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Dear Parents and Students,

The West Valley Chinese Language School is a non-profit organization supported by
parent volunteers. Our goals are to provide children the opportunity to learn the Chinese
language, experience and understand Chinese customs and culture, and be proud of their
Chinese heritage. These can only be achieved through your enthusiastic support and
involvement. You can help by volunteering your time and services as future board
members, staff, teacher aides, and parent representatives. We urge you to actively
participate in school activities and attend school board meetings to help us in guiding the
directions of the School. School board meetings are generally held once a month as
indicated on the enclosed School Calendar.

We hope you will find this booklet helpful in explaining our expectations, policies,
and procedures. In addition, the board will provide further communications via email,
flyers, school website etc. for announcements and on-going activities throughout the year.
Your comments and feedback will be most welcome and appreciated.

We look forward to seeing and hearing from you throughout the year.
Sincerely,

The School Board
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SCHOOL DIRECTORY 2023-24

Class Teacher School Board

CK Ms. Connie Leung 2EE Principal Annie Chen

C1A Ms. Amy Du RES Vice-Principal Angie Yim

C1B Ms. Daisy Lee FWE Secretary Ming Tsoi

C2 Ms. Amy Lo E 535 Controller Rebecca Leung

C3 Ms. Shirley Tan B Treasurer & Registrar vy Chan

c4 Ms. Yung-Yung Cheng MRS Registrar Rachel Tong

C5 Ms. Edith Yam £3E B Curriculum Joice Chan

C6 Ms. Letitia Lam WEDE Curriculum Wendy Wong

c7 Mr. Stephen Leung 2 ECHE PTA Director Ken Law

CAdv  Mr. Larry Law FEREME Public Relations Amanda Bok

PTH Ms. Jasmine Zhong R Information Technology Ken Ng
Administration Annie Chen
Advisor1 Mary Muk
Advisor1 Lydia Chan
Advisor1 Barbara Wong

" Advisor - Independent Advisory Committee
2PTH denotes Putonghua teacher for C4 or above

Admin Assistant

Susan Ho

NOTE: The above information is furnished to facilitate communications between the

parents and the School. It is not intended for external sharing and other uses.
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ADMINISTRATIVE INFORMATION

Mailing Address:  P.O. Box 2383, Sunnyvale, CA 94087
School Site:  Building B, 21370 Homestead Road, Cupertino, CA 95014
Office Hours:  Fridays, 7:00 p.m. - 9:00 p.m.
Voice Mail: (408) 839-7001

Primary EMail:  wuvcls.principal@yahoo.com

Website: www.wvcls.org

Report Absences: (408) 839-7001

School Calendar: www.wvcls.org/calendar.html

School & Classroom Map:  www.wvcls.org/map.html

Teacher Contact: By appointment only.
Teachers will provide contact information to parents at
the Parent Information Meeting

NOTE: Please DO NOT contact Homestead High School regarding West Valley Chinese
Language School matters.
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GENERAL SCHOOL POLICIES

Time Schedule

The school year runs concurrently with the Fremont Union High School District School
Calendar. School starts at 7:00 pm and ends at 9:00 pm every Friday with the exception of
holidays or Homestead High School events. Recess is from 8:00 pm to 8:10 pm.

Student Arrival Time
Students are not to be dropped off before 6:50pm.
Tardiness

Students who are late for class miss valuable instruction and interrupt the class. Repeated
tardiness may result in phone conversation or in person meeting with the principal to
develop a plan for punctuality.

After School

All students must be picked up promptly at 9:00 pm as supervision is not available after
that time. In case of an emergency, please notify the School immediately for special pick up
arrangements. Students who are not picked up on time may check in at the school office. A
service charge of $20 will be assessed for pick-up between 9:15 pm to 9:30 pm. School
office will be closed at 9:30 p.m., after which there will not be any person on duty.

Absences

For the safety of the students, all absences should be reported in writing to the homeroom
teacher or by leaving a message at the School phone number before 7:00 p.m. on the day
of absence, followed by a written note to the teacher. It is the responsibility of the parent to
report absence. Any student who misses more than four consecutive classes without
notification to the School may be considered to have voluntarily withdrawn from the
school.

