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Preamble 

The French International College of Sarajevo (CIFS), Paromlinska Street 66, Sarajevo, 

is a private school (USTANOVA) belonging to the Odyssey Education group, chaired by Mr. Luc 

Chatel. The CIFS welcomes, from kindergarten to high school, French children as well as 

children from the host country and foreign third children. 

On September 1st, 2021, the CIFS signed a partnership agreement with the AEFE 

(Agency for the Teaching of French Abroad, under the supervision of the Ministry of Foreign 

Affairs and National Education), thus establishing an official collaboration between the two 

institutions. This agreement allows the CIFS to benefit from the AEFE's network and support, 

strengthening its position as a French educational institution internationally. 

The purpose of these internal regulations is to ensure the proper functioning and 

safety of students and staff.  

This regulation complies with the French Education Act (Education Code - version 08 

August 2017), in particular in the context of the disciplinary regime (Articles R511-12 to R511-

29) and disciplinary procedures (Articles D511-30 to D511-43). 

In addition, Circular No. 2011-112 of 1 August 2011 relating to the internal regulations 

in local public educational establishments explains that: "the internal regulations specify the 

rules of collective life applicable to all members of the educational community within the 

school as well as the specific procedures according to which the rights and freedoms enjoyed 

by pupils are applied". It thus applies to all members of the school community. 

The rules of procedure are revised at least once a year.  

After each update, it is approved by the School Council, a tripartite body made up of 

representatives of the administration (Management and Embassy), staff (teachers and non-

teachers) and users (parents of students and students). 

The internal rules must be known by all and therefore must be disseminated by the 

management of the School Community to all members. 

Each time the Internal Regulations are amended, parents and students will be 

informed directly by sending an email to each of them. 

The internal rules contribute to the learning of the responsibility and autonomy of each 

student by recalling the rights and duties of each student, promoting a climate of trust, in the 

practice of tolerance and respect for others, their person and their convictions.   

The school is a community with a pedagogical and educational vocation. 

The establishment is a place dedicated to education and teaching. These internal 

regulations are designed to implement, in the best conditions, the learning of community life, 

the sense of responsibility, the rights and duties of each of the actors of the school community, 



 

 

students, families and staff working in the school. In order to be enrolled in the school, the 

legal guardians must accept and sign the internal regulations.  

 

Nevertheless, three distinct age groups exist within our school: kindergarten, 

elementary and secondary (middle and high school); These different learning stages should 

be taken into account in the application of the rules of procedure. 

 

It is based on the following principles: 

 

1. Respect for the principles of political, ideological or religious neutrality (principle of 

secularism), which are incompatible with any form of propaganda. 

2. Duty of respect for others. 

3. Guarantee for all students to benefit from an education that respects the French 

school curriculum. 

4. Guarantee of protection against any psychological, physical or moral violence and the 

consequent duty of everyone not to use any violence without exception and to 

condemn its use.   

5. Equality of opportunity and treatment between girls and boys 

6. Obligation for students to participate in all the activities provided for in the timetable 

and required in the official programs. 

7. Attendance and respect for schedules 

8. Respect for the facilities and equipment made available to all 

 

 Smoking is strictly forbidden in the entire premises as well as in the playground. 

 The use of mobile phones and any other connected object is prohibited in ALL parts 

of the school for primary and middle school students from their arrival until they leave the 

building after the last hour of class. 

 If school must provide the conditions for success, it does not give success in itself: 

it is up to each student to make the CIFS a school where one acquires a taste for study within 

an international community. This intern rule are a School life contract which therefore defines 

the rights and duties of each person: it intends to promote a study project, the search for a 

personal balance, openness to tolerance and respect for others, the development of a spirit 

of initiative and a sense of responsibility in behavior and work. 

 

 

 



 

 

1. ADMISSION AND REGISTRATION: 
 

1.1 Admission to kindergarten: 

 Admission to Preschool is decided within the limit of available places for children 

who have reached the age of three on 31 December of the current year. Enrolment is 

registered with the authorization of the head of the school after an interview with the parents 

and in agreement with the pedagogue on presentation of a civil status card or the family 

record book and a document attesting that the child has received the compulsory vaccinations 

(vaccinations required by the host country) for his or her age (see registration file).  

 

1.2 Admission to Elementary school: 

 Admission to the preparatory course is subject to the number of places available for 

children who have reached the age of six on 31 December of the current year. Enrolment is 

registered with the authorization of the head of the school in consultation with the teacher 

(after an entrance test for pupils from outside the CIFS), an interview with the parents or legal 

representatives on presentation of a civil status card or the family record book and a 

document attesting that the child has received the compulsory vaccinations for his or her age 

(vaccinations required by the host country). 

