
CCA Handbook
2022/23



2

CCA Handbook | AY 2022/23

Contents

Preface: Building blocks of our success –

What makes GESS special

Part I: Staff Introduction, Contact Persons and Campus Map

Part II: GESS Competitive Sports Programme

Part III: CCA Enrolment Process

Part IV: Enrolment Terms and Conditions 

Part V: Step-by-Step Registration Guidelines 

Part VI: CCA Online Portal and Privacy Policy 

Part VII: CCA Refund Policy

Part VIII: CCA Guidelines for Students

Part IX: Background Information about the CCA Programme

3

4

7

9

11

13

17

18

19

21



3

Preface
Building blocks of our success – What makes GESS special

We place great emphasis on individualized support, small classes and differentiation in lessons. This allows all our 

students from more than 50 nations to fulfil their personal potential, supported by dedicated and highly qualified 

teachers as well as an inclusive school community. To promote the school’s cohesion, German and English lessons 

at different skill levels are part of the curriculum in both sections. Apart from academic excellence, numerous 

and varied opportunities to engage in creative or sporting activities as well as taking on social responsibility in 

community projects play an important part in the development of our students here at GESS.

One of our most important programmes is GESS’ Co-Curricular Activities Programme (CCA). We have over 80 CCAs 

on offer, ranging from various sporting and artistic disciplines to social activities and natural sciences that reflect 

the school’s diversity of talents and ideas. The CCA programme is open for students from Kindergarten up to 

Grade 12.

These activities are considered part of the school’s educational programme, and therefore a large proportion is 

financed from school fees. Students have the choice of joining up to three activities. They are given the 

opportunity to develop new talents or to build up existing strengths. The deliberate restriction to three CCAs per 

student leaves enough room for students to concentrate on homework, test preparation or any other kind of 

regular educational requirement.

Discovery
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Part I
Staff Introduction, Contact Persons and Campus Map
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Our Co-Curricular Activities team is comprised of dedicated and skilled personnel, supporting students’

learning from both educational and administration perspectives.

Administration Staff

Our CCA Coordinators and the Head of Sports focus on providing proactive communication and 

information flows to our parents. They are also responsible for sourcing many of the great CCA 

instructors and coaches we have in the programme. The CCA Coordinators are in charge of our online 

enrolment system and payment procedures as well as the general coordination of the programme’s day 

to day logistics. The Head of Sports is responsible for the school’s competitive sports programme, the 

promotion of our ACSIS school teams and the organization of league and other sports event. We are 

fortunate to have the skills of the Head of Sports and two highly dedicated administration staff 

members who report to the Operations Manager. The Operations Manager, in turn, has the overall 

responsibility for the administrative operations of the CCA programme.

Educational Staff

Supported by administration staff, our CCA educational managers are 

responsible for the overall design of the CCA programme to ensure it 

complements and supports the curriculum at GESS. Importantly, they work with 

our CCA instructors throughout the year, many of whom are specialists in their 

field and therefore not teaching full time at GESS; to ensure that their teaching 

is in line with our educational mission and goals, as well as our educational 

philosophy. This may be in the form of introducing our CCA Code of Conduct, or 

through lessons observations.
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Contact Persons at GESS
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Title Name Email Phone

CCA Coordinators Stefanie Fischer 

Nur Atika Khairudin

cca@gess.sg 

cca@gess.sg

6461 0879

6461 0877

Head of Sports Craig Barry craig.barry@gess.sg 6461 0894

CCA Non-Sports 

Educational Manager

Terry Moran terry.moran@gess.sg 6461 0895

Operations Manager Melanie Simon melanie.

simon@gess.sg

6461 0865

CCA Office
GESS Campus (2 Dairy Farm Lane, Singapore 677621) 

Room K209 (Sports Complex, Level 2)

Websites
https://gess.schoolsbuddy.net (CCA Online Registration)

http://sports.gess.sg (GESS Sports Website)

➔Please do not hesitate to get in touch, should you have any 

questions about the CCA and sports programmes.

