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I. International Education Excellence

International Education Excellence and the well-being and safety of the children are top priority for
globegarden. Committed to a strict quality management, globegarden undertakes an official audit every
year and based on the audit received the TUEV SUD Quality Certification for International Education
Excellence in 2011 for the first time. Every year surveillance audits are repeated by the certification

department of the TUEV SUD group to keep up the status of certification.

/ International
Y/’ Education Excellence

TUV MS Standard
A

"The certification of a school according to the International Education Excellence standard takes into
account all relevant areas of school quality. These include the school’s management, quality of staff and
quality of teaching processes amongst others. The main goal of the certification is to ensure that the

school'’s internal quality management works well.

The criteria catalogue was developed by education experts as well as experienced process management

auditors.”

from Tuev Sud Certificate
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.  Childcare Center

1. Operational Structure
globegarden operates childcare centers for children from 3 month until 6 years. globegarden childcare
centers are non-profit centers. All generated profits are used to reduce parents’ fees or to set up additional

childcare centers, so that more parents might benefit from the globegarden concept.

2. Objective

globegarden offers parents an all-day childcare concept, which on the one hand guarantees stability for the
children, on the other hand offers - under consideration of pedagogic quality requests - the greatest
possible flexibility for the parents. Through this concept, globegarden helps parents to balance family and
work demands. Childcare centers are an addition to - but never a replacement of - home. At globegarden,

children experience love, security and care as well as a nourishing and familial environment.

3. Opening Hours
globegarden childcare centers have overall opening hours from 7am to 7pm, including an emergency care
until 9pm. Parents may book additional care time beyond the regular hours (short model: 8am-5pm, long
model: 7am-7pm) during the week, with an e-mail or call until latest 4pm. The additional hours

(emergency care) are charged to the parents separately.
The childcare centers are open throughout the year. Excluded are the public holidays of the respective
canton (depending on the location of the childcare center) as well as the period from 24 December to 2nd

of January every year.

globegarden is not liable for possible cancellations of care due to acts of higher power as for example

burglary, theft, fire, water, or storm.
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n. Childcare

1. Early Learning Program

The early learning program for all globegarden childcare centers is called Discovering the world step by
step© which is based on the curriculum of the respective canton (depending on the location of the

childcare center) as well as the standards of International Curricula.

In planned sequences teachers prepare topics and activities for the children. Characteristic are the topical
focus and goal-directedness of these modules. In self-directed choice sequences children decide for
themselves how to spend their time playfully in the learning environments full of activity stations for
construction or role play for example. Characteristic of these free modules are the playful stimulation of the

individual development and the continuous teachers” monitoring.

In addition part of the curriculum is also project work together with the children. Projects are primarily
implemented in the fields of music, movement & dance and art together with specialized teachers as well
as first experiences in math and science or experiencing nature's wonders with the teachers. Furthermore
great value is attributed to social projects. Those include for example visiting nursing homes, hospitals,

animal shelters, and so on.

The globegarden wheel provides parents with an overview on annual curriculum activities. Within the
given framework of the curriculum Discovering the world step by step© the center director and the group
teachers are free to prepare their own daily structures, activities and learning modules. Further information

on the curriculum and daily planning activities can be requested at each respective center.

2. Transition from Kindergarten to Primary School
Many globegarden childcare centers have a by the respective canton officially recognized kindergarten.
Details are provided by the center director of each respective childcare center. globegarden is an
education and learning center, where children are supported and guided in their playful explorations and
the joy of learning. The goal is the acquisition of competences to accomplish the transition to kindergarten.

Problem-and conflict-solving are an example of such competences.
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As globegarden provides a full day program (as opposed to public half-day kindergarten programs) the
criteria for the primary school class in the respective public school of the canton as well as the

international schools is by all means met and frequently overfull-filled.

The transition from kindergarten to primary school is an important mile stone in the development of each
child and therefore needs to be taken into special consideration. Part of the preparation for the transition to
primary school are discussions about school-readiness with the parents, contact management with local
schools and most importantly an emotional support for the transition, by encouraging positive anticipation

and relieving anxieties of the child.