 

1.3 Admission to Secondary School (middle and high school): 

 

 Admission to the Secondary School is subject to availability. Enrolment is registered 

with the authorization of the head of the school (in consultation with the teacher) after 

consultation of the school file and an interview with the parents or legal representatives on 

presentation of a civil status card or family record book, a certificate from the family doctor 

and a document attesting that the child has received the compulsory vaccinations for his or 

her age (vaccinations required by the host country). 

 

1.4 Common provisions: 

 The admission procedures for primary and secondary school defined above are only 

applicable at the time of first registration. In the event of a change of school, a certificate of 

deregistration from the school of origin must be presented. In addition, the pupil's school 

record book is sent directly by the school to the host school. The head of the school is 

responsible for keeping the register of enrolled pupils. He ensures that the information on this 

document is accurate and up-to-date 

 



 

 

2. ORGANIZATION 
 

2.1 Calendar: 

 

The school calendar is drawn up each year. It is validated by the Cooperation and Cultural 

Action Service of the Embassy of France in Bosnia and Herzegovina, the French National 

Education Inspector for South-East Europe and the AEFE. 

Adjustments may be made to take account of the national days of remembrance of the host 

country and local holidays. 

The volume of hours worked will remain equivalent to that of schools in France. Circular No. 

0701 of the AEFE, based on the Education Code (Articles L521-1 and R451-10) sets out the 

procedures for drawing up the calendar of French schools approved abroad. 

It is adopted before the end of the school year for the following year at a School Council. 

The head of the school has full latitude to comply with the ministerial decisions of the host 

country and instructions from the Embassy of France, to close the school if the security 

conditions are not met. 

 

2.2 Opening hours: 

The establishment is open from 7:30 am to 5:30 pm. Classes take place between 8:30 a.m. and 

5:05 p.m. as follows: 

⮚ Kindergarten from 8:20 am to 11:30 am, from 1:00 pm to 4:00 pm 

⮚ Elementary  

Cycle 2 from 8:20 am to 12:00 pm, from 1:30 pm to 4:00 pm 

Cycle 3 from 8:20 am to 12:30 pm, from 2:00 pm to 4:00 pm  

⮚ Second degree (middle and high school): from 8:30 am to 12:35 pm or 1:00 

pm/1:30 pm/2:00 pm to 5:05 pm  

Remarks: 

- Primary school students can finish at 5:00 p.m. on Mondays and Tuesdays if they 

participate in homework help, and at 2:15 p.m. on Wednesdays if they take part in 

APCs (complementary educational activities). 

- Timetable changes may be made on an ad hoc basis, due to outings, absences of 

teachers or conferences or training (external speakers for example). 

 

 



 

 

2.3 Reception of students: 

 

It is necessary to respect the entry points given above: 

- For students in the preschool classes, the reception is at the first entrance door in 

the building on the east side between 8:20 and 8:40 am. At the end of the 

afternoon, the children are handed over to the parents at 4:00 p.m. at the same 

door. (At 12:30 p.m. on Wednesdays and Fridays) 

 

- For children from CP to CM2, the reception is done in the courtyard between 8:20 

and 8:25 am. At the end of the afternoon, the children are escorted back to the 

courtyard at 4:00 p.m. (or 12:30 p.m. on Wednesdays and Fridays) 

 

- Middle and high school students are welcomed in the classrooms from 8:20 a.m. 

They go out into the courtyard after the end of the lessons. 

 

- At 8:25 a.m.: All the students in the elementary classes line up by class. They only 

go to the school accompanied by the teacher. 

 

Important reminder to families: 

The surveillance of the establishment in the courtyard began at 8:20 a.m. sharp. 

Before this time, parents or guardians must: 

• Accompanying their children 
• Refer them to the daycare service 

Beyond these provisions, the responsibility for the safety of students lies with the families. 

Parents are asked not to enter the playground. 

 

A free reception service is organized every morning starting at 7:30 AM at the daycare. 

A paid daycare service is available daily from 4:00 PM (Monday, Tuesday, Thursday) or 12:30 

PM (Wednesday, Friday) until 5:30 PM. (See the financial regulations for details). Families can 

use this service regularly or occasionally. It is essential to inform the administration in 

advance. 

Teachers are responsible for the children during class time. 

 

 



 

 

Remarks: 

- After 4:10 p.m. on Mondays, Tuesdays and Thursdays or after 12:35 p.m. on 

Wednesdays and Fridays, elementary school students alone will be entrusted to 

the daycare service and will then be billed. 

