
 

  

PARENT HANDBOOK 

 
1. ADMISSION – The school welcomes children of all races, creeds, and colors for enrollment. 

Admission form should be filled and signed by the parents or persons responsible for the student 

and returned to the office with the non-refundable registration fees. The admission form shall be 

returned together with the following documents; 

a) Child’s passport Photograph 

b) Copy of Child’s passport and birth certificate 

c) A medical report from a licensed doctor 

d) Copies of parents’ passports / National IDs 

e) Copy of previous school report (if applicable) 

Returning the admission form and payment of the registration fees does not guarantee admission. The 

admission form will be forwarded to the school admission committee and the school admission 

committee reserves right of admission. 

Upon official communication of a child’s admission by the office, tuition fees, curriculum fees and all 

other fees must be fully paid before the student is allowed to join the school. 

 

2. FINANCIAL POLICY – All fees should be paid in the bank to zero balance before the start 

of the school term. Please note that lunch fees are included in the tuition. Extra-curricular clubs 

are not compulsory but for those that wish to participate in them, club fees are paid for separately 

and the fees vary depending on the clubs chosen. Offered clubs will be communicated to parents 

a week before the beginning of the academic year. 

Please note that fees paid are not refundable. 

Please note also that in case of late payment, we reserve a right to charge 10% calculated on a daily 

basis. 

 

3. LUNCHES AND SNACKS – Lunch will be provided by the school. A menu is shared in the 

admission packet. The food is prepared with well-balanced five food groups; Grain, Protein, 

Vegetable, Fruit and Dairy. Each day, there will be fresh fruit for dessert. 

There are different water points around the school. Children should carry a water bottle with them to 

school and they will be able to access water whenever they need. 

Breakfast snack is not provided by the school. Snack will be packed from home. Please pack nutritious 

Food ONLY for your children. 

 

4. HEALTH AND MEDICAL FORMS – The school provides a medical form in the admission 

packet which should be filled, signed and stamped by a medical practitioner after examining the 

student. This medical form should be returned together with the admission form before 

admission. 



 

 

5. TARDINESS AND ABSENCES – All students are expected to be on time. Drop off time is 

7:30 am and class begins at exactly 8:00am. Students arriving after 8:30am will be marked as 

tardiness. Arriving late at school is unsettling for all children and staff. A late start means 

something missed, and the morning hours are especially important to the learner’s development. 

Consistent lateness will invite calls from school office to follow up. When a student is to be 

absent, please call the school. (0393-248- 239) 

 

6. CHAPEL, DEVOTION AND BIBLE CLASS – All students are expected to attend all 

school activities especially Chapel which happens every Monday morning and devotion which is 

the first class every other day of the week. As a Christian school, we have on the timetable of 

every class and we expect all our students to take Bible class seriously. No student shall be 

exempted from Bible Class. 

 

7. LIABILITY - ILLNESS AND INJURY – Although the school is equipped to give minor 

first aid, it does not assume responsibility for any accident or sickness occurred during the time a 

student is enrolled in the school. In order to provide protection to other students, parents are 

requested to notify the school at once in the case of contagious disease which other students may 

contact. 

For the health and wellbeing of your child and of others at school, keep your child home for the following 

reasons; 

a. Fatigue, lethargic behavior 

a. A fever (a learner should remain at home for 24 hours after the fever is gone and/or 

prescribed antibiotics administered for 24 hours before a child returns to school.) 

b. Sore throat 

c. Nausea, vomiting, diarrhea (child should remain home for 24 hours after the last episode.) 

d. Red, crusty, itchy eyes. (Conjunctivitis or pink eye is very contagious). 

e. A runny nose if there is colored nasal mucous. 

Parents or a person on the emergency contact list must always be available by phone during school 

hours. It is the parent’s responsibility to have someone available who can come to school for 

emergencies or for a sick child. 

 

 

8. GENERAL UNIFORM AND APPEARANCE GUIDELINES – The purpose of the 

school uniform is to ensure that our children adhere to an appropriate standard of neatness 

and smart appearance. The uniform also exists to enable all students to fully enjoy and 

participate in all school activities for promoting the right attitude for learning. The school 

expects students to make every effort to be dressed smartly in uniform at all times. 

Uniform: Students shall wear brown short/skirts and trousers and a dark blue shirt with the school 

logo or a white polo shirt with school logo. 

In cold weather, students may wear a sweater with school logo. PE kit is orange neon /green sportswear 

with school logo, socks and trainers. 



 

Footwear: black shoes, crocs, trainers or sandals with back straps are permitted. 

