ISG
‘ Elementary International| | Student stay procedure
‘ School of Gdansk in the Elementary International School of Gdansk

The purpose of this procedure is to define and implement rules that ensure student safety.

Emergency telephone numbers

112 — European emergency number
999 — emergency medical service
998 — fire department

997 — police

1. Safety procedure for students traveling to and from school
a) Parents are responsible for their child's safety on the way to and from school.
b) A child up to 7 years of age may use the road only under the supervision of a
person who is at least 10 years old.

2. Procedure for staying in the school building.

a) Entry to the school premises is only possible using the intercom code.

b) The presence of unauthorized persons in the school building is subject to
control by the school office during office hours and after office hours by
teachers conducting afternoon classes (after-school club, clubs).

c) Upon entering the school building, students are required to leave their
outerwear in the locker and change their shoes.

d) Parents/legal guardians are allowed to stay in the school hallway near the
school office. Parents waiting to pick up their children after classes should wait
quietly in the hallway.

3. Procedure for starting and ending school classes and releasing students from classes

a) Students are required to come to school on time according to the applicable
timetable.

b) Students are under the constant supervision of teachers while at school.

¢) Students are not allowed to leave the school building on their own.

d) Students are not allowed in the school corridor during lessons.

e) Students are not allowed to stay at school without adult supervision in the
classroom, on the school playing fields, on the playground, in the gym, in the
school common room, in the library, in the IT room and in other teaching
rooms at school.

f) Students are strictly prohibited from entering the basement and other
auxiliary/technical rooms of the school.

Updated: 10.11.2025



g) Students may stay in the designated school common room before classes begin
(between 7:30 a.m. and 8:20 a.m.) and after classes end (between 3:10 p.m.
and 5:00 p.m.).

h) After classes, students go to the school club or to clubs. Students who have
permission to leave the school building on their own may do so after classes
conclude.

1) Students who do not have permission to leave the school building on their own
may only leave school under the supervision of a parent/legal guardian or an
authorized person. Parents/legal guardians must submit a written declaration of
the persons authorized to pick up their child from school. Declarations can be
submitted in person on paper or electronically to:isg@gfo.pl. Declarations are
kept until the end of the school year.

j) Parents/legal guardians of students should pick up their children immediately
after the end of school or from the school club, informing the teacher.

k) A teacher may refuse to release a student if the condition of the adult intending
to pick up the child indicates that they are unable to ensure the child's safety
(e.g., alcohol consumption, aggressive behavior). In this case, the other
parent/legal guardian or another authorized person should be called. If this is
not possible, the child will be handed over to the police.

) After after-school activities, parents are responsible for any uncollected child.
Failure to collect a student from after-school activities during opening hours,
or failure to contact their parents/legal guardians, may result in the child being
turned over to the appropriate authorities (e.g., the police).

m) A student may be excused from part of the class upon a personal or written
request from the parents. A child cannot be released upon a telephone request
from a parent/legal guardian or any other person.

n) A student may be dismissed by the class supervisor or the teacher teaching in
the class (in consultation with the student’s parents/legal guardians).

0) Excuses for student absences:

- Students' absences from educational activities are excused by
parents/legal guardians by submitting a written request for an excuse to
the class tutor.

- in addition, justification may be based on:

e sick leave,
e cxemptions by a teacher-guardian (if the child represents the
school, e.g. in sports competitions or extracurricular competitions);
- Students bring or parents send written excuses for absences by email up
to ten days after the end of the absence.

4. Procedure for organizing teaching activities
a) Class time lasts from the beginning of the first lesson to the end of the last
lesson, in accordance with the students' timetable.

Updated: 10.11.2025


mailto:isg@gfo.pl

2)
h)

3
k)
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Compulsory classes begin at 8:20 a.m. and end at 2:10 p.m.; 3:05 p.m.; 3:55
p.m.

Students and parents are informed about planned changes to the timetable via
the electronic journal.

A student who arrives at school after the scheduled start time of classes is
obliged to report to the classroom and present the reason for the delay to the
teacher in charge.

During assemblies and school celebrations, students are required to remain
under the supervision of a teacher.

During breaks, students are not allowed in the classroom without teacher
supervision.

During breaks between lessons, students are supervised by teachers on duty.
Students remain at school during their classes. They are not permitted to leave
the building on their own.

During classes, a student may go to the toilet after obtaining prior consent
from the teacher conducting the classes.

The teacher is obliged to check the attendance list and mark absences during
each lesson.

The student is informed about planned changes to the lesson plan by the class
tutor or teacher.

After classes are over, the class is required to leave the classroom tidy. This is
the responsibility of all students, and is overseen by the classroom staff and the
teacher.

Students are required to comply with occupational health and safety
regulations, as well as the regulations of the classrooms, gymnasiums, sports
fields and playgrounds where individual classes take place.

5. Procedure for leaving for physical education classes

a)
b)
c)

d)

g)

During physical education classes in grades 1-3, students of one class are
supervised by a physical education teacher and an additional teacher.