Drop/Refund
Please refer to the Refund policy included in this Handbook.
Class Cancellation

The School reserves the right to cancel class at any time. In such an event, class fees will be
refunded.

Class Transfer

Please refer to the Class Transfer Policy included in this Handbook.
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Visiting Classrooms

Parents of students currently enrolled are welcome to observe classes. However, advanced
arrangements must be made with the class teacher before the visit.

Lost and Found

Lost-and-Found is located in the Office. All unclaimed items will be donated to a charitable
organization at the end of a school year.

Parent Support

The School is owned and operated by parents. All parents are required to provide
volunteer service to the School. The mandatory service policy is included in this Handbook
for your reference. Please also contact the School Board if you can help during School
functions.

Special Occasions

Homestead High School hosts many activities on Friday nights for their students. There
may be no school on certain nights. Please refer to the Calendar for details. To the best
effort, the School will inform parents if there are activities that require restraint on
assessing certain parts of the campus.

Parent Information Meeting

The Parent Information Meeting is for teachers to meet with parents in classrooms to
explain specific curriculum areas. The meeting covers instructional materials, expectations,
homework policies, and rules and regulations. It is for parents to raise questions that are
general in nature, NOT a time for individual conferences.

Annual General Meeting

An annual parents' general meeting (Back-to-School Night) with the current School Board
will be held in September to cover general school policies and review the activities of the
school year.

Leaving Early

If students need to leave early, they must notify the teacher and be picked up by a
parent/guardian from the classroom. No students may leave the school grounds during
school hours.

Conferences with Teachers

Teachers are not available for conferences during school hours. Parents should make an
appointment by email or discuss with the teacher after school instead. Teachers will
request a conference with the parents if they need to review student progress or any
special problems. Please make every effort to attend those meetings.
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Disciplinary Actions

The seriousness of disciplinary actions depend on the seriousness of the behavior. Every
attempt will be made to solve the problems. If satisfactory citizenship continues to be
lacking, students may expect the following: counseled by teachers or principal, loss of
privileges, "time out" in office. A report will be sent home to be signed and returned to the
principal's office. A parent conference may be called if the above actions do not resolve the
problem.

Emergencies

The School staff is prepared to make prompt and responsible decisions in any situation
that could threaten the safety of students. The decision to close schools before the
regularly scheduled closing time may have to be made. It could arise from a minor
emergency, such as a prolonged interruption in power, or from a major event, such as fire,
earthquake, or storm. Evacuation would take place as soon as it appeared safe to do so.
Please DO NOT CALL THE SCHOOL. We must keep our phone lines open for emergency
purposes. It is the parents’ responsibility to keep all contact information on the Emergency
Form up to date.

Injuries and lliness

Any injuries may be inspected by the staff and the student kept under observation in the
office. The parent will be notified and asked to come for the child if 1) any sign of illness,
temperature, vomiting, ear ache; 2) evidence of a communicable disease (including head
lice) or rash; 3) complaints on the part of the child of feeling ill or 4) any severe accident,
including a deep cut, tooth injury, possible fracture or dislocation, or any accident requiring
immediate medical attention or parent involvement.

Moving
Notify the school of any changes in address, telephone, or emergency contact.

Registration

Registration for the new school year usually starts in April and ends in the middle of
September. For further details, please contact the School Registrar.
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SCHOOL RULES

West Valley Chinese Language School strives to provide all students an engaging and
enriching environment in the classroom for learning. Our staff encourages each student to
develop desirable qualities of self-discipline. Students are responsible to comply with
behavioral expectations in demonstrating consideration and good manners. They should
avoid any behavior that is harmful to the good order of the school, to themselves, or to
fellow students.

The following school rules and regulations need to be observed at all times:

1. Classrooms should be kept neat and clean. At the end of class, all furniture should
be restored in the same arrangement as it was found at the beginning of the class.

Do not touch or remove any of the classroom objects.

There will be no eating or drinking inside the classrooms except during class party.
Gum is not to be brought to or chewed at school. Do not leave any perishable
garbage (e.g. orange peels) in the classroom garbage cans.

Listen to and follow teachers' and staff's directions.
5. No littering and running inside the classroom.