We are happy to help!

mailto:cca@gess.sg
mailto:cca@gess.sg
mailto:craig.barry@gess.sg
mailto:terry.moran@gess.sg
mailto:simon@gess.sg
http://sports.gess.sg/


Campus Guide Map
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Part II
GESS Competitive Sports Programme

ACSIS

GESS is an active member of ACSIS (Athletic Conference of Singapore 

International Schools), an association involving more than 30 

international schools in Singapore.

Through our participation in ACSIS, GESS students have the

opportunity to compete against other international schools in 

Singapore in sports such as basketball, football, volleyball, badminton, 

swimming, track & field and cross country.

ACSIS divides the school year into three sports seasons, starting in 

August and ending in May. Please note that different age groups of the 

same sport may compete in different seasons. Please refer to the 

below table for this year’s schedule (all sports except Touch Rugby for 

both genders):
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Please be aware that GESS participation in ACSIS sports is always 

subject to sufficient CCA enrolments and the team’s level of 

competitiveness.

Team Selection

GESS students can qualify for ACSIS competitions by enrolling in one 

of the competitive sports CCAs offered in the school’s CCA 

programme. However, please note that the team selection is 

entirely at the discretion of the coach. Not all CCA students may be 

selected. Selected students are expected to be committed to the 

team and attend all trainings and games. They will be representing 

the school and so their behaviour should reflect GESS’ core values, 

and be exemplary at all times.

Competitive Uniform

ACSIS-selected students will be provided with the competitive 

sports uniform (upon signing a Form of Agreement). The uniform 

(green jersey, black shorts and, if applicable, black socks) must 

strictly be worn at all competitions. Only first-time ACSIS players 

will be given the uniform kit free of charge, unless another, sports-

specific uniform cut is required.

Non-ACSIS Competitions

Our school teams may take part in additional off-season events that

are not part of the ACSIS programme. All aforementioned conditions

apply.

Contact & More Information

Please visit our sports website (sports.gess.sg) for more information 

about the schools sports programme as well as to be kept up-to-

date about your team’s fixtures and results. If you have questions, 

please get in touch via sports@gess.sg.

Birth Date Cut-offs
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Part III
CCA Enrolment Process

CCA Programme Overview

An overview and class descriptions of CCAs on offer for the coming academic year is

published on our CCA Registration Portal under gess.schoolsbuddy.net, parents are able to view 

all specific CCAs for which their children are eligible.

CCA Fees

A fee structure for the academic year will be available closer to the enrolment.

An enrolment fee is payable per CCA per student per semester. In some instances, educational staff have 

determined that two semesters are required for students to fully achieve the objectives of the CCA. In these 

instances, the enrolment fee for the whole year is payable upfront. Pre-School and Swimming CCA incur an 

Assistant fee for lower teacher-student ratio. Extra material fees (vary for each CCA depending on the 

curriculum) and Assistance fees are stated in each CCA description and are payable upfront.

The fee for Senior Sport (Grade 9-12)is stated per season per sport, and includes two weekly trainings for sports 

in the season. The fee for pre-season sport is stated per season per sport and includes one weekly training.

Fees can be paid via Visa & MasterCard only through the online registration portal. Full payment is required after 

the trial period has ended in order to successfully complete the registration.

Enrolment & Start Dates

During the Covid-19 pandemic, the operation of our programme is subject to the government authorities’

approval and in compliance with prevailing restrictions.

Parents can indicate their children’s CCA preferences on the Schools Buddy portal from 1st to latest 21st August

2022. The system will then generate an automatic allocation based on preferences and availabilities.
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Overview of CCA Dates

CCA Fair on Campus 20 Aug 22, 9.00am – 12.00pm
CCA Preference Submission and Allocation Period

Pre-School CCA Preference Submission
(K1, K2 & PP)

01 Aug 22 – 21 Aug 22

Allocation of CCA (Pre-School): 31 Aug 2022

Primary School CCA Preference Submission
(EST, Grades 1 - 5)

01 Aug 22 – 21 Aug 22

Allocation of CCA (Primary): 26 Aug 22

Secondary School CCA Preference Submission
(Grades 6 - 12)