- The school declines all responsibility for students before 8:20 a.m. and after the 

end of classes. 

- For any outing of a student during school hours, parental authorization is 

mandatory. 

- High school students can benefit from an annual authorization to leave the school 

alone during the free time provided for in their timetable. 

- Primary school students cannot leave school alone outside of school hours. A paid 

childcare service is offered after 4:10 p.m. (Monday, Tuesday, Thursday) and 12:35 

p.m. (Wednesday, Friday). 

 

2.4 Exceptional outings for students during school time: 

Departures of pupils during school hours are strictly supervised and can only take place in 
exceptional cases. Aware of family and professional constraints, the school has put in place a 
precise procedure guaranteeing safety and educational continuity. 

Thus, parents wishing to pick up their child(ren) during school hours must imperatively 
notify the school at least two hours before the planned departure time. This anticipation 
allows the educational team to organize this departure and to inform the teachers concerned. 

2.5 Movements, interclasses, outings: 

In the early morning, afternoon and after each recess, the students line up in the courtyard 

at the indicated locations and wait to be taken care of by the teachers or supervisors. All 

movements within the school are made in rows (class group). Individual travel is prohibited 

during school time. If students need to travel, a classmate must always be a companion. 

During the inter-class period, the students wait properly and quietly for the teacher to come.  

No student will be able to leave the school alone without written permission from his or her 

parents. If, from time to time, it is a person other than the one who usually picks up the pupil 

from school, the pupil's legal guardians must imperatively inform the secretariat. 

2.6 School materials: 

The school provides students with the majority of the teaching materials, with some specific 
expectations regarding supplies. 

For elementary and secondary students, families must provide school bags, pencil cases and 
writing tools such as pencils, pens, erasers and other accessories.  



 

 

The school takes care of the rest of the equipment, including notebooks and teaching 
materials. Thus, at the secondary and elementary levels, students bring most of their personal 
equipment, with the exception of notebooks, Seyès sheets and books that are loaned by the 
school for the school year. The latter are entrusted to the students on the condition that they 
are returned in good condition at the end of the year. 

Particular care must be taken in the conservation of books and notebooks. Given the 
significant investments made to limit the financial cost of families, any deteriorated or lost 
work will be invoiced. 

In addition, any object likely to endanger others will be immediately removed from its wearer, 
thus guaranteeing the safety of all. 

2.7 School outings: 

During the school year, school outings and discovery classes can be organised as part of 

the school project, at the initiative of the teachers and in agreement with the head of the 

school. The costs of these outings may be borne by the families, in whole or in part. 

The teaching team informs parents about the practical details of the outing (times, places, 

financial participation, etc.). It is possible that some outings are paid, in which case parents 

will be notified. Payment must be made before the outing is held. Parents can be asked to 

supervise outings. 

The head of the school is responsible for compliance with the safety rules and reserves the 

right to cancel any outing that does not meet the conditions required by the official texts in 

force. 

2.8 Dress code: 

The clothing worn by the students is the responsibility of the parents. It must be adapted to 

the weather conditions. 

In order to strengthen the sense of belonging to our school community, a unique school 
uniform has been put in place since January 2023. Students are required to comply with this 
obligation of uniform school dress. The cooperation of families is essential for compliance with 
this rule. 

Remarks: 

- According to Law No. 2010-1192 of 11 October 2020: "no person may wear clothing 

intended to conceal his or her face on the school grounds". 

- Article L.141-5-1: "prohibition of the wearing of signs or clothing by which pupils 

ostensibly manifest a religious affiliation". 

 



 

 

 

3. ATTENDANCE AND COMPULSORY SCHOOLING 

 

3.1 Primary school: 

 

The follow-up is carried out by the Principal Education Advisor (CPE)/pedagogue in 

collaboration with the teacher in charge of the class or head teacher who follows up and 

regularly transmits the information to the competent department and colleagues. 

 

⮚ Maternelle school: 

Enrolment in preschoolschool implies the commitment of the family to a good 

attendance desirable for the development of the child's personality and thus preparing him 

to receive the training given by the elementary school.   

⮚ Elementary School:  

Regular attendance at elementary school is compulsory, in accordance with the laws 

and regulations in force (Article L131-1 of the Education Code). If regular attendance is not 

required, the establishment will notify the social services and other competent services. The 

pupil may be removed from the list of registered pupils by the head of the school who, prior 

to his decision, will have convened the educational team.  

