
Procedure for contacting a parent
in Elementary International School of Gdansk

The procedures apply to teachers, educators, parents and legal guardians.

1. General provisions
a) The school cooperates with parents/legal guardians in the field of teaching, upbringing and

prevention.
b) The purpose of contacts with parents is to inform about progress in learning and behaviour,

and in special cases, about any teaching or educational problems.
c) Information about students is provided only to parents or legal guardians.
d) Meetings with parents/legal guardians take place only at school or in the form of an online

meeting.

2. Forms of meetings with a parent/legal guardian:
- planned meeting of all class parents with the group teacher at the beginning of the school

year.
- planned individual meeting between the parent and the homeroom teacher in accordance

with the work schedule provided at the beginning of the school year.
- planned individual meeting between parents and subject teachers in accordance with the

work schedule made available at the beginning of the school year.
- individual meeting with the homeroom teacher or individual subject teachers on the

initiative of the teacher or parent.
- parents' council meetings with the school principal.
- individual meetings with the school principal at the initiative of the parent or management.

3. Forms of contact with a parent/legal guardian:
- correspondence via e-mail.
- correspondence via the Librus electronic journal.
- correspondence via the Toddle platform.

4. Meetings resulting from the work schedule during the school year
a) Parents/Guardians confirm attendance at the meeting by signing the list.
b) Parental participation in school meetings is the responsibility of the parent/guardian.
c) In case of absence at the meeting, the parent/guardian is obliged to contact the homeroom

teacher at a later date, agreed by both parties, in order to obtain information about the
child's educational results and behaviour.

d) At each meeting with parents, the teacher collects parents' comments and requests related
to the school's work. They are recorded in the minutes of the meeting. After the meeting,
the teacher submits them in writing to the school principal.

e) After the parents' meeting, the teacher completes documentation regarding the course of
the meeting and the topics discussed.
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5. Meetings resulting from the initiative of a teacher or parent/legal guardian
a) Parents and legal guardians have the opportunity to have additional contacts with teachers

outside the agreed meeting schedule, after prior arrangement of the time and place of the
meeting.

b) In educationally or educationally justified situations, the school calls parents/legal
guardians by phone outside the agreed meeting dates.

c) After individual meetings with parents, the teacher documents this fact by writing down
what the conversation was about and any arrangements made during it.

d) In special situations, the teacher may also prepare a note of the conversation, which the
parent/legal guardian also signs after reading its content.

e) In justified cases, especially those that require immediate action, e.g. information about the
child's health condition or an accident, information about the student may be provided to
the parent by phone.

f) Parents or legal guardians leave current contact telephone numbers in the office. If the
telephone number changes, the parent is obliged to notify the school immediately.

6. Personal data protection regulations
a) When sending messages via e-mail, teachers are obliged to comply with personal data

protection regulations.
b) Only photos of students whose parents/legal guardians have given their written consent

may be published on the school website and Facebook.
c) The place for individual meetings between parents and teachers at school are rooms that

ensure privacy of the conversation.
d) Teachers are not allowed to talk to parents during lessons or during teacher duty during

breaks.
e) School employees (teachers, tutors, management, pedagogue and school psychologist) are

obliged to maintain professional secrecy regarding information obtained from parents
regarding the private matters of the student and his family. This information may be used
only in the manner necessary to ensure the appropriate effectiveness of teaching and
educational activities.

7. Complaints procedure
7.1. The purpose of this procedure is to foster open communication with the community. Our
school welcomes constructive criticism towards the school when it results from a sincere desire to
improve the quality of the educational program and support the school to perform its tasks more
effectively.

a) We are always ready to listen and take the necessary steps to find solutions.

b) Anyone interested can submit a complaint and all will be treated equally.

c) All communication related to this procedure should be based on mutual respect, trust and

courtesy.

d) All steps of the procedure will be recorded and monitored to ensure its continued

effectiveness.
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e) Complaints should always be submitted in writing or by e-mail within 10 working days of

the occurrence of the situation.

f) All complaints and reports are resolved at the earliest possible stage. The complaint should

first be discussed where it arises (e.g. with the subject teacher, class teacher, homeschool

teacher) in order to resolve the matter informally.

g) All complaint emails are responded to within 3 business days.

h) The person filing the complaint describes the problem, identifies the consequences and

provides a suggested solution. The employee responsible for investigating the situation

will respond to the report within 10 business days after such discussion. If the person

reporting the problem is not satisfied with the solution, the documentation should proceed

to the next stage.

7.2. Stages of the procedure
a) Complaints from students/parents/guardians regarding subjects:

🡪 subject teacher

🡪 homeroom teacher

🡪 PYP coordinator

🡪 school director

b) Complaints from a student/parent/guardian regarding issues unrelated to the subject:

🡪 homeroom teacher

🡪 PYP coordinator

🡪 school director

c) Complaints from homeschooled students/parents/guardians:

🡪 home education teacher

🡪 director of home education

🡪 school director

d) Complaints from school staff should be addressed directly to the school principal.

8. Final Provisions
a) If parents avoid contact with the school, if it has a significant negative impact on the

student's functioning at school, the management has the right to go to court to investigate
the child's family situation.

b) In matters not covered by these regulations, the school principal decides.
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