Swimming: For girls, a modest swimsuit appropriate for age. No bikinis. For boys, swimming trunks. 

Makeup: No makeup is permitted. 

Jewelry: In keeping with the purpose of school uniform, items of jewelry need to be minimal and 

discreet. 

9. LIBRARY – The school has a fully stocked library with different child friendly educational 

literature as well as educational toys. All children have access to the library with the supervision of 

their teachers. Children are supposed to take good care of the library books and to handle them 

with utmost care. Please note that damage to school library books may result in a charge to the 

parent or replacement of the spoilt books. 

Small pieces of school library toys and materials such as beads, cubes, cylinders, blocks, etc. find their 

way into the possession of children. We ask only that you check for these items and send them back to 

us when found. 

 

10. DISMISSALS - Any pupil whose influence upon his fellow students is considered detrimental 

to their welfare is subject to dismissal. Any student who refuses or whose parent refuses to 

comply with the rules and regulations of Grace Project International School are subject to 

dismissal. 

 

11. DISCIPLINE – Discipline should be viewed as an aid to learning proper behavior, NOT as a 

punishment. Minor disciplinary problems will be directly handled by the teacher and principal. If 

a major discipline or behavior problem develops, a conference will be arranged for the teacher 

and parents, at which time the problem and possible solutions will be discussed. 

 

12. ELECTRONICS/PHONES: Grace Project International School does not allow 

children to bring mobile phones and other such expensive electronic devices to school. 

Pupils will be able to use the school computer lab for educational purposes. Any 

electronic device brought into school by a student will be confiscated and kept in the 

office until the end of school day. 

13. DAMAGE TO SCHOOL PROPERTY- Please be advised, any damage to school facility or 

teaching materials, equipment like computers etc. may result in a charge to the parents. 

 

14. HOMEWORK - Homework assignments are given weekly for children to reflect on the 

classroom work covered all week long. Parental support in homework is encouraged to promote a 

positive attitude in students towards their learning. We encourage a maximum time as follows 

for each level; Year 1: 20 Minutes, Year 2: 30 Minutes, Year 3: 40 minutes, Year 4 onwards: 45 

minutes to 60 minutes. 

 

15. BIRTHDAYS – We celebrate all children’s birthdays in their classes, along with their teachers and 

classmates. We request that parents plan with the class teacher prior to the D-date to establish a 

suitable time for celebration, without disrupting lessons. We welcome birthday cakes, snacks and 

drinks from parents. 

 



 

16. LEARNER ASSESSMENT – The school focuses on observing and documenting                            

children’s learning and development through play-based activities, projects and daily interactions. 

Assessments will be ongoing, holistic and inclusive, using various methods like observations, 

portfolios and parent- teacher conferences. The objective is to identify strengths and areas for growth 

while promoting a child-centered approach that values progress and celebrates diversity.   

 

17. FIELD TRIP AND EXCURSION POLICY – Our field trip policy ensures that off-site excursions 

are safe, educational and fun-filled for all children. Field trips are carefully planned, approved and 

supervised by qualified staff, paying attention to proper adults to student ratios. Permission slips are 

obtained from parents\guardians prior to each trip. Field trips enhance curriculum learning, promote 

socialization and foster curiosity and exploration in a real-world context. 

 

18. GRIEVANCE PROCEDURE - In case of any concern or dissatisfaction regarding the school 

policies or the care your child is receiving, you are encouraged to speak to the appropriate person(s). 

If the concern is regarding a teacher, classroom activities or your child, you are advised to first 

initiate a conversation with your child’s teacher because most times, this approach results in a 

satisfactory outcome which would not require further discussion. 

 

However, if you feel that your concern requires administrative attention, you should ask for a meeting 

with the deputy principal. If at any time you ever feel that your concern has not been addressed to your 

satisfaction, you are encouraged to make an appointment with the school principal. Please do not 

hesitate to express any concern at any time because it is our goal to make sure that your child’s 

experience at school is exceptionally fulfilling.  

 

 

19. PICK UP TIMES – All children should be strictly picked up at 3:30pm. If the school 

continues to experience late pickups, a late-pickup-fee to compensate the overtime worked by 

teachers will be introduced. 

 

20. EXTRACURRICULAR ACTIVITIES AND CLUBS - At Grace Project International 

School, we believe that learning extends beyond the classroom and we provide a holistic 

curriculum for your child. Our diverse extracurricular program is designed to cultivate students’ 

talents, promote teamwork, creativity, social responsibility and personal growth while providing 

a fun and engaging experience for students.  The clubs and activities available are all safe and 

open to all students. They are facilitated by professional coaches and supervised by staff. 