6. No students are allowed to invite friends to the school site without expressed
permission from the teacher.

7. Parents and students are responsible for any damage done to personal or school
property, whether by accident or otherwise.

8. No students may leave the school grounds during the school hours. If students need
to leave early, parents need to go to the classroom and notify the teacher.

9. No fighting or any violent behavior is allowed as they are considered serious
offenses.

10. Any type of radios, recorders, electronic games, water pistols, etc., will be
confiscated and parents will be notified to pick up the items at school.

11. Inappropriate language will NOT be tolerated.

Consequences

When any of the rules above is violated, the following actions will be taken:
1. At the first offense, the student will receive a verbal warning.
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2. Repeated violators will be sent to the Principal's Office and his/her parent(s) will be
notified. A disciplinary report will be sent home to be signed and returned to the
principal.

The School reserves the right to expel any student for disciplinary reasons and in such case,
there will be no tuition refund.

Important Warning

NO student may bring firearms, knives or other weapons, any form of explosives or
fireworks, cigarettes, alcoholic beverages and illegal drugs to school. Any such violation is
an IMMEDIATE CAUSE FOR EXPULSION from school and may be turned over to the police.

TRAFFIC/SAFETY RULES

The School has classes distributed throughout different buildings on campus; with multiple
open areas and parking lots. Maintaining a secure and safe environment is very important
to the School community. The School requires parents and students to observe the
following rules to help keep our school safe.

Parking
e The faculty parking lot next to Bldg. L has about 140 parking spaces. No parking is
allowed on Homestead Road.

e Please make use of the student parking lot next to the tennis court. It has ample
spaces, and is closer for students with classes in Building B.

e There is side-street parking on the north side of Homestead.
Drop-off

e There are 2 drop-off zones, one along Homestead Road and another along Mary
Ave. (See School Map for detail.)

e Pay attention to Traffic Controllers on duty.
e Definitely NO parking along the curbside, to allow traffic flow.
Pick-Up

e The drop-off zone will be used for pick-up only. NO parking is allowed.

e Parents are advised to pick up students at the classrooms and walk them to the
cars, especially for younger students.
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e Students are advised not to walk to the student parking lot alone. Younger students
need to be accompanied by an adult.

e All students are to remain inside the classroom buildings. They can stay in the
classrooms or in the hallways.

e Teacher Aids will supervise and monitor the students in the hallways within their
building.

e Yard duties volunteer parents and board member on duty will patrol around the
campus during recess.

PARENT PARTICIPATION POLICY

West Valley Chinese Language School (WVCLS) is a non-profit, all-volunteer organization.
We have a long tradition of excellence due in part to the dedicated support of our parents.
To help ensure an effective education for our children, WVCLS is entirely dependent on
parents to help with the administration of the school. Please read the following carefully to
better understand where and how you, the parents, can best support WVCLS.

1. PARENT PARTICIPATION

a. Mandatory Activities
All parents of CK and above, if not serving as a teacher or a School Board member in
a school year, are REQUIRED to support the school as traffic/security patrol and
office helpers. The Office Administrator will assign these duties for the entire school
year. A duty roster will be posted to the school website by the third week of school.

b. General Service Activities

i. Parents are STRONGLY ENCOURAGED to also volunteer their time, talent, and
skills to further support the ongoing administration and activities of the school.

ii. Parents are required to sign up, and identify their preferences, for jobs listed on
the “General Service Activities” form.

iii. The School Board will assign these activities for the entire school year.

2. GENERAL CONSIDERATIONS

a. Itis the responsibility of the School Board to conduct a fair parent participation
program. Parents with more than one child registered with the school shall expect
to be scheduled for duties at the school more than once during the year.
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b. Every consideration will be given to accommodate the activity preferences identified
on the “General Service Activities” form. However, the School Board cannot
guarantee all preferences can be met. Final assignment of activities is at the
discretion of the Board.

c. Performing general service activities is an honor system. The School Board expects
parents to honor their sign-up selections when called upon to fulfill their
assignment(s).

d. For parents who do not wish to serve in any of the mandatory duties after the start
of school, notification must be sent to the School in writing by the 2nd school
session. The school will invoice the parent a waiver fee of $200 per student.
Payment is due immediately upon the receipt of an invoice and is non-refundable.

e. Parents must submit any exceptions or deviations for the said assignments and
policies described above for approval by the School Board.