01 Aug 22 – 21 Aug 22

Allocation of CCA (Secondary): 24 Aug 22

Senior Sports Programme (SSP) Preference 

Submission
(Grades 9 - 12)

01 Aug 22 – 18 Aug 22

Allocation of SSP: 19 Aug 22

Dolphins- by invitation only 

Instant book enrolment
(Junior/ Senior)

01 Aug 22 – 21 Aug 22

Dolphins Squad: 26 Aug 22

CCA Start Date & End Date

Pre-School CCA Programme
(K1, K2 & PP)

1st Semester: 12 Sep 22 – 20 Jan 23

2nd Semester: 30 Jan 23 – 16 June 23

Primary School CCA Programme
(Grades 1 - 5)

1st Semester: 05 Sep 22 – 20 Jan 23

2nd Semester: 30 Jan 23 – 16 June 23

Secondary School CCA Programme
(Grades 6 - 12)

Year Long : 29 Aug 22 – 16 June 23

1st Semester: 29 Aug 22 – 20 Jan 23

2nd Semester: 30 Jan 23 – 16 June23

Senior Sports Programme
(Grades 9 - 12)

Season 1: 29 Aug 22 – 11 Nov23

Season 2: 21 Nov 23 – 17 Feb 23

Season 3: 27 Feb 23 – 5 May 23

*Online enrolment windows for SSP will be prior to the respective season starts.
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Part IV
Enrolment Terms and Conditions
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1. Parents will be given ample time to submit their children’s preferences. In August, 

the system will allocate the CCAs in a random draw based on all preferences and 

availabilities.

2. A maximum of five CCAs/LEPs across the week can be selected while students

will only be allocated a maximum of 2 activities. Your choice of activities are

NOT guaranteed until the system allocation has been finalized.

3. Over-subscribed CCAs will use random balloting to allocate students (going by preference 

indicated). Selecting less or more CCA does not affect your chances of getting your top 

preferences. But having more selections will help your chance to get allocated to an alternate 

activity.

4. Minimum and maximum numbers of students per CCA apply and are listed within the portal’s CCA

description. CCA that do not reach the minimum number of enrolments will be cancelled.

5. CCA/LEP fees are payable online after the two-week trial period. Payments not received within 

the timeframe provided, may result in your child being unenrolled from the activity.

6. Students are permitted to transfer/withdraw from a CCA once within the first two weeks free of 

charge. Transfers are subject to availability within a CCA.

7. After the initial two weeks of the CCA programme, transfers will unfortunately not be permitted. 

Students may however enroll into a new CCA mid-semester subject to pedagogic approval and 

availability.

8. Both the preference selection as well as the allocation are confirmed via an

automated email notification (from “GESS Activities”). Please do not reply to that Email,

instead Email to cca@gess.sg.

mailto:cca@gess.sg


9. Parents may check on their transaction history and CCA enrolments by logging in to the Schools 

Buddy portal at any time.

10. It is the parents’ responsibility to inform the activity coordinator if your child cannot attend.

11. We care about our students’ privacy. Parents are not allowed to take photos or videos during CCA

in accordance with our Child Protection Policy.

12. We hope your child will have an enjoyable CCA activity. We seek your understanding and support 

that all participants are expected to demonstrate good behaviour at all times and follow 

instructions. Where a student consistently demonstrates unacceptable behaviour, the parents and 

relevant staff will be involved in discussing the most appropriate response.
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Part V
Step-by-Step Registration Guidelines

System Specifications

The portal best supports the following internet browsers:

• Google Chrome

• Microsoft Edge

• Safari

• Mozilla Firefox

Please update to the newest version and try clearing your browser 

cache if you encounter any problems. There is also a mobile app of 

SchoolsBuddy. Please download the app so that we can quickly reach 

out to you via push notifications in cases of emergency.

Login Details

Activation emails (by “GESS Activity”) with log-in information will be 

sent out to all new primary and secondary parent contacts before 

the start of the enrolment. Please create your account, download 

the app and bookmark the page. In case you have not received the 

activation email, please contact the CCA Office via cca@gess.sg.