⮚ Absences – Lateness: 

 

● Absences: 

Absences are recorded every half day in a call register managed by the teacher. Any 

absence, including those reported by telephone, must be justified in writing (email to the head 

teacher and the principal education advisor (CPE)). The head of the school may grant leave of 

absence at the written request of the parents for exceptional reasons.  

Repeated and unjustified absences will successively lead to:  

1. A summons to the legal guardians. 

3. A report to the Embassy of France (for French nationals) (beyond 4 half-days of 

unjustified absences per month) as well as to the local social services for the protection of 

children's rights (for locals). 

● Delays: 

In accordance with the text approved at the school council meeting on Thursday, 

March 20, 2014, the doors of the school close at 8:45 a.m. and the entrance is through the 

main door. Delays affect the smooth running of classes. Repeated and abusive tardiness will 

be punished. 

https://www.legifrance.gouv.fr/codes/article_lc/LEGIARTI000038901859/2022-04-22


 

 

- For any delay of less than 15 minutes after the bell: the student is accepted in class. 

The delay will be noted in the appeal log.  

- For any delay of more than 15 minutes after the bell: the student is no longer 

accepted in class. He will remain at the office of the CPE/Pedagogue or the 

Executive Assistant/CCC for the first hour before returning to the class.  

⮚ Timetables and organisation of school time: 

The weekly duration of schooling is 26 hours in primary school. Classes start at 8:30 a.m. 

and end at 4:00 p.m. on Monday, Tuesday, and Thursday. Wednesday and Friday from 8:30 

a.m. to 12:30 p.m. 

3.2 Secondary (middle and high school): 

The follow-up is ensured by the Principal Education Advisor (CPE)/pedagogue. 

⮚ Assiduity: 

Attendance is the first duty of students (Article L 131-8 of the Education Code). 

Attendance at all courses scheduled in the timetable is mandatory, including the elective 

courses for which the student has registered. Voluntary absenteeism constitutes a failure to 

attend school, a necessary condition for the success of the student.  

⮚ Absences: 

Absences are recorded every hour on Pronote. Each absence, even if it has been 

reported by telephone, must be justified in writing (by email). Leave of absence may be 

granted by the head of the school, at the written request of the families, to meet obligations 

of an exceptional nature. Any foreseeable absence must be the subject of a prior written 

request.  

In the event of an unforeseeable absence (in particular due to illness), the family 

telephones the school as soon as possible or sends an email to the principal education 

advisor/pedagogue. Absences that are not validly justified, repeated and in particular selective 

will be subject to punishment or sanctions (cf. Chapter 3, paragraph 4). 

The student is required to make up for the work done in class during his or her absence. 

The teacher will inform him of the exercises, sessions to be done at home or lessons to be 

learned (via Google Classroom or Pronote). In the event of a long absence, the establishment 

will contact the family so that the work can be carried out, as far as possible, as it happens. 

Repeated and unjustified absences will successively lead to:  

1. A summons to the legal guardians. 

2. A report to the Embassy of France (for French nationals) (beyond 4 half-days of 

unjustified absences per month) as well as to the local social services for the protection of 

children's rights (for locals). 



 

 

⮚ Punctuality: 

In the event of delay, the student requests admission to the school life office. A late ticket 

will be given to the student that the student must send to his teacher. Delays affect the 

smooth running of classes. Repeated and abusive tardiness will be punished.  

- For any delay of less than 15 minutes after the bell: the student is accepted in class, 

after having gone through the school life office to obtain a late ticket to present to 

the teacher.  

- For any delay of more than 15 minutes after the bell: the student is no longer 

accepted in class. He will remain in the office of the CPE or the executive assistant. 

He will be considered absent from class. The student will have to present his or her 

updated courses to the teacher at the next session. Families will be notified via the 

Pronote tool.  

 

4. SCHOOL LIFE 
 

During their stay at the CIFS, the children are placed under the responsibility of the staff 
of the establishment. During school hours, each teacher is responsible for the students in the 
class. During recess, this responsibility falls to the teachers on duty, the CPE, the Educational 
Assistants and the supervisors. However, each teacher, supervisor or supervisory staff must 
exercise his or her responsibility as an educator if he or she witnesses the misconduct of a 
student or a group of students or a situation that seems dangerous to him. 

The establishment must offer everyone the opportunity to work in an orderly and calm 
manner; The teaching team implements all measures necessary to comply with these 
conditions. 

 

4.1. General provisions: 

 

The life of the pupils and the action of the teachers are organised in such a way as to 

enable the objectives defined by the ministerial instructions and programmes in force to be 

achieved. The teacher shall refrain from any behaviour, gesture or word that would reflect 

indifference or contempt towards the pupil or his family, or that would be likely to hurt the 

pupils' sensitivity. 