. TRAFFIC/SECURITY/OFFICE HELPERS

All parents with children in CK and above classes will be asked to work as
Traffic/Security Duty/Office Helpers for the School. A roster will be posted on the school
website by the third week of school. It is a parent’s responsibility to trade dates when
there are schedule conflicts. Parents who have more than one child enrolled shall
expect to get scheduled more often. Parent participation is mandatory on the assigned
days.

e Responsibilities
o act as traffic controllers before and after school
o act as security patrol for buildings and hallways
o act as yard monitors during recess
o assistin office duties

e All parents on duty must report to the school office NO LATER THAN 6:30pm and
stay until 9:15pm. Parents on scheduled duty who do not report to the office on
time will have to pay $50 for their tardiness at the organizer's discretion. There will
no longer be a “grace period” for being late. Payment is due immediately. Parents
who do not show up on the assigned night will be invoiced $200 for each “no show”.

. TEACHER'S AID

Parents are needed in their own child(ren)’s classes as Teacher’s Aid (formerly known as
Room Parents in some classes). Teachers will schedule parents as Teacher’s Aids on a
rotation basis. Parent participation is mandatory on the assigned days.

e Responsibilities
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o Assist teacher to maintain discipline in class
o Monitor students during recess time to ensure their safety
o Help check the condition of the classroom before and after class

o Request and pick up photocopies from the office. Also, pick up flyers,
newspapers and other documents for the class.

o Report to the teacher on the assigned days

e Number of Parents
o CKtoC2:1to2 parents per class per night.

o €3 and higher : optional, at teacher's discretion.

PARENT REPRESENTATIVE (PARENT REP)

Each class will select 2 parents on the first day of School or Parent Information Night
for a one-year term. Responsibilities are as follows:

ParentRep A

o Spokesperson and the focal contact for the class

° Facilitates communications between parents, teachers, and the School Board

. Plans and conducts special class events and parties (e.g. field trips, class parties,

Chinese New Year activities, etc.)
o Buys awards for students and gifts for the teacher
o Reminds parents to attend school events and meetings

o Back-up for Parent Rep B
ParentRep B

. Maintains a class directory and prepares a phone-tree for calling parents

. Schedules class help volunteers

o Coordinates classroom observation activities

o Collects and organizes class photos and mementos for the school yearbook
o Collects class fee and disburses the funds to Parent Rep A

o Maintains a record of financial transactions

o Publishes financial records to the teacher and parents each semester

o Back-up for Parent Rep A

It is recommended that the Parent Reps hold a meeting with the teacher and the other
parents on the first day of school or Parent Information Night to review their roles, set
objectives and expectations, and solicit input to develop plans for class activities. That
meeting is also a good time to collect class fees and ask parents to sign up for class help
and classroom observation as needed.
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All class Parent Reps should meet at least twice in each semester to exchange ideas,
discuss issues, and evaluate progress.

The amount of class fee depends on the needs of the class and the parents’

expectations. It can be determined in the class parents meeting e.g. Parent Information
Night or first day of School. If parents are undecided on an amount, $30 per student is
suggested.

CLASS TRANSFER POLICY

Principles

When students are assigned to a specific class, it is based on the following objectives:

Assign students to classes consistent with their academic standing and readiness;
Achieve a balanced distribution of student-to-teacher ratio;
Minimize administrative work in this task;

Earn the support from parents and students that the assignment is fair and
practical.

For various reasons parents and/or students have made requests to transfer from one
class to another. Such requested transfer will be evaluated individually and the evaluation
criteria will be consistent with the Student Assignment Objectives as outlined above.

Guidelines

1.

3.

For same grade transfers between classes, a transfer can only be granted if there
are similar requests from both classes. This is to ensure that a balanced distribution
of student-to-teacher ratio is maintained.

For transfer to a different grade level, a transfer can only be made if the class
requested is not full and that the student is transferred to a class consistent with his
academic standing and readiness.