Preference Selection

After logging in on gess.schoolsbuddy.net,

select “CCA/LEP/ENP Registration” to submit your preferences.
13
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Then select the container applicable, in this example, the 

CCA/LEP box.

Please note that there are separate containers (depending on 

different timings (3.05-4.35/ 4.40-6.10pm) or length of running 

(semester/ yearlong/ season) for enrolment into the CCA/ LEP/ 

ENP programme, our season-based High School sports activities as 

well as sometimes other, invitation-only activities (like 

Dolphins).

These may have a different sign-up procedure as per indicated in

the container description (e.g. “Instant Book & Pay”).

Before you proceed, please read the “how-to” instructions at 

the top. Then select up to five preferences across the week per 

child. Tick the “1” box for your first choice, the “2” box for your 

second choice, etc. Each number can only be represented once 

per child. If you change your mind, you will have to go back to 

the CCA you selected first and tick a different box in order to 

unlock this preference.
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Once you have selected all preferences, proceed to “Review & Confirm”. Double- check your selections, then 

click “COMPLETE & SEND ALL TO SCHOOL”. You will receive an automatic email confirmation that your
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preference selections have been submitted. Important: If you do not click the “complete and send” button, we

will not receive your preferences and no allocation will be made.

Prior to the allocation date, you may change your selections as often as you want. Simply select “Review/Send” in

the container overview and edit your choices.

Your choice of activities are NOT guaranteed until the system allocation has been finalized.

CCA Allocation

The system will run an auto-allocation of CCAs after the selection deadline. For CCA enrolment in Semester 1 of 

AY 2022/23, this will be done in late August. The algorithm takes all preferences and availabilities into account to 

secure a fair and balanced allocation. Please be aware that most CCAs have limited capacities and you may not be 

allocated a spot in over-subscribed activities.

The system will send out an email indicating your successful and unsuccessful preference selections. The calendar

overview in Schools Buddy will automatically display all your children’s CCA sessions for your convenience.

CCA Fee Payment

The online credit card payment gateway Braintree is used which allows you to pay for the CCA with your 

VISA/MASTERCARD credit card. In order to complete the payment successfully, you will need an OTP number. An 

OTP is a One-Time- Password which is sent via sms to your mobile phone number. You will need to register your 

mobile number with the bank that issues your credit card before you can receive the OTP and transaction alerts. 

Some banks issue a device called “Token” to generate OTPs. The OTP number is also widely known as the 3-D 

Secure system or TAN number.

At the end of the two-week trial period, your activity choices are deemed confirmed unless a written withdrawal 

was received and confirmed. CCA fees will be generated and are due and will automatically be displayed in your 

“Fees Summary” as outstanding. Please click on “Fees” on the top bar and proceed with the payment via credit 

card.



If you have a credit balance you may choose to use it to pay partially or fully for your outstanding fees. 

Just click the "use wallet balance" offered during online payment. Please note, that the system provides 

a wallet for each registered account. In the event that both parents use their account to pay for CCA 

fees, the rebate or refund of a fee will always be credited back to the payee’s wallet.

Second Semester and Season-Based Enrolment

Some CCAs are offered on a one-semester basis to give students and parents more flexibility. These CCAs 

will be open to re-enrolment in the second semester. No preference will be given to 1st semester 

attendees to give equal chances to all students.

Similarly, our Senior Sports Programme will open for enrolment three times a year, prior to each of the 

three ACSIS seasons. We will communicate via Schoolsbuddy whenever the CCA portal allows you to make 

new selections.
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Part VI
CCA Online Portal and Privacy Policy
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Your privacy is important to us. We are committed to maintain the confidentiality of the personal 

information that you give us through this website. This Policy applies to all who use our online 

services.

• GESS is committed to protecting and respecting your privacy, and we will only use the data in this 

portal for the purpose of registering and operating your child(ren)’s after school activities. Your 

data will be securely stored on the after-school programme system and will be deleted when your 

child is no longer enrolled at GESS. By registering your child for after-school activities, you consent 

to allow GESS to store and process the personal information submitted to provide you the services 

requested.

