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Parent Handbook
2022-23
The terms and condition of admission to the Dreaming Child Institution (“School”), is subject to term and conditions set  out in this Policy Handbook (“Handbook”). The terms of this Handbook shall bind the students of this School as well as  their parents / guardians, who hereby confirm that they shall not act in any manner which shall be in non-compliance  with these policies and guidelines.
I. DEFINITIONS AND INTERPRETATION 
Words used but not defined hereunder shall have the meaning ascribed to the respective terms under  general parlance in the educational sector. 
Unless the context otherwise requires, the following words used in this Handbook shall have the meanings  ascribed to it hereunder: 
“School” shall mean the Dreaming Child, being an educational facility engaged in the business of  nursery/daycare/childcare / pre-school, established as a sole proprietorship concern in the year [2010],  having PAN No. [AMLPK9961B], and registered office at [15 Shaheed Jeet Singh Marg, Qutab Institutional  Area]. 
“Teacher” shall mean the independent professional, having the qualification, skill and expertise to teach,  mentor and supervise Students attending the School and / or events of the School. The Teachers are  appointed by the School under specific Teacher Retainership Agreements executed with them. 
“Student” shall mean a child under the age of 6 (six) years, having sought admission to the School and  granted admission in accordance with the admission process laid down by the School.  
“Guardian” shall mean such persons who have been appointed as guardian(s) of the Student, in terms of the  Hindu Minority and Guardianship Act of 1956 and Guardians and Wards Act, 1890, as the case may be. 
“Parent” shall mean the biological, adopted or step-father or the biological, adopted or step-mother of the  Student, as the case may be. The term Parents shall be construed accordingly to mean, the biological,  adopted or step-father and the biological, adopted or step-mother of the Student, as the case may be. 
II. ADMISSION AND ATTENDANCE 
Admission: 
2.1 Admission to School shall be taken by a prospective student only during the month of April by way of an  application duly filed and signed by the Parent / Guardian of the prospective student.  
2.2 The application form shall be available in hard copy at the School’s office.  
2.3 The decision as to admission shall be made by the School by way of necessary examination and  assessment conducted by the management or representatives of the School. The schedule as to application,  assessment and decision making shall be notified by the School in such manner and at such time as it may  deem fit.
2.4 Upon admission of a Student being confirmed by the School, the School shall organize an  orientation/meeting with the Parents / Guardians to notify them as to the start the Term, period, policies as  well as the curriculum involved. The School shall also allow the Parents/Guardians to undertake a general  inspection of the School premises and organize a meeting with the Teacher-in-charge regarding the  admission formalities and discuss such concerns as they may so require.  
2.5 Upon admission being finalized, the Parents/Guardians shall pay the School Fee as prescribed under  Para VII below. 
2.6 The School shall accordingly issue an identity card to the Student which shall be carried by the Student at all times and presented at the gate for entry into and exit from the School. 
Attendance: 
2.7 The term of admission of a student shall be 12 months in an annual year starting from April to March  (“School Term”) which shall include 25 (twenty five) day of summer vacation and 28 (twenty eight) days of winter  vacation and additional Festival Holidays. 
2.8 School shall operate for students during 5 (five) days a week, i.e. from Monday to Friday.  
2.9 The School timings for the Student shall be notified by the School from time to time, as per the batch in  which admission is sought. 
2.10 In the event that a student is unable to attend to the School on a given day, he/she should intimate the  School through a message on the Google Classroom or email on info@dreamingchild.in   
2.11 The School appreciates regular attendance as well as punctuality on the school working days. Students  shall be counted tardy when they arrive after school begins and up to 30 minutes afterwards. 
III. DISCIPLINE AND CODE OF CONDUCT 
3.1 Discipline in the school is a prerequisite to the creation of an effective learning atmosphere. Accordingly,  the Parents / Guardians of Students, are required to ensure compliance with the following rules and  regulations:  
a. Show respect for administration, teachers, aides, and other employees and staff members of the School.  b. Improper actions, such as rudeness, foul language, pushing or the lack of respect for others, will be  reprimanded.  
c. Prevent any damage to the property of the School. Parents / Guardians recognize that Students will be  charged for any damage caused to property of the School, or the staff / other individuals, on the premises of  the School.  
d. Ensure participation in workshops, seminars and events organized by the School. 
e. Undertake such evaluation, assessment and tests, in complete honestly, as may be organized by the  School. 
f. Parents / Guardians shall always carry their Identity Cards, printed and issued by the School,  representing their admission at the School. The ID card shall always be presented at the entrance of the  School gate, every morning.  
g. Refrain from using electronic devices including mobile phones, in the School premises. Parents must speak softly and minimally in the school premises. Photography in school is strictly prohibited. 
h. Follow / obey with such other rules, regulations and directions as may be notified by the School from time to time. 
IV. ANTI-BULLYING POLICY 
The School maintains a zero tolerance policy against any form of bullying. This includes verbal abuse,  physical abuse, written messages or cyber-bullying. Upon report and confirmation of an allegation,  successive steps of interventions will begin. These interventions will include conferences with child and/or  parent or guardian, by an administrator or the guidance counsellor, reference of matter to disciplinary 
committee constituted by the School and can even result in eventual suspension and expulsion of the  Student from the School. 
V. DRESS CODE 
5.1 The Parents / Guardians shall appreciate that education is directed toward the improvement of the  student’s complete personality. Accordingly, appropriate dressing of the Students shall be encouraged.  5.2 The School appreciates the principle that “The way we dress influences the way we act.” Accordingly,  the School has set out the following dress code on the underlying rationale of dignity and propriety with  specific stress on comfortable, clean, and neat appearance.  
5.3 Students are required to adhere to the dress code during the school year. We request cooperation from  the parents / guardians in helping us implement and maintain the school’s dress code discipline. 
• Casual breathable clothing comfortable for the Student preferably in natural material. Clothing in synthetics shall be avoided. 
• Socks and shoes shall be worn by everyone which can be easily removed by the Student himself/herself. 

