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1. General Provisions

1. Rules

In order to facilitate the smooth operation and management of the Victoria Japanese Heritage
Language School Society (hereafter VJHLSS), we shall comply with the following school rules and
guidelines. The operation of the school shall be conducted in compliance with the VJHLSS Society Act
Constitution.

2. Statement of Purpose

The VJHLSS's purpose is to support our students from 4 years old and up to communicate effectively in
Japanese (listening, speaking, reading and writing), and to provide them with the opportunity to have a
better understanding of Japanese culture, traditions and customs.

2. School Year/Capacity and Number of Classes
1. Classes

The VJHLSS consists of 12 classes from Preschool to JH3, with one class for each grade. As a general
principle, the maximum number of students shall be decided by the class teacher and the Principal.

2. School Year
The academic year of VJHLSS is based on a school year calendar of local schools (SD61), and is
determined through consultation between the Board of Directors and the teachers.

3. Number of Classes
Classes will usually be held on Fridays and the average annual number of classes is
34 days.

4. Cancellation of Classes
Classes may be cancelled in times of emergency, disaster, extreme weather or if the Board and the
teachers decide it's necessary. Students’ parents will be notified of the cancellation by mass email, etc.

3. Enroliment/Withdrawal/Expulsion/Suspension/Re-admission/Graduation
1. Admission

The admission of the student shall be decided under the judgement of the Board of Directors after a
discussion with the teachers.

2. Qualifications

The student must be toilet-trained, must possess an age-appropriate understanding of the Japanese
language and must be able to follow the teacher’s basic instructions. If these criteria cannot be met,
regardless of the class level, the student will be considered to require special assistance during the class



and the school must be notified of this requirement by the parents. The school shall decide whether the
student will be qualified for enroliment after an interview and assessment. Depending on the result of
this interview/assessment, a support worker who supports the student in and outside of the class and
who assists him/her with homework, or an assistant who specializes in special needs and speaks and
understands Japanese must be arranged by the student’s parents to support the student during the class
after consulting with the Principal and the Board.

To be qualified for the preschool class, the student must be 4 years old by the end of December of the
school year.

3. Admission/Application

The application process includes filling in the required documents and submitting them to the Board of
Directors. Annual membership fees, tuition fees, and other miscellaneous expenses must be paid by the
designated date.

The required documents are: the application form, the medical waiver form, and the consent form, etc.

Those students whose parents read and understand the School Rules and Guidelines and the VJHLSS
Society Act, etc. and sign the documents shall be admitted to the school.

Enrollment procedures are conducted each year. If you have completed the academic year you have
applied for and wish to continue into the next academic year, you must complete the relevant enrollment
procedures for that academic year.

4. Class Level

As a principle, the class level shall be determined based on the grade the student’s in at their local
school. However, in special circumstances, the Board and the teachers may decide on the level fit to the
student, based on their academic abilities and their development level. Also, there may be some cases in
which the student will be given an interview and assessment by the Board, Principal, and teachers or
asked to participate in a trial session to determine the level of Japanese which fits their development the
best.

5. Trial session
Those who request a trial session before enroliment shall fill in the specified form and submit it to the
Board of Directors to receive a free trial for the first class.

6. Withdrawal

A parent or guardian may withdraw their child in the middle of the school year by notifying the Board by
filling in the withdrawal form and submitting it to the Board. Withdrawal can be done at any time;
however, the student shall be considered as present until the withdrawal form is officially submitted to the
Board. Upon withdrawal, the parent must notify the Board of Directors and the class teacher. Refer to the
refund policy on our website for the details of the tuition refund.

If students have completed the academic year which their parents or guardians applied for and have
notified the board of directors that they do not wish to continue to the next year, the students will be
automatically withdrawn at the end of the academic year.

7. Disciplinary Measures

The disciplinary measures include advice as to expected conduct, verbal and written reprimands,
suspensions and expulsion. If a student fails to follow school rules or class rules despite repeated
warnings from the class teacher, the class teacher, principal, and the student's parents/guardians (and
the student) meet to discuss ways to improve.

If there is no improvement after the meeting, the school (teachers and board members) will discuss
reprimands. If a disciplinary decision is made, the school will issue a verbal and written warning to the
student and parents/guardians, and discuss remedial measures once more.

If there is no improvement in the behavior of the student even after being reprimanded, the school may
order the student to be suspended or expelled.



Suspension and expulsion are intended for those who fall under any of the following items and whose
behavior has not improved even after receiving disciplinary action. For serious offences or malicious acts
that threaten the safety of other students or staff, the school may choose to expel a student immediately.

Unacceptable behaviors include:

a. Physical or verbal violence, harassment and threats to other students, teachers and assistant
teachers.
b. Actions that repeatedly interfere with the learning of other students.
c. Actions that prevent the school from renting the school space, such as causing
damage to the rental property and equipment.
d. Actions that threaten the order and morale of the school, and are contrary to the role
of the students.
(Example: lllegal conduct, bullying, creating unsafe conditions)
e. Other conduct and behaviors that are considered equivalent to the above mentioned
violations.
The same refund policy (refer to the VJHLSS website) shall apply to those who are expelled from the
school, and the date of withdrawal shall be regarded as the day of expulsion.

8. Re-admission

Students who were enrolled in VJHLSS in the past and withdrew from the school can be readmitted
after completing the enroliment procedures. However, students who have been reprimanded or
suspended are required to have an interview with the principal and the board, and will only be accepted if
deemed eligible for readmission. In principle, re-enrollment of students who were expelled from VJHLSS
in the past is not permitted.

9. Graduation

Graduation shall be determined by the successful completion of the 12th level of the school, and the
student must be present at the end of the school year. All the graduating students shall receive a
graduation certificate. The JH3 students who are qualified to graduate are required to have studied in our
JH class for more than a year and are scheduled to graduate or are certified to graduate from their local
high school.

The graduation certificate shall be presented at the graduation ceremony at the end of
the school year.

10. Expenses
The members are required to pay the membership fee, tuition, textbooks and
photocopies, etc.

4. Principal, Teachers and the Board of Directors
1. Principal
The Principal is responsible for school affairs, and monitoring and providing guidance to the teachers.

2. Teachers
Teachers are responsible for the education of students. The details in relation to hiring, job description,
duties and salaries of the teachers shall be stated in a separate document.

3. Assistant Teachers
The primary duty of assistant teachers is providing support for the classroom teacher during class, and

is not responsible for providing personal support for students’ behavior or actions.

4. Board of Directors



The primary duty of the Board of Directors is the smooth operation of the school. This shall be
conducted based on the idea that the Board members, Principal, teachers and parents will work together
to establish and maintain a safe, caring and orderly environment for the purpose of learning for all
students. The election, job description, duties, and other detailed regulations of the Board of Directors
are stated in the VJHLSS Society Act.

5. Revisions

1. In keeping with the spirit of collaboration, proposed revisions to the VJHLSS Rules and Guidelines
must be approved by the Board of Directors, Teachers and Parents. The Board and Teachers will review
proposed revisions and will communicate the proposed revisions with a recommendation (approve or do
not approve), to parents by email using the school distribution list. Parents will have 7 days to comment.
Where no substantive comments are received, the recommendation of the Board and Teachers will be
deemed accepted.

[Supplementary provision]
1. The VJHLSS Rules and Guidelines shall be effective as of April 1st, 2016.
2. Revised as of September 1st, 2022
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