Similarly, pupils, like their families, must refrain from any behaviour, gesture or word 

that would undermine the function or person of the school staff and the respect due to their 

classmates or their families. 

 

 



 

 

4.2. Schooling: 

To get the most out of the lessons taught to them, students must regularly complete the 

homework (exercises and lessons) requested by the teachers. Except in cases of force 

majeure, the work must be submitted on the date required by the teachers. Failure to comply 

with this rule may result in punishment or sanction in the event of a repeat offence. School 

materials are distributed at the beginning of the year and are not replaced. Each student is 

responsible for this. Students must bring to school the school materials necessary for the day's 

classes. 

 

4.3. Physical education and sports 

Physical Education and Sports is a discipline in its own right. 

PE is not a sports training, nor a preparation for competition, nor a physical selection of 

students. Its objectives are education in health, safety, solidarity, responsibility and access to 

citizenship through physical activities. 

Each student is therefore able to succeed with his or her own abilities. 

(See APPENDIX 1) 

 

4.4. Discipline: 

 

⮚ Maternelle school: 

The preschoolschool plays a key role in the socialisation of the child: everything must 

be done to promote his or her development. For this reason, no sanctions can be imposed.  A 

child who is momentarily difficult may, however, be isolated for the very short time necessary 

to enable him to regain a behaviour compatible with group life. It should not be left 

unattended at any time.  

All corporal punishment is strictly prohibited. 

A decision to temporarily withdraw from school may be taken by the head of the 

school, after a meeting with the parents and in agreement with the teacher. However, when 

the pupil's behaviour seriously and lastingly disrupts the functioning of the class and reflects 

a clear lack of adaptation to the school environment, the child's situation must be submitted 

to the educational team for examination. In this case, frequent contact must be maintained 

between the parents and the teaching team so as to allow his or her reintegration into the 

school environment as soon as possible. 

 

 

 



 

 

⮚ Elementary School: 

The teacher or the teaching team must obtain from each pupil work commensurate 

with his or her abilities. In the event of insufficient work, after having questioned its causes, 

the teacher or the teaching team of the cycle will decide on the appropriate measures. 

All corporal punishment is strictly prohibited. 

A student cannot be deprived of the entire recess as a punishment. Breaches of the 

school's internal regulations, and, in particular, any attack on the physical or moral integrity 

of other pupils or school staff may give rise to reprimands which are, where appropriate, 

brought to the attention of the families. 

It is permissible to isolate from his peers, temporarily and under supervision, a child who is 

difficult or whose behaviour may be dangerous to himself or to others. In the case of 

particularly serious difficulties affecting the behaviour of the pupil in his or her school 

environment, his or her situation must be submitted to the educational team for examination. 

● Punishments/sanctions: 

The punishment mainly concerns minor breaches of the students' obligations and 

disruptions in the life of the class or the school, degradation. It aims to lead to a real awareness 

and takes the form of:  

- a verbal call to order,  

- A commitment to respect the internal rules. 

- an additional assignment  

- work of reflection or collective interest of an educational nature: storage of 

equipment, classification, cleaning of the premises, etc., all activities that tend to 

develop the notions of respect and belonging. 

 

In the event that the punishment is not carried out by the student and no apology or 

written justification from the parents is provided, the student is liable to a sanction: 

● Sanctions (from cycle 3) 

Disciplinary sanctions (Article R511-13) concern serious or repeated breaches of 

students' obligations and attacks on persons and property. They are decided by the head of 

the school or by the disciplinary council if it is referred to it bringing together different 

representatives: student representatives, parent representatives, staff representatives and 

the management. 

A fault may be based on acts committed outside the school (school outings and trips, 

transport) if they cannot be dissociated from the status of pupil. The sanctions imposed will 

be recorded in the student's administrative file. 

https://www.legifrance.gouv.fr/codes/article_lc/LEGIARTI000039016602


 

 

The initiation of disciplinary proceedings will be automatic in the following cases: 
1. When the student is the perpetrator of verbal violence against a member of the 

school's staff; 
2. When the student commits a serious act against a member of staff or a student; 
3. When the student commits an act that seriously undermines the principles of the 

Republic, in particular the principle of secularism; 
4. When the student commits act of harassment, in particular cyberbullying, against 

another student, including when the latter is enrolled in another school. 
When a member of the school's staff has been a victim of physical violence, the head of the 
school is required to refer the matter to the disciplinary council. 
 