5.4 Parents/Guardians shall also provide one set of outdoor shoes, one pair of clothes, one cap, two hand  towels, a medium sized towel and a handkerchief to be kept . The School shall ensure hygienic and safe storage of the same to be used only  for the benefit of the respective Student. 
5.5 It may be noted that the principal / administrator / director of the School will make the final decisions  with respect to the any questionable apparel/dress. The decision of such administrator/director/principal  shall be final.
VI. HEALTH AND SECURITY 
6.1 The School undertakes to provides the Students with a secure and hygienic environment. The School  undertakes thorough cleaning of the premises twice a day, including washing and sterilizing of toys, books,  and other belongings. The School also ensures regular fumigation and disinfection of the premises, as and  when required.  
6.2 The School also undertakes regular fire safety and medical drills. The Teachers are required to undertake  mandatory first aid and medical training for the safety of the Students.  
6.3 At the time of admission to the School it is the responsibility of the Parent / Guardian to intimate the  School in writing, regarding any health / medical condition, if any, of the Student. The Parent / Guardian  shall also ensure to provide emergency contact details, which coordinates and shall be readily accessible by such  Parent / Guardian.  
6.4 The Parent / Guardian shall also regularly update the School or the Teacher in charge of managing the  Student, regarding any reformed or regressing medical conditions of the Student.  
6.5 In the event that the Student shows any symptoms of sickness, before coming to School, the Parent /  Guardian shall inform the respective Teacher in charge regarding the said condition, who shall then assume  responsibility to act with complete diligence and care during the course of the School working hours.  
6.6 In the event that the Teacher notices any symptoms of sickness in the Student, during the School  working hours, the Teacher shall be responsible to immediately contact the Parent / Guardian of the  Student and the Student shall be sent home. The Parent/Guardian shall ensure that the Student returns to  School only once the Student is completely fit to resume School efficiently and comfortably.  
6.7 In case the Parent / Guardian or Teacher notices any symptoms of sickness which may be contagious in  nature, the Student shall be mandatorily required to take leave of absence and shall not be permitted to  resume School until the Student is found to be mentally and physically fit to thus resume. To this effect, the 
Parent / Guardian shall produce a medical certificate of fitness from a doctor, certified to practice under  Indian Medical Council Act, 1956. 
6.8 The School will act under constant vigilant care and diligence in maintaining the health and hygiene of  the Students and the School premises. However, the School, its management and staff members assume no  responsibility in respect of negligent behaviour on the part of the Parents/Guardian.  
6.9 The Parents/Guardian also hereby confirm that they have voluntarily inspected the School premises, and  communicated with the Teachers as well as management of the School and have admitted the Student to  the School only after all absolute and necessary inspection has been undertaken. No claims against the  School, its management or Teachers shall therefore be entertained in respect of unsatisfactory conditions. 
6.10 The Parents agree to share their Covid Vaccine certificates for themselves and any other Guardian who may drop or pick the child. 
6.11 The Parent agrees to all safety measures against the spread of the Covid 19 including daily temperature check, sanitization, wearing of mask and maintaining social distancing. 