Each transfer is evaluated individually on a first-come-first-serve basis.
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Specific Procedures

1. ALL transfer requests must be submitted to the School for consideration and
approval. No student may transfer between classes without the official
approval from the School.

Requests for transfer must be made in writing.

3. AClass Transfer Panel will be the body to evaluate the requests. This Panel will
decide, based on each specific situation, if the request is granted.

4. Decisions will be documented and communicated to the Registrar, who will then
communicate to the requested parties within two (2) weeks from receipt of the
written requests.

5. Any appeal to the decisions made by the Panel must be done in person to a
scheduled Board meeting. The Board's decision will be final.

This Policy was approved by the School Board and is effective starting the school year
2023-24.

REFUNDS, WITHDRAWAL, AND SERVICE CHARGE POLICIES

1. Requests for refunds should be made in WRITING to the Registrar. All refund requests
are to be approved by the Board.

2. For withdrawals made by the end of the first two class sessions of the school year,
tuition refund will be granted with a $50 service charge. No refunds will be issued
thereafter.

3. There will be a service charge of $50 on all returned checks.

4. There will be no refund for students who are expelled from School due to disciplinary
reasons.

PRINCIPLES AND PREMISES

P1 - Purpose of Chinese School

The purpose of the school is to provide an environment for children of Cantonese descent
to learn the Chinese language and culture.

e The focus is on children not on adults - i.e. children's classes have priority over
adults'.
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e Would not exclude children of Non-Cantonese descent or adults from classes.

P2 - Principle of Non-profit Organization
The premise of the school is non-profit.

If budget permits, the school will offer classes even if the number of registrants is below
the break-even-point for the class.

A reserve fund should be set up to take care of contingencies.

As long as the net of the classes is at break-even, some classes may be above the
break-even point; while others may be below.

Operating profits should be returned to the members in the form of:

e Reduced tuition;

e Improved teaching material/equipment;

e Improved facilities;

e Investment for future school facilities e.g. real estate;

e Retain in reserves for possible future school expenses.

P3 - Concept of Ownership

The members of the school consist of the parents of the students enrolled in the school.
The school is jointly owned by all the members. The Board and administration need to
represent the majority opinion of the members. The members need to also take ownership
of the school. This means that members should be willing to participate/help in the
operation of the school. This may be achieved either by

e Volunteer services;
e Mandatory services;

e Hired services financed through tuition/fee.

P4 - Principle of Adult Class

The primary reason for offering Adult Classes is to acquaint the parents with the school so
that they are more likely to participate and help in school activities.

Adult classes concerning the Chinese language(s), culture(s), or other topics of interests are
ways to attract parents. Both Mandarin and Tai Chi classes have been offered.

Net total result of the adult classes need to be profitable or net expenses "affordable". They
should not cause "unreasonable" drains on resources.

Copyright © 2023 WVCLS 15



P5 - Concept of Core Courses

A set of core courses will be offered regardless of number of registrants (as long as the net
of the classes are at or above break-even, or net expenses within "affordable" range). This
is to provide continuity and focus on the primary purpose of the school.

P6 - Principle of splitting classes

A class would be split only if qualified teachers are available AND meets at least one of the
criteria:

e Too many students for one teacher to handle;
e Too great a difference in student abilities for one teacher to effectively teach the
class.

S1 - Concept of limit
If a class is too large and we cannot effectively split we may need to:
e Limit the class size to some number, e.g. by first-come first-serve
e Discourage enroliment, e.g.
o more demanding quality standards

m by a set of placement standards such as age, ability, prerequisites,
test scores etc.

m higher performance expectations

o move some students to different classes

S2 - Concept of Quality

In order to ensure that students have learned something about the Chinese language and
culture, a standard of quality needs to be established. These may be achieved through:

e Quality teachers
e Standardized curriculum

e Standardized promotion criteria

S3 - Concept of Fun

In addition to providing the proper environment for learning, the students also need to be
interested and motivated to learn. Ideas to motivate students include:

e Making learning fun;
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e Making learning practical;
e Offer rewards and incentives;

e Enthusiastic support from parents.

S4 - Effective Administration

This requires :
e Simplicity in the organizational structure;
e Simplicity in the By Laws; and
e Motivated board members and staff.