3. Duty of Supervision

For the time of care, parents transfer their responsibility of supervision to the childcare center’s staff. This
responsibility starts with the personal handover of the children to the teachers. It ends at the time the

children are picked up by the parents, guardian, or any other person authorized by the parents.

All persons authorized to pick up the child are specified in the “pick-up permission” form. Those persons
have to introduce themselves personally to the director of the childcare center. A picture of the person is
deposited beforehand. Only if those requirements are met, the child will be handed over. This process
cannot be replaced by agreements or confirmations via telephone, fax, or email. Changes concerning these

authorizations need to be done in written form without exception.

The pedagogic employees are generally allowed to drive a car with the children. However, this will only

happen in exceptional cases.

At collective events together with the parents, no matter if in or outside the institution (e.g. Summer

festivals etc.), parents take over the responsibility for their children.

4. Teachers

Teachers at globegarden have different childcare qualifications, ranging from Swiss to international
diploma and degrees. Each group has a head of group, a teacher and an intern. These three adults may not
be present at all times, but have the overall responsibility for the group during the opening hours. We

make sure to introduce different life experiences, professional backgrounds and diverse abilities into the
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composition of the team. Starting from the group Twos onwards, there is an English- and German speaking

teacher on the group. English speakers are either mother tongue or have studied English or lived in English-
speaking countries long enough to speak fluent English. The staff members complement each other through
teamwork and have the opportunity to learn from each other with regards to local and international early

learning approaches.

5. Age-specific Group Structure
[n all globegarden childcare centers, children are cared for in an age-specific learning environment with
groups filled with activity stations, such as construction corners or role play areas for self-directed play and

guided sequences. This is reflected in the group structure:

Infant & Toddlers: Little Einsteins or Little Marco Polos (3 M — 18 M)
Twos: Little Mozarts (18 M -3 Y)

Pre-Kindergarten: Little Da Vincis (3 Y - 4.5Y)

Kindergarten: Little Picassos (4.5Y - 6Y)

In some of the childcare centers, there are slight variations from this group structure. Yet, the groups are

always implemented on the basis of the Tandem Model.

6. Mixed Group Structure
During the first two years of a new childcare center the groups are filled mainly with children between 3
months and 3 years and there is an overweight to the groups Infant & Toddlers and Twos. The final group
structure of the childcare center is generally reached at the end of the 2nd year of the existence of a
childcare center. During the set-up phase globegarden focuses on fulfilling parent demand for places in the
childcare market. As the demand for baby places is high, globegarden considers this in the set-up group
structures. In this time it might also be that groups are set-up as mixed groups with younger and older
children together. Yet, teachers are trained to take individual care of the age groups as this is the core
concept of the educational program Discovering the world step by step©. Children are supported in their

progress according to their age as well as an evaluation of their abilities and individual development.
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7. Health & Nutrition

Health, nutrition and physical well-being of the children is important. A tidy, pleasant and clean
environment is therefore created.

Each center has its own in-house kitchen, where food may be prepared. During vacation times and in
some centers also on a regular basis food is delivered. Details are provided by the center director of the

respective globegarden.

All meals are prepared according to a balanced nutrition concept. Seasonal crops and fruits are used as
well as budget products. There is no use of hard candy, but teachers may prepare and serve a self-baked
chocolate cake or chocolate pudding from time to time. A typical day begins with a healthy breakfast
(bread, cereal, fruits). At Lunchtime noodles, rice, fish, meat, salad, vegetables sometimes also pizza or
fish-sticks are for example served. A healthy afternoon snack (crackers, fruit, and vegetables) gives new
power. In many groups parents find fruit bowls. For the really hungry, a small and light dinner snack in the
evening (no replacement for a full dinner) is provided. In our Infant & Toddler groups teachers take over
the same rhythm that the children have at home and over the time and in discussion with the parents

establish the childcare center's meal rhythm.

During the day water or not sweetened tea is always available for children. Teachers make sure they drink
enough, as children often forget this as to all exciting things happening over the day. Nutrition is an
important part of a healthy way of living and is learned in early years at home or in kindergarten. Teachers

make sure that children learn to enjoy healthy and natural eating habits right from the beginning.