VII. SCHOOL FEES 
7.1 The Parent / Guardian shall be informed by the School of the Fees payable in respect of admission of the  Student. The Fee is payable on a quarterly basis by the 7th of April, July, October and January. The Parent is committed to the pay the fee for all four quarters. The Fee will not be reduced in the case of shifting the sessions online due to the Covid Pandemic or any other situation out of the school’s control. The Parent/  Guardian shall be responsible to pay a late payment fee of Rs.500/- per week for the period of delay. 
 7.2 The Parent / Guardian shall also be required to pay a non-refundable annual fee at the time of  admission and a security deposit which shall be refunded at the time of leave of the Student from the  School. An annual maintenance fee, amount whereof may be notified by the School from time to time, shall  also be paid at the end of the first year in case such Student opts to take re-admission in the second year.  7.3 The aforesaid fees and deposit shall be paid via the website – www.dreamingchild.in 
7.4 No cash shall be exchanged with the School or the representatives of the School, for any reason  whatsoever, unless an official request is made and a receipt thereof is issued by the School authorities. 
7.5 Parents are committed to pay the tuition fee for all the four quarters of the Academic year.
7.6 In case of dishonoured financial obligations, the School reserves its right to terminate admission of the Student and take such necessary action, including  legal action, as may be deemed fit by the School.  
Provided However that, except in case of a Force Majeure Event, the School shall not revise its Fee structure  in the middle of an ongoing School Term and can only be revised at the end of a School Term.  
7.7 The School reserves its right to notify the fees and deposit applicable in the particular annual year and to  
make such necessary annual revisions to the fees and deposits as shall be in compliance with the  applicable laws. 


VIII. PARENT TEACHER MEETINGS
8.1 The School organizes Parent – Teacher Meetings 2 (two) times in a year, i.e. September and March. 

8.2 The Parents / Guardians shall attend each Parent - Teacher Meeting organized by the School, within the time  which is communicated by the School. Provided here that where both Parents are available for the daily care of the  Student, both Parents shall be required to attend to such meetings.  
8.3 The Parents/Guardians and Teachers shall discuss the regular progress of the Student. The Teacher shall  produce records of attendance of students, and each evaluation undertaken of the Student. The Parents/Guardians of  the Student shall attempt to understand any concerns the Teacher may communicate and ensure the progress of the  Student. 
8.4 The Teacher shall report any specific student difficulties, academic or social, to the School’s management and,  with their assistance, communicate with the student’s parents in order to effect and appropriate solution to the  problem 
8.5 The Parents/ Guardians shall attempt to communicate any concerns regarding the Student at these meetings. 

8.6 The School may at its own motion or on request of the Parent / Guardian, organize an out-of-turn meeting for  the benefit of the Student. 

8.7 If the Parent have additional  concerns/queries they are not to discuss the same with the class teacher at the children’s arrival or dispersal time. The concern is to be shared with the school via email to info@dreamingchild.in

8.8 Parents are not to share concerns with the teachers during the school hours of 8.30 to 1 pm. They are only to share their concerns at the Reception with the Administrative staff and follow up the same with an email sent  to info@dreamingchild.in. Only after an email is received the formal process to resolve the concern is initiated. 