• By enrolling in an after-school activity, you confirm to authorize GESS to provide your registration 

and contact details to the internal & external providers of the activities you have registered your 

child(ren) for. Your contact information will be used for the purposes of communicating 

information about the activity programme and schedule as well as any schedule changes.

• Like most websites, we may use cookies to “remember” information about your preferences.

You can set up your web browser to accept or reject cookies.

• We may amend this Policy from time to time and will make amendments available on

our website . This Policy is not intended to, nor does it, create any contractual rights

between the German European School Singapore and the customer.

By accessing the SchoolsBuddy portal and any of its pages you are agreeing to the 

terms and conditions set out above.



Part VII
CCA Refund Policy
Your choice of activities during preference submission are not guaranteed until 

the system allocation has been finalised.

Once you receive an email with your allocated activities, they are considered 

confirmed and will be payable after the end of the 2-week trial. We provide a 

two-week trial period for your child to have time to decide whether this is the 

right activity choice.

Students are permitted to transfer from one CCA to another within the first two 

weeks of the programme. Transfers are subject to availability within the CCA.

Should you decide to cancel your child’s activity, it must be communicated in 

writing to cca@gess.sg within the trial period. In the absence of a written 

cancellation notice, the activity is assumed accepted and payment is due.

CCA/LEP fees are payable online and due after the two-week trial period. GESS 

reserves to right to suspend a student from his/her activities if payment is not 

made within the time frame given.

Students are strongly encouraged to continue with the commitment they have 

made to participate in each activity. Any withdrawal during the semester must be 

communicated in writing to the CCA coordinator and is not entitled to refund or 

credit.

No cash refund policy — in the event of Pandemic-related cancellations of CCA 

classes mandated by the government agencies of Singapore, no monetary refunds 

will be given, though alternative refunds, such as a credit to parents' wallets, may 

be offered as a good-will gesture.

18

CCA Handbook | AY 2022/23

mailto:cca@gess.sg


Part VIII
CCA Guidelines for Students

19

CCA Handbook | AY 2022/23

All CCA students should report to their CCA instructor in the Forum on the first day of their CCA 

(Homeroom Teachers/Assistants will be there to assist Primary students).

If you would like your child to go home on the school bus after their CCA, please ensure you notify the 

bus office directly.

Parents are expected to inform the CCA Office (Email: cca@gess.g) in advance if their child will be 

absent from a CCA class.

Students are not permitted to stay on campus after their formal lessons end (unless they have a late 

CCA) and no supervision is available after this time.

We care about our students’ privacy. Parents are not allowed to take photos or videos during after-

school activities in accordance with our Child Protection Policy.

We hope your child will have an enjoyable after-school activity. We seek your understanding and 

support that all CCA participants are expected to conduct to the same good behaviour code as during 

normal school lessons at all times and to follow instructions. Where a student consistently 

demonstrates unacceptable behaviour, the parents and relevant staff will be involved in discussing 

the most appropriate response.

Secondary School Students

Secondary Students are only allowed to wait for their late CCA at the Forum, The Canteen or in the 

Library.

Pre-School Students

All pre-school CCA students will be brought to a designated CCA Meeting point by their teachers, 

where they will be picked up by the CCA instructors to the respective classrooms.
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Part IX
Background Information about the CCA 
Programme

The CCA Strategy Committee meets regularly throughout the academic year to ensure cohesion 

between the CCA programmes; to monitor quality of CCA instruction; to receive feedback about the 

existing programme; and to plan the future strategic direction of CCAs at GESS. The CCA Strategy 

Committee is comprised of all educational and administrative staff involved in CCAs, a representative 

from the Parents Committee, and a member of Senior Management.

CCA Fees

CCAs are charged at $260 per CCA per semester for Preschool*, Primary* & Secondary*. CCAs which, 

for pedagogic reasons, require enrolment for the entire year will require upfront payment of $520 per 

student. Senior sports in season is charged at $180 per season per sport. Pre- season sport is charged 

at $100 per season per sport.

We will not offer CCA on PD days, Parent-Teacher Conferences, or during Primary- or

Secondary Enrichment weeks.

* For safety reasons, Preschool and Swimming CCA require a lower teacher-student ratio and we will 

charge a $40 Assistance Fee per CCA per Semester.