Our teachers also take into consideration allergies of the children. Furthermore we respect various
religions and their principles. Yet, our childcare centers cannot create individually different meals
according to specific needs. However, parents are welcome to cook and bring food to the childcare center
if children are on a specific diet or have special religious requests and teachers warm up the meals and

feed them.
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IV. Fees

1. Documents & Application

The full documentation of the application can be submitted at any time, regardless of the kindergarten
school year. All original documents are to be handed in to the central office in hard copy with the
signature of both parents. Parents can additionally scan documentation and send it via email to their

respective family consultant.

globegarden
childcare centers
General-Wille-Strasse 8

8002 Zirich

2. Childcare Fees

The childcare fees are indicated in the financial regulations of the respective childcare center. The current
version of these regulations can be downloaded on the globegarden website and are always a part of the
contract between globegarden and the parents. The fees cannot be refunded in case of absences, including

illness, vacation, official holidays, or acts of higher power.

Quarterly Payment

The fees are due for payment in advance: before the 28th of the month prior to the respective quarter. The
payment is transferrable via direct debiting system only. The first invoice is an exception, as the parents
receive it before the start in a globegarden childcare center. This invoice includes the fee for the first three
month, the deposit as well as the bilingual fund. In addition, 50% of the previously paid application fee is

deduced in favor of the parents from the amount due (see “application fee”).

For delayed payments, a surcharge of 1% of the owed amount is charged. In the case of delays of more

than 30 days, the management can decide to assign the place otherwise.
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Application fee

The application fee is due immediately with the submission of the application documents via transfer.

50 % of the application fee will be reimbursed with the first invoice (quarterly fee). The amount of the

application fee is indicated on the respective financial regulations of the childcare center.

Depot:

On termination of contract in due time (adherence to cancellation period), the depot is refunded without
interest within the timeline of 6 months, provided there are no claims asserted against the parents:

- 100% refund after a total care time of at least one year

- 50% refund after a total care time of 6 months

- no refund if cancellation of contract before the child starts with the childcare center

The amount is indicated in the respective financial regulations of the childcare center.

Parents should be aware that if children damage globegarden property (playing material, furniture, painting
on walls etc.) parts of the depot can be withhold until the household insurance of the parents takes over

the cost for the damage.

Bilingual fund:

The bilingual fund is a one-time payment. This fee is a donation to purchase bilingual educational,
playing, or school material. The fee is not refundable. If the contract is cancelled before the child starts
with globegarden, the fund is not due.

The amount is indicated in the respective financial regulations of the childcare center.

In case of alterations concerning the attendance fees, parents will be notified three month in advance.
3. Free of Charge Registration List

All interested families can register on the internet page (www.globegarden.org) in our non-binding

registration list, free of any charges, to receive information on a respective childcare center.
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4. Waiting List
If there is no place available at the moment, parents can enhance chances for a place offering by
registering their child on the waiting list. The registration form will be provided to parents by their family
consultant via email. The waiting list is subject to a charge (see: financial regulations of the respective
childcare center). Parents on the waiting list are top priority and are called as soon as a place opens

according to their wanted days and starting period.

5. Emergency Care & Extra days
Children can only be enrolled full-time, either in the short model from 8am-5pm or in the long model
from 7am-7pm. Standard reserved days cannot be swapped and absences cannot be made up for at a later
date. Extra days can be requested according to availability. Parents have to address this to the center
director directly, not the central administration. Extra days are billed separately (see financial regulations of
the respective childcare center). Emergency care (available until 21.00h) is billed on an hourly basis (see

financial regulations of the respective childcare center).
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V. Admission & Childcare Contract

1. Admission Criteria

globegarden childcare centers are open to children in between 3 months and 6 years, globegarden
reserves the right to accept a child on its own discretion or to reject an application without specifying a
reason. Teachers at globegarden are not specially trained for the care of disabled children and globegarden
has no authorization from public authorities to enroll children with disabilities. Therefore children with a

disability - also minor disabilities - must not be enrolled.