8.9 Parents are not to share concerns as a collective group. All concerns/feedbacks/queries are addressed in a one to one interaction with the concerned parent. 
IX. RESPONSIBILITIES OF THE PARENTS / GUARDIANS 
9.1 The Parents / Guardians shall ensure punctuality in attendance of the Students.  
9.2 The Parents / Guardians shall inform School of any health / medical conditions immediately on such condition  coming to the notice of the Parent / Guardian.  
9.3 The Parent will be responsible to send healthy tiffin boxes with their children to school for their snack time. Parents are to note that refined sugar and flour is to be avoided.  Even on Birthday celebrations cakes with refined sugar and flour are not allowed. 
9.3 The Parents / Guardians shall acquaint themselves with the Google Classroom application of the School. Access to the application shall be available by way of creating an account in the name of the  Student, immediately after admission of the Student has been confirmed by the School. Step by step process for  creating the said account shall be shared by the School. The Parent / Guardian shall ensure to communicate with the  School and / or the Teacher in charge, through this application.  
9.4 Regular updates and evaluations of all Students shall be updated in the relevant section of the aforesaid  application. The Parents / Guardians shall ensure to regularly check updates of the same on the application and provide  necessary feedback to the School, from time to time.  
9.5 The Parents / Guardians shall ensure the Student attends workshops and outdoor events organized by the  School. The Parent / Guardian hereby consent to the attendance of the Student at the said events under the care and  guidance of the Teachers appointed by the School.  
Provided also that, any one of the Parent / Guardian shall be permitted to attend to outdoor workshops, along with the  Student for their supervision and care. 
9.6 The Parent / Guardian is expected to refrain from engaging the Teachers in any outside activity, which competes  with the business of the School, which shall be deemed to hamper the functioning of the School.  
9.7 The Parent / Guardian shall not exchange any gifts / money with the Teachers of the School, in any form  whatsoever, to ensure equality and prevention of bias. 
9.8 The Parent / Guardian recognizes that the Teacher is expected to act with high level of diligence, discipline,  efficiency and initiative, in undertaking his/her activities and shall accordingly not hold the School responsible for any  negligent behaviour on the part of the Teacher.  
9.9 The Parent / Guardian recognize the confidential nature of the curriculum and teaching material prepared only  for the Students of the School. Accordingly, the Parents / Guardians shall not divulge any information or material  prepared for the purposes of the School to any person outside the School and shall not claim any intellectual property  right in any material or teaching aids prepared for and on behalf of the School. 
9.10 The Parent / Guardian shall ensure regular medical check-up of the Student to be undertaken at recognized  pathological centers and reports whereof shall be submitted to the School at the beginning of the next semester. In the  event that the Parent / Guardian is informed of any medical condition requiring emergent care, the Parent / Guardian is  obligated to inform the School of the same at the earliest.  
9.11 The Parent / Guardian shall cooperate with the School and the Teachers in conducting regular inspection of the  belongings of the Student in order to ensure compliance with discipline and code of conduct established by the School.  
9.12 The Parent / Guardian shall cooperate with the School and the Teachers in tests, assessments and evaluations  conducted by the School.  
9.13 The Parent / Guardian shall ensure that it shall in no way disrepute the School either intentionally or  unintentionally, for any reason whatsoever. In case of Disciplinary Action taken by the Parent /Guardian or the Teacher, 
the Parent / Guardian shall act with due care and diligence to prevent damage to the goodwill and reputation of the  School.  
9.14 In the event of breach or non-compliance with any of the terms of this Policy Handbook, the School reserves its  right to take such necessary, including legal action, as may be required and claim such damages from the Parent /  Guardian / Teacher, as it may so deem fit. 
X. TERMINATION OF ADMISSION 
10.1 The admission of the Student is deemed to be terminated by the School at the end of the School term of 12  months.  
10.2 The Parent / Guardian may seek re-admission of the Student upon satisfactory completion of the aforesaid  period.  
10.3 The admission of a Student may be pre-maturely terminated by the Parent / Guardian by giving a written notice  to the School describing the reasons for early termination of the admission. In such a case, the annual fee or any part  thereof, shall not be refunded.  
10.4 The admission of a Student may also be pre-maturely terminated by the School by giving a written notice to the  Parent / Guardian. 
10.5 The School may also suspend or dismiss the Student, temporarily or permanently, as it may so deem fit, without  prior notice to the Parent/Guardian, in the following cases: 
a. Non-compliance with the policies and guidelines framed by the School; 
b. Initiation or pendency of disciplinary action against the Student; 
c. Pendency of any criminal action or investigation against the Parent / Guardian; 
d. The a Parent / Guardian is found to have (i) damaged property of the School or body of another student; and /  or (ii) misbehaved with staff members of the School or other Parents/Guardians; 
e. Such other reason as the School may in its sole discretion deem fit. 
10.6 It is however provided that before such suspension or termination without notice, the School shall mandatorily  allow the Parent / Guardian with a fair and reasonable opportunity to be heard.  
10.7 Upon termination or suspension of admission, the Parent / Guardian shall return to the School, all material ,  information, documents, property, teaching aid, files and CD's / pen-drives belonging to the School, that may be in the  possession of the Student or the Parents / Guardians for handing his/her due course of activities. 
XI. DISCIPLINARY ACTION 
11.1 The Parent / Guardian is informed that the School has established a disciplinary committee comprising of 3  members to be appointed by the School (“Committee”). 
11.2 All disciplinary action was taken by taken by the committee either by way of suo motu action taken by the  Committee or otherwise by way of an application made to the Committee.  
11.3 The Committee shall function independently of all other members of the School and shall therefore their  decision shall be final and binding on Parents/Guardians, Teachers, Students and the School. No claim shall therefore be  entertained against the decision of the Committee. 
