. Cancellations and refunds are possible up to one month before the program start date. After
that, no cancellations or refunds are possible. To cancel, please contact the school directly by email.
* Q2: Are make-up lessons available for personal absences?
- Make-up classes are not available for personal absences due to fixed term class groupings. Make-up classes and refunds are
also not provided in the event of closures or service changes due to severe weather, natural disasters, or the spread of infectious
disease.
* Q3: How are snacks provided?
- Pre-packaged snacks are provided by the school to students in the Main, Extended, and After courses. (Please consult us in
advance if your child has allergies.)
* Q4: What happens if a class does not reach the minimum number of participants? = The class may be cancelled. In that case,
the full tuition will be refunded.

m Social Media Privacy & Campus Inquiries Directory

* Social Media Privacy: To protect student privacy, guardians are strictly prohibited from posting photos/videos of other students
onto social media (Instagram, X, LINE, etc.).
* Photos, Videos & Personal Information: The taking and use of photos and videos during the program, and the handling of
personal information, follow the separate Personal Information & Photo Consent Form. Please review it and select your consent
options when you register.
« Campus Support Directory: For inquiries or support during the program, please contact your campus administrative team via
email:

* Bunkyo Motomachi: motomachi@soltilogsa.com (Emergency TEL: 080-4098-5140)

* Makuhari Bay-Park: aftermakuhari@soltilogsa.com (Emergency TEL: 043-307-5907)

* GSAIS Tachikawa: tachikawa@gsacademy.com (Emergency TEL: 042-512-8317)
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