1. Childcare Contract

Parents and globegarden enter into a contract given the following conditions:
1. globegarden offers a place and care days via email
2. globegarden receives signed copies of the application form, the financial regulations, the health
form as well as the direct debit form (LSV) within the set time limit of the place offering
3. globegarden sends parents a signed confirmation letter including confirmation of the agreed care
days and care times per e-mail based on the place offering
4. With the date of the confirmation letter the contract becomes effective and the fees of the first

invoice as according to the financial regulations are due

Exception unborn babies:

If a child is not born yet, parents recieve a provisional confirmation letter. Parents have to hand in the
health form 4 weeks after the birthdate of their baby within 14 days. Parents receive a second, binding
confirmation letter after accessment of the health form. Only with the date of this second, binding
confirmation letter the contract becomes effective and the fees of the first invoice as according to the

financial regulations are due.

If parents decide to cancel the reserved days and care services after the receipt of the provisional

confirmation letter, a fine of 27000 CHF will be charged in addition to the application fee.
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Parents agree to provide all necessary information about themselves and their child truthfully and to their

best knowledge. This information includes, among others, written details on name, place of residence and
contact data of parents or guardians, as well as of any person who is authorized to pick up the child. Any

changes have to be communicated to the childcare center immediately and in writing.

2. Contract Termination

Cancellations can be handed in with a notice period of 3 months at the end of each month. Cancellations

must be submitted in writing by registered mail to the following address:

globegarden
General-Wille Strasse 8

8002 Zirich

For cancellations before actually entering globegarden but after receiving the binding confirmation
letter, the cancellation period of 3 months at the end of each month applies to the childcare fees. In

addition, the depot is fully due, whereas the bilingual fund is not due.

globegarden reserves the right to cancel the contract without notice in case of a relevant cause. This holds
true particularly if parents do not accept company regulations or if there is a reason which destroys the
mutual trust between globegarden management or employees and the parents. globegarden can also
cancel the contract if there are circumstances which do not permit the continuance of a child in the

childcare center.

3. Alteration of Contract
A reduction of care time may take place with a three month advance notice at the end of each month. This
reduction needs to be submitted in writing. An increase is possible at any time as long as the respective
capacity situation allows for it. Alterations in prices are announced at least three months in advance. An

email or a notice on the parent's board in the childcare center qualifies as an effective announcement.
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4. Data Confidentiality

The organization and all employees are committed to treat data confidentially within the Swiss data
protection laws. All provided data may be stored (e.g. children’s doctor, emergency numbers, people
authorized to pick the child up). Changes regarding the place of residence (telephone, employer, etc.) have

to be communicated to globegarden immediately by the parents.

Parents must be aware, that data may be shared with emplovers.
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vl. Settling-in, lllness, Hours

1. Settling-in Period

The starting phase at a childcare center is a new stage in life for both children and parents and might cause
anxieties and insecurity. Therefore, the settling-in period is adjusted to each child. Settling-in at
globegarden is done based on the "Berlin Model". Information for parents is available in the starter
package, they receive with the confirmation letter. This period is planned by the center director or the
head of the group together with the parents, or alternatively someone else, familiar with the child (e.g.

grand-mother, nanny, aunt...)

By “settling-in period” we refer to the first weeks a child spends in the group, at first accompanied by one
teacher, later on his/her own together with the other teachers of the group, later of the whole center and of
course the children in his/her group. During this time a child will feel a lot of changes in his/her life, and
gather many new impressions. For the family, the admission of their child in the childcare center is
something new and unknown, which might be connected to uncertainties. In order to facilitate the
separation from the family, the child is given the opportunity to adjust to the new situation gradually and
gently. For this learning process, the children need the support and calmness of their parents. Stress or
time pressure to settle-in fast, is usually contrary to a smooth settling-in phase for the child. The

necessity of settling-in exists in all age groups; yet the form of the settling-in phase will be different.

The settling-in period generally lasts two weeks. During this time the child is accustomed to the daily

routine of the childcare center. For parents settling-in || | | | j ll]
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