11.4 A Parent / Compliant may register a complaint against a Teacher or another Student before the Disciplinary  Committee or may simply produce their feedback before the Committee, at any time during the functional term of the  School.  
Provided However that, before approaching the Committee, the Parent / Guardian shall establish with certainty that (i)  they have already approached the Teacher in charge who has been unable to resolve the issue by itself; or (ii)  approaching any of the Teachers may result in unreasonable bias and therefore the Parent / Guardian has no other  alternate efficacious remedy. 
Provided Further that, the Parent / Guardian shall not resort to any litigation unless the issue has been first brought to  the notice of the management of the School and the Disciplinary Committee.  
11.5 Upon reasonable analysis of the issue, if the School is of the opinion that a criminal offence requiring immediate  attention is involved, the School may along with the Parent / Guardian concerned, approach the concerned officials and  take necessary legal action.  
11.6 A Teacher who has been approached by the Parent / Guardian of such a compliant, shall immediately notify the  management of the School of the action, omission or conduct of the person complaint against as well as his/her ability  or inability to act on the same.  
11.7 In the event that the Committee is convinced that the Teacher is unable to resolve the concerned issue, it may  direct the same to be heard by another Teacher, senior to the former; or take suo motu action on the complaint /  feedback registered.  
11.8 The Committee shall summon both parties concerned and hear both sides of the issue before making an  informed decision. The Committee may meet such number of times in this regard as may be necessary. However, the  Committee shall make its decision on the issue within 6 (six) months from the date of registration of the  complaint/feedback.  
11.9 Detailed minutes of the meeting shall be prepared by the Committee and the decision shall be made by a  majority, which shall be recorded in writing and submitted to each party to the dispute. The decision of the Committee  shall be final and binding.  
11.10 Similarly, a Teacher may register a complaint against (i) another Teacher for failure comply with the Duties and  Responsibilities provided at Clause 6 of its Teacher Retainership Agreement; or (ii) a Student, for failure by the parent /  Guardian to comply and ensure compliance with the terms of this Policy Handbook.  
11.11 Only such cases shall be referred to the Committee, where the Teacher has communicated its inability to be  resolve the same by the Teacher himself/herself, within its allocated authority. The Committee shall then follow the  same process as laid down in Para 11.7 to 11.9 above.  
11.12 Pursuant to the decision of the Committee, a Teacher or Student, as the case may be, may be suspended, or  expelled / dismissed from the School, as may be deemed appropriate by the Committee. 
XII. GENERAL UNDERTAKINGS 
12.1 The Parent / Guardian hereby confirms and provides the following undertakings in respect of the admission of  the Student: 
a. The School shall be authorised to undertake such assessments and evaluations as it may be required and  determined by the School. The promotion or satisfactory completion of the pre-school course by the Student, is subject  to performance review by the management of the School. 
b. The Parent / Guardians hereby permit attendance of their children to off-site workshops and events organized  by the School for the benefit of the Students. 
c. To pay such fees and deposits and increments thereof as may notified by the School from time to time.  
d. To ensure hygiene and health of their children with the reasonable understanding that the same could have  necessary impact on the health and hygiene of other Students who attend School.  
e. To ensure that the Students do not attend to School when the School is declared closed or during mandatory  summer vacation or during Force Majeure Events. 
f. To permit random inspection of their children by the Teachers, in a reasonable and respectful manner, to ensure  compliance with dress code and other disciplinary norms set out hereunder. 
g. Regular medical and physical analysis of students. 
h. To take the necessary disciplinary action as may be required in terms of this Handbook. 
i. Not to engage Teachers outside of School for any act or assistance in work or studies, or for day care of their  children, whether or not admitted as Students in the School, in competition with the business activities of the School. 
j. The Parents / Guardians also confirm that they shall be liable for disciplinary action in case of a breach / non compliance with any of the terms of this Handbook. 
XIII. FORCE MAJEURE 
13.1 A person shall be prevented from performing its obligations by reasons of force majeure including but not limited  to fire, flood, earthquakes, storms, typhoons, explosions, action of the elements, acts of God, governmental restrictions,  accidents, epidemics, strikes, lockouts or other labor disputes or storage, inability to obtain or shortage of material  equipment or transportation, insurrections, riots or other civil commotion, war, enemy action, acts, demands or  requirements of the governments or military authorities in any states or by other causes beyond its control (“Force  Majeure Event”).  
13.2 The School shall provide a written communication of the occurrence of such Force Majeure Event, as soon as  possible, describing the immediate action being taken or proposed to be taken by the School, to ensure best disaster  management. 
XIV. NO AGENCY AND NO EMPLOYMENT 
14.1 It is hereby clarified that the Teachers are representatives of the School however they act as independent  contractors / professionals and shall not be treated as agents or employees of the School. Accordingly, the School shall  not be held vicariously responsible for any act, omission or negligence on the part of any of the Teachers. 
XV. COPYRIGHT 
15.1 Any and all copyright and other intellectual property right in the teaching material, documents, data or  information, provided during the School Term, is the exclusive property of the School.  
15.2 The Parent / Guardian hereby confirms that it shall not claim any interest in or contest the ownership of  intellectual property in these documents and materials made available to or in its possession.  
15.3 The School however hereby authorizes the Parent /Guardian to use such information / material on license basis for  the benefit of the Students, only during the School Term for which their child has been admitted as a Student of the  School.