 

Procedure: 

- Communication to the minor pupil and his or her family of the facts that justify 

the initiation of disciplinary proceedings. 

- The student and his family may present their defence orally or in writing within 

three working days, 

- Notification of the sanction by the head of the school: 

 

● The written warning, notified to the family. It helps to prevent a deterioration 

in the student's behaviour.  

● Blame. It is a written and solemn call to order. The observations addressed to 

the pupil are of a more serious nature than the warning. 

● The accountability measure, subject to the signing of a commitment by the 

student to carry it out. It consists of participating outside teaching hours in 

solidarity, cultural or training activities for educational purposes up to a 

maximum of twenty hours. 

● Temporary exclusion from the class, which may not exceed 5 days.  

● A temporary exclusion from the establishment which may not exceed 5 days. 

During the temporary exclusion from the class, the student is welcomed into 

the school. He is required to do a work of reflection and general interest. Also, 

he is required to give the teacher any work to be submitted and to carry out 

the evaluations, away from his classmates. At the end of this period, the 

student will have to make up for the missed classes.  

 

The permanent exclusion of a student from the school is not allowed in 

primary school.  

 

 

 



 

 

⮚ Secondary (middle and high school): Punishments and sanctions 

Acts and behaviours contrary to the internal rules and the good school climate may 

lead to punishments or disciplinary sanctions for educational purposes. These can only be 

individual and proportional according to the importance of the error committed. Punishment 

and collective punishment are prohibited. 

● Punishments: 

The punishment mainly concerns minor breaches of the students' obligations and 

disruptions in the life of the class or the school, degradation. It aims to lead to a real awareness 

and takes the form of:  

- a verbal call to order,  

- a call to order on Pronote. 

- A commitment to respect the internal rules. 

- an additional assignment  

- work of reflection or collective interest of an educational nature: storage of 

equipment, classification, cleaning of the premises, etc., all activities that tend to 

develop the notions of respect and belonging. 

-Restraint 

-Exclusion from classes 

It can be given by all the educational staff of the establishment. A student cannot be deprived 

of the entire recess as a punishment. 

All corporal punishment is strictly prohibited. 

It is permissible to isolate a student from his or her classmates, momentarily and under 

supervision, if the behaviour may be dangerous to himself and/or to others. Any punishment 

will be the subject of written information to the parents, specifying the circumstances and the 

type of punishment. 

In the event that the punishment is not carried out by the student and no apology or 

written justification from the parents is provided, the student is liable to a sanction: 

● Sanctions 

Disciplinary sanctions (Article R511-13) concern serious or repeated breaches of 

students' obligations and attacks on persons and property. They are decided by the head of 

the school or by the disciplinary council if it is referred to it bringing together different 

representatives: student representatives, parent representatives, staff representatives and 

the management. 

https://www.legifrance.gouv.fr/codes/article_lc/LEGIARTI000039016602


 

 

A fault may be based on acts committed outside the school (school outings and trips, 

transport) if they cannot be dissociated from the status of pupil. The sanctions imposed will 

be recorded in the student's administrative file. 

The initiation of disciplinary proceedings will be automatic in the following cases: 
5. When the student is the perpetrator of verbal violence against a member of the 

school's staff; 
6. When the student commits a serious act against a member of staff or a student; 
7. When the student commits an act that seriously undermines the principles of the 

Republic, in particular the principle of secularism; 
8. When the student commits acts of harassment, in particular cyberbullying, against 

another student, including when the latter is enrolled in another school. 
When a member of the school's staff has been a victim of physical violence, the head of the 
school is required to refer the matter to the disciplinary council. 
 

 

Procedure: 

- Communication to the minor pupil and his or her family (or to the adult pupil) 

of the facts justifying the initiation of disciplinary proceedings. 

- The student and his or her family (or the adult student) may present their 

defence orally or in writing within three working days, 

- Notification of the sanction by the head of the school: 

 

● The written warning, notified to the family. It helps to prevent a deterioration 

in the student's behaviour.  

● Blame. It is a written and solemn call to order. The observations addressed to 

the pupil are of a more serious nature than the warning. 

● The accountability measure, subject to the signing of a commitment by the 

student to carry it out. It consists of participating outside teaching hours in 

solidarity, cultural or training activities for educational purposes up to a 

maximum of twenty hours. 

● Temporary exclusion from the class, which may not exceed 8 days.  

● A temporary exclusion from the establishment which may not exceed 8 days. 