Since the School is a non-profit organization supported by the volunteer efforts of the
concerned parents, we are limited in our ability to offer any compensation to the
volunteers. The motivation has to come in other forms - i.e. either self-motivated callings or
prestigious titles.

S5 - Protection of Member Interests

To make sure that this happens, some form of controls needs to be established to provide
checks and balances to the administration staff. These controls may be provided in various
forms such as the By Laws; the need to have a quorum to hold board meetings; the right of
members to call special meetings; and the requirement to post the purposes for such
special meetings.
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ROLES AND RESPONSIBILITIES

School Board

Accountable to: Members of the school

Direct, guide and conduct all the activities and affairs of the School.

Set strategies, policies and direction.

Principal (*)

Accountable to: The School Board

Chief Executive Officer of the School.
Facilitates the Board Meetings.

Facilitates all member meetings.
Spokesperson for the School.

Defends and upholds the Bylaws.
Maintains and updates copy of the Bylaws.

Responsible for petty cash.

Vice Principal (*)

Accountable to: The Principal

Act on behalf of the Principal when the Principal is unavailable.
Head of the teaching staff.

Selects, hires and provides orientations to the teachers.
Provides academic quality control.

Conducts school financial audits at least once a year.
Coordinates substitute teachers.

Backup for the Principal and Curriculum Director.

Registrar (*)

Accountable to: The Principal
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Handles registration and all registration related activities.
Maintains a current set of records for students and members.
Contact focus for the School phone.

Backup for the Treasurer.

Controller / Treasurer (*)

Accountable to: The Principal

Custody of and responsible for all funds and securities of the School.
Receives and deposits all incomes.
Disburses the funds of the School as directed by the Board.

Keeps and maintains an adequate record of all the assets, liabilities and financial
transactions for the School.

Prepares financial and tax statements for the School.
Ensures that the School is adequately insured.

Backup for the Publicity Director.

Secretary (*)

Accountable to: The Principal

Records and publishes the minutes of all meetings.

Handles all correspondences for the School, including the mailbox.
Prepares and files legal forms and documents.

Prepares Newsletter and general announcements.

Backup for the Administrative Director.

(*) has bank signature authority

Curriculum Director

Accountable to: The Principal

Curriculum planning and assessment.
Conducts and monitors all contests.
Custody of library and teaching materials.

Backup for the Vice Principal.
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e Key Activities: Speech/LongDu Contest, Penmanship Contest, ANCCS Contests, SAT
Mock Test

Public Relations Director

Accountable to: The Principal

e Coordinates School activities with the School District and community.
e Facility rental and related matters.

e Public relations.

e Advertisements.

e Backup for the Registrar.

Administrative Director
Accountable to: The Principal
e Assists the Registrar in the summer months.
e Purchases books, teaching materials and supplies.
e As School Historian, maintains and updates photo albums and mementos.

e Maintains School operations records, student emergency files and attendance
records.

e Conducts periodic inventory checks (at least once a semester).

e Maintains facilities enhancements, safety and emergency issues.
e Backup for the Secretary.

e Coordinates volunteers for administrative duties.

e Key Activities: Emergency Evacuation and Lockdown Drill Logistics

Information Technology Director
Accountable to: The Principal
e Leverages the use of technology to consolidate data and record of the school.

e Maintains the School's web site to improve communication within the School
community; and provides relevant information to external bodies.

e Explores the use of technology to enrich the Chinese learning experience.

e Key Activities: Dictionary Demo for C4 and C7 students

Copyright © 2023 WVCLS 20



PTA Director
Accountable to: The Principal
e Facilitates communications between parents, teachers and the School Board.

e Plans, prepares, and conducts extracurricular activities and special functions such as
picnics, parties and celebrations.

e Plans, organizes, and coordinates adult classes.

e Key Activities: Halloween Party, Christmas Party, CNY, Fund Raising

Advisor - Independent Advisory Committee
Accountable to: The School Board
e Upholds the Bylaws.

e Provides advice to the School Board.

Student Council Advisor

Accountable to: The School Board

e Provides advice to the Student Council.

e Acts as liaison between the Student Council and the School Board on activities
scheduling/coordination and facilities requirements.
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