In grades 4-8, students participate in classes divided into groups according to
gender.

Teachers are responsible for students as they prepare to leave, transition to
physical education classes, during classes, and upon returning to school.
Teachers arrange the students into pairs, count them, and leave the school
building with them.

Students are required to follow traffic rules and move safely on the road.
Students head to the gym in pairs, with one chaperone at the front of the group
and the other at the back.

After the physical education classes are over, teachers recount the number of
participants and return to the school grounds, following the procedures
described earlier.
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6. Procedure for using mobile phones and tablets

6.1.
a)

b)

6.2.

b)

2

h)

)
k)

D

Students in grades 1-3

It 1s prohibited to bring and use mobile phones and electronic toys on school
premises.

If the above-mentioned items are brought to school, they will be collected and
delivered to the school office. Parents are required to collect them in person
during office hours.

Students in grades 4 - 8

Students bring mobile phones/smartwatches, players and other electronic
equipment to school at their own risk; the school is not responsible for the
destruction, loss or theft of these items.

Students who bring phones to school are required to turn off their devices and
place them in a designated area or on the teacher's desk after class begins.
Phones remain there throughout the day. The only exception is when they are
used for class purposes with teacher permission. A similar procedure applies
to the use of tablets.

The smartwatch at school serves only as a watch, with no phone calls, text
messages, or web browsing capabilities. Failure to follow these procedures
will result in the smartwatch being confiscated and returned to the school
office. Parents are required to collect it in person during office hours.

When going outside and to physical education classes, students leave their
phones and tablets at school.

Students are not allowed to use cell phones during lunch break.

During the journey to swimming lessons, especially when getting on the bus,
the use of phones is strictly prohibited.

The use of electronic devices during classes is only possible with the teacher's
consent, during project preparation, learning and solely for educational
purposes.

In emergency situations, after obtaining the teacher's consent, students may
contact their parents by telephone during breaks.

After classes end, students collect their electronic devices from the teacher.
Phones and tablets are not permitted in the after-school club. If necessary,
parents can contact the student by calling the phone number assigned to the
after-school club.

Rules for using phones and electronic devices during school trips determined
by the teacher acting as a supervisor.

Students are obliged to strictly comply with the ban on recording, filming, or
photographing other students and teachers on school premises.

Failure to comply with the above rules will result in a temporary ban on
bringing a phone to school.

7. School uniform procedure
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a) At the International School in Gdansk there is no obligation to wear a school
uniform.
b) The student maintains a neat and clean appearance on a daily basis.

8. Procedure for caring for students on days free from classes

a) On days with no classes (excluding Saturdays, Sundays and public holidays),
the school may provide care for students.

b) Interested parents/legal guardians report to the school office the need to
provide care for the student on the date set by the school principal

c) On this day, students registered by their parents/legal guardians will be under
the supervision of teachers on duty.

9. Procedure for dealing with a student who has health problems during a lesson

a) If a student indicates health problems or if it is determined that a student has
health problems during classes, the teacher or other school employee
conducting the classes contacts the class tutor/school principal/secretariat, who
then contacts the student's parents by telephone.

b) A sick student waits at school under the supervision of an adult until the
arrival of his or her parents or a person designated by them.

10. Procedure for dealing with a student who misbehaves during a lesson
In the case of a student who misbehaves during a lesson, the teacher:

a) Takes action to ensure that the student complies with school regulations;

b) If necessary, reports the matter to the class tutor after the lesson.

c) After considering the matter, the class teacher, if necessary, informs the
parents by email or calls the parents to inform them about the child’s behavior,
and may also seek the opinion of a pedagogue/psychologist.

d) If this is incidental behaviour, the school remains in direct contact with the
parents to inform them about the child's behaviour; if these are recurring
situations, a system of work with the student and individual interactions
(educator, class tutor, parents) is established to eliminate undesirable
behaviour.

11. Procedure to be followed in situations where children and young people are at risk of
demoralization

11.1. Using mobile phones and the internet as tools of violence and for posting
offensive content.

11.2. Use of physical or verbal violence.

11.3. Being on school grounds under the influence of substances (alcohol, drugs,
cigarettes, etc.) or in possession thereof.
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a) The teacher passes on the information obtained to the class tutor and the
principal.

b) The class supervisor calls the student's parents/legal guardians to school.

¢) The class tutor conducts a conversation with the parents (if necessary in the
presence of the school principal and counseling staff member) and with the
student in their presence.

d) If the information is confirmed, the class teacher obliges the student to refrain
from negative behavior, and the parents are strictly obliged to exercise special
supervision over the child.

e) If parents refuse to cooperate or do not report to school, and information about
their child's demoralization continues to come from reliable sources, the school
principal takes further steps.

12. Students who violate order or organizational arrangements or do not follow the rules
may be subject to consequences and penalties in accordance with the applicable
school statute.
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