During the temporary exclusion from the class, the student is welcomed into 

the school. He is required to do a work of reflection and general interest. Also, 

he is required to give the teacher any work to be submitted and to carry out 

the evaluations, away from his classmates. At the end of this period, the 

student will have to make up for the missed classes.  

● Permanent exclusion from the establishment.  

The measure of responsibility and temporary exclusion from the class or the school 

may be suspended. However, these are sanctions in their own right. The suspended sanction 

is recorded in the student's administrative file. When pronouncing a suspended sanction, the 



 

 

head of the school informs the pupil that in the event of a new sanction he or she may have 

the suspension lifted. If a new breach is committed that justifies a sanction, three hypotheses 

are possible: 

- The suspension is lifted: the initial sanction is then implemented,  

- A new sanction is imposed: it does not automatically have the effect of lifting 

the suspension previously granted. 

- The suspension was lifted and a new sanction was imposed at the same time.  

The sanctions of warning, reprimand and accountability measure are erased from the 

student's administrative file at the end of the school year. Temporary exclusions are deleted 

from the student's administrative file after one year from the date on which they were 

pronounced. In the event of serious misconduct, a disciplinary council will be convened in 

accordance with the regulations of the French National Education. 

 

5. SAFETY AND HEALTH 
 

5.1 Hygiene-Health: 

Pupils are expected to ensure, under the supervision of the school's management, the 

general cleanliness of the premises inside and outside the establishment. 

The installations of soap dispensers and disinfectant gel guarantee the hygiene of the 

children. Students are asked to use these facilities appropriately without damaging them. 

The purifiers are activated according to the level of pollution (see pollution protocol) 

The premises are cleaned daily and the ventilation is sufficient to keep them in a state of 

hygiene. The pupils are also encouraged by their teacher to practice order and hygiene on a 

daily basis.  

In preschoolclasses, the childminders are responsible for assisting the teaching staff with 

the physical care to be given to the children. 

In the case of contagious diseases, parents undertake to notify the school immediately. 

Readmission is subject to the presentation of a medical certificate attesting to the student's 

clinical recovery.  

Teachers are not allowed to administer medication. If a child needs to take medication 

during school time due to specific health problems, the school staff may, at the written 

request of the parents, assist in the administration of medication according to the written 

medical prescription (prescription). However, it should be remembered that any treatment 

for a seasonal condition (e.g. bronchitis-like) should be administered at home.  

Any special scheme gives rise to the drafting of an Individualised Reception Programme 

(PAI), which must be signed by the doctor and updated each year. 



 

 

It should be noted that the school does not have an infirmary service in the school but 

staff are trained in first aid to be able to react in case of emergency and first aid kits are 

available in different places of the school. 

 

Smoking is strictly forbidden on the school grounds. 

The establishment participates in vaccination campaigns (after parental authorization) and 

prevention. 

 

5.2 Security: 

For everyone's safety, the establishment is under video surveillance. 

Entrances and exits (from or to the classroom) are done in a calm and rowy manner. No 

student can stay in class without the presence of an adult. 

⮚ Monitoring 

Pupils are subject to control by all school staff everywhere.  

Assistants, external to the school, provide supervision during lunch breaks. They are aware 

of the various regulations and protocols in force in the establishment. 

⮚ Dangerous object 

Students should limit themselves to bringing essential school materials for teaching 

activities to school. Dangerous objects and products that can be diverted from their normal 

use are prohibited on the premises of the establishment, including flammable products, sharp 

or blunt objects such as weapons, knives, cutters, sharp scissors, liquid glues, lighters and 

matches. Families are asked not to give children money or valuables to take to school, such as 

jewellery, electronic games, cameras, mobile phones, etc. 

⮚ Parking lot:  

It is MANDATORY to respect the instructions of the security guard who regulates the 

entrance to the car park. Vehicles must slow down at the entrance to the car park and carry 

out any manoeuvres with extreme caution. Stationary vehicles must have their engines 

switched off. 

➢ A special regulation for sharing spaces in the playground is in force. 

 

➢ Safety exercises (fire, earthquake, special safety plan (PPMS)) take place in 

accordance with the regulations in force.  

 

➢ Safety protocol: PPMS, fire protocol and earthquake prevention 



 

 

The CIFS has a complete safety file, accessible to adults and known to all. The safety instructions 
will be explained in class by the teachers at the beginning of the school year. Regulatory 
evacuation or containment drills will be carried out during the year (three times a year for the 
fire evacuation drill and once a year for the PPMS and the earthquake drill). 