 

Available Clubs and Activities. 

              Swimming Club 

Swimming is a perfect sport to promote your child’s physical fitness. Students go for swimming                                           

every Wednesday afternoon. Swimming also helps your child develop water safety skills, 

confidence and competitive swimming techniques. These are always displayed in our annual 

swimming gala that is always held in term three.  

 

              Robotics and Coding Club  

Aligned with Cambridge’s emphasis on STEM education, this club introduces students to 

robotics and coding. It encourages problem-solving, programming and innovation through 

robotics projects. The club is held every Friday and students get to showcase their projects every 

term. 



 

 

             Soccer Club 

For your child’s whole-body fitness, soccer club is another good option which also promotes 

teamwork, endurance, discipline and great sportsmanship. All students can sign up for this club. 

Soccer training is scheduled for Mondays, after class (upper primary students) and Thursdays 

(lower primary students) at the school pitch. 

 

             Basketball Club 

Focused on agility, teamwork and strategic thinking, this club offers structured training sessions 

by professional coaches every Monday (lower primary students) and Thursday (upper primary 

students) at the school basketball court. 

 

             Gymnastics Club 

This club equips students with strength, flexibility and coordination, under the professional 

guidance of external trainers. Sessions are tailored according to age and ability, maintaining focus 

on skill progression and safety. Sessions are held every Thursday afternoon. 

 

              Ballet Club 

Our ballet club nurtures grace, discipline, confidence and expression among the ballerinas. It is 

taught by qualified instructors who also help ballerinas discover their physical strength and 

display flexibility, every Thursday. 

 

             Skating Club 

Through roller skating, students develop balance, endurance and motor skills in fun filled 

sessions. These sessions are closely supervised and safety gear is provided. All classes can sign 

up for this club. 

 

             Chess Club 

This intellectually stimulating club enhances students’ logic, concentration and strategic thinking. 

Students engage in competitions both internally and externally, which are aligned with 

Cambridge enrichment priorities. Chess sessions are held every Thursday afternoon.  

 

             Cookery Club 

Now this is one interactive culinary experience that students always look forward to! Students are 

taught about food safety and hygiene, meal preparation and cooking techniques, all the while 

enjoying a hands-on experience. This doesn’t only build their independence but also equips them 

with lifelong skills. 

 

             Spelling Bee Club 

This club enhances vocabulary, public speaking and spelling accuracy in students. It also prepares 

them for Spelling Bee challenges held internally and externally thus boosting students’ 

confidence and developing their critical thinking. 

 

              Dancers’ Club 

Now this is where students get the chance to explore diverse dance genres – African, 

contemporary and modern – while improving their coordination, rhythm, self-confidence as well 

as physical fitness. They also get a chance to highlight their progress through performances at 

specified school assemblies. 

 



 

             Writers’ Club 

The club encourages creativity and critical thinking. It also gives students a platform to craft 

stories, poems and essays on different topics. As it is well known that, ‘A pen is mightier than a 

sword’, the students are guided and equipped with knowledge on how to develop their writing 

skills, enhance their imagination and bring it to life with just pen and paper, nurturing future 

authors!  

 

Inter-house Activities 

Once enrolled, each student is assigned a house team. The school has four houses namely; 

Abraham, Joseph, Solomon and David. House teams are another avenue the school uses to 

promote extracurricular activities in the school. These house teams engage in healthy challenges 

through inter-house competitions especially in an annual Sports Gala event. 

 

Family Art Festival 

Every year, the school holds an annual Family Art event to promote community spirit among 

parents, students and staff through a shared experience. This activity provides a platform for 

students to display their artistic talents, build their confidence and develop their creativity. 

 

 

Club Guidelines for Parents 

• Club selection is done at the start of every term. A form is provided with all clubs including 

their fee, and parents select the clubs they feel are best at the time, for their children. 

• Students should be encouraged to commit to their club and attend all sessions once enrolled. 

• Club schedule is communicated in the term co-curricular calendar. 

• Club fees differ basing on what specialized equipment or instruction is required for its 

execution. 

• Supervision and student safety remain a top priority in all clubs and activities. 

 

 

 

IN CONCLUSION: 

       We hope this handbook helps to give you clarity on who we are, what we stand for and how we do 

things. If there is something we have missed and you think it will be relevant to the entire Grace Project 

Family, please share with us your suggestions. 

 

Thank you for your continued support, 

Grace Project International School Management. 

  