What is the CCA fee for?

CCA costs are subsidised by the school. It has been a good tradition of the school that the general 

budget subsidises 50% of the CCA operating cost as most CCA activities have representative value for 

our school. The other 50% of the costs needs to be covered by the individual enrolment fees. Our CCA 

programme expanded, the number of student enrolment almost tripled and activities increased in all 

aspects such as sports tournaments, performances, exhibitions and showcases, and scientific-related 

CCA. We also need to hire many more instructors and coaches in order to provide relevant expertise 

and maintain the same student-teacher ratio. Also, more administrative manpower is required to 

handle the enrolment process and to support the programme. Our CCA fee remains very competitive 

in the market against both the CCA programmes of other international schools in Singapore as well as

privately run after-school activities.
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Extra Material Fees

Some CCAs may require payment of additional materials costs. Information about the amount and 

rationale for additional costs is available online and directly from the CCA Office. Payment of all 

additional costs will be required together with the regular fees two weeks after CCA start.

CCA for Preschool Students

For several years, we have been pleased to offer a range of CCAs dedicated for Kindergarten and Pre-

Primary students. For safety reasons, Preschool CCA require a lower teacher-student ratio and we will

charge a $40 Assistance Fee per CCA per Semester.

There are no CCAs available for Pre- Kindergarten and Toddler students.

Who decides on what CCAs are offered?

Appointed CCA Educational Managers design the CCA Programme based on parameters including school 

curriculum, student demand and skills development. Appropriate, qualified instructors are then 

sourced for each CCA.

How do I know what the objective of the CCA is?

The CCA descriptions in Schoolsbuddy outline the objective of each CCA, including whether the 

activity will be engaged in competition or a performance, or whether the objective relates more to 

skills or creative development. Please contact the CCA Office for more in-depth information.

Will my child have a choice between competitive and non-competitive CCAs?

Within most sport CCA, we offer training in several skill-groups to allow coaches to concentrate on 

developing each respective group. Students will be grouped to support their development. When 

facilities allow, students will participate in the same CCA and be given the same opportunities to 

participate in competitions based on the coaches’ recommendation and/or the students’ own 

initiative.

Who will instruct the CCAs?

Qualified and experienced CCA Instructors are sourced from both our internal pool of teaching staff, 

and from external providers, once the CCA programme has been designed by CCA Educational 

Managers.
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Where can I get further information?

You may find CCA information on the SchoolsBuddy website. Any updated information will be 

announced via Email in SchoolsBuddy . For queries, please contact cca@gess.sg.

How many CCAs can my child participate in?

Students are allocated up to 2 CCA in the initial allocation and are limited to enrol in a maximum of 

three CCAs/LEPs, using the “join request” function. To apply for participation in additional activities, 

students must gain approval from their homeroom teacher and/or head of department. Enrolment into 

additional CCAs is subject to availability of places in the CCA.

Can I sign up for CCA in addition to my allocated CCA?

Yes, simply got to SchoolsBuddy and us the “Join Request” function. If spaces are available, your 

request will be accepted.

Can my child take the school bus service home after the CCA?

Yes, as long as you are an existing customer using the school bus service. Please note that we do not 

offer bus service for early Swim CCA and late CCA (4.40- 6.10pm). KAL Transport has also agreed to 

extend the bus service to accommodate Kindergarten students who wish to participate in CCAs.

However, parents should note some critical points:

• Students of Kindergarten, Pre-Primary and Primary must be dropped off directly to a 

parent/guardian. Parents are asked to be vigilant about being on time to pick up children. All CCA 

buses have commitments for other bus jobs after the CCA run and it is unlikely they will have time 

to return to school in the event that you are not there to meet your child.

• KAL reserves the right to refuse/cancel the service should a parent fail to collect their child from 

the bus stop.

• Parents living in zones 1, 2 & 3 must request the Kindergarten bus service and KAL will inform them 

if this is possible. KAL will make every effort to provide the service where commercially and 

logistically viable.

• Children living outside there areas may be provided a service at KAL’s discretion.
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