XVI. CONFIDENTIALITY 

16.1 The Parent / Guardian shall, unless required by law, maintain as confidential the teaching material  provided to the Students, information and guidelines & policies under this Handbook, as may be required. 

16.2 Any information and/or contents thereof made available by the School or prepared by the Teacher for the  benefit of the School, including any teaching material, shall not be disclosed by them to any other person, without the  prior written consent of the School. 

XVII. NOTICES AND COMMUNICATION 

17.1 All communication with the School shall be made at the following details: 
          Address: 15 Shaheed Jeet Singh Marg, Qutab Institutional Area, 110016 
          Phone Number: 8826231061/9873459656 
          Email ID: info@dreamingchild.in 


17.2 The School also uses Google Classroom application.  The  Parents / Guardians may also communicate with the      School, through the relevant mailing section of the application.
        I acknowledge that I have read, and do hereby accept the terms and conditions of the Dreaming Child Policy. 
__________________________________________________
Father’s/Male Guardian’s  Name and Signature 


___________________________________________________
Mother’s/Female Guardian’s  Name and Signature


Dreaming Child, 15, Shaheed Jeet Singh Marg, Qutab Institutional Area, Delhi 110016
Contact: 9873459656 / 011-49128264, 
info@dreamingchild.in, www.dreamingchild.in
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