 
The discovery of a hazard should be reported immediately to the nearest adult. In the event of 
an emergency, an injured or ill student will be taken care of by a qualified adult (holder of a first 
aid certificate). The school will then contact the emergency services. The student may be 
transported to the hospital by an adult from the school, and the family will be informed 
immediately of the situation. 

 
For safety and liability reasons, access to the establishment is strictly regulated from 7:30 am to 
5:30 pm. Any adult wishing to enter must register and present themselves at the reception for 
identification. Access is authorized once the individual has been identified and authorized. Even 
if allowed, adults cannot move freely in the school. Parents do not have access to the school 
premises, with the exception of parents of kindergarten students who can accompany or pick up 
their children at the classroom door. Parents of elementary and secondary school students have 
access to the reception area: the courtyard. 

 
Parents are responsible for potential accidents on the way to and from school (and vice versa), 
except for school bus journeys organised by the school. They are also liable in the event of an 
accident resulting from non-compliance with this regulation. It is advisable to take out civil 
liability insurance. 

⮚ Protection against damage to property  

The protection of the environment of cohabitation is everyone's business. The principle of 

parents' responsibility for damage caused by their children applies in the school as elsewhere. 

The perpetrators of damage who manifest themselves immediately will be treated with 

kindness. Compensation for the damage suffered by the school community may take the form 

of community service, for educational purposes. 

The civil liability insurance of the head of the family is strongly recommended to cover the 

compensation of more significant damage caused, whether voluntary or not. 

 

6. INSTANCES AND PEDAGOGY 
 

6.1 Bodies: the different councils:  

These bodies are for reflection, communication, exchanges and information between the 

members of the educational community; They must improve living well together and instil 

educational and innovative projects.   

⮚ The Teachers' Council regularly brings together all primary school teachers 

outside school hours on the pedagogical orientations and priorities defined by 



 

 

the ministerial instructions and the pedagogical projects defined by the school 

project. 

⮚ The Pedagogical Council regularly brings together secondary school teachers 

outside school hours to work on the pedagogical orientations and priorities 

defined by the ministerial instructions and the pedagogical projects defined by 

the school project. 

⮚ The School/College Council meets regularly in order to coordinate and promote 

the students' academic career (consultation on programs, pedagogical 

practices). 

⮚ The General Assembly of Delegates must meet at least twice a year, one of 

which must be held before the end of the seventh week of classes. It is made 

up of all the student representatives of the middle and high school and chaired 

by the head of the school or his representative. It is a place for exchanges on 

issues relating to class life and school work. In particular, it ensures 

communication between all the class representatives and those of the school 

board and the C.V.L. It elects 2 student representatives for one year on the 

governing board. 

⮚ The College or High School Life Council meets regularly, at least once a quarter, 

in the presence of the student delegates; He decides on projects involving 

middle school students and focuses on the living conditions within the college. 

⮚ The Class Council only concerns secondary classes and meets once a quarter. It 

is chaired by the head of the school or one of his representatives and is 

composed of the teachers of the teaching team, the two student 

representatives and the two parents' delegates. It takes stock of the 

functioning of the class and the results of each pupil (Cf. Decree 85-924 of 

30/08/1985, art 33).  The end-of-year report decides on the transition to the 

next class, taking into account the knowledge he or she may have of the student 

as a whole. The two student representatives, who are ex officio members of 

the class council, may intervene at any time with respect for others and their 

private life, refraining from any defamatory or insulting remarks. (Decree No. 

91-173 of 18 February 1991). All members are bound by confidentiality and no 

confidential documents are distributed at the end of the council. 

⮚ The School Council meets at least three times a year and is the privileged place 

to approve the School Project and to give its opinion on themes concerning 

school life. The Head of School may convene the School Council if the situation 

requires it, where half of the +1 members are present. 

The Class Representatives.  

Each class elects two titular class representatives accompanied by their substitutes for the 

school year. The election is organized by the Head Teacher, under the responsibility of the 

Principal Education Advisor, during the sixth week of the school year. Class representatives 



 

 

are the representatives and spokespersons of the students with the teachers and within the 

various bodies of the school. (Circular No. 91-081 of 5 April 1991 and No. 2004-114 of 

15/7/2004) 

6.2 Pedagogy: 

 

⮚ Evaluation of students' work:   

Students' acquisitions are regularly evaluated in order to measure progress, their needs 

and better understand learning strategies. It is based on continuous assessment and 

observation of teachers. These formative evaluations or are work benchmarks.  

A notebook of achievements in kindergarten is sent to families once a year, as well as an 

assessment of academic achievements at the end of the first year. 

A digital evaluation booklet is sent three times a year to the families of elementary school 

students. 

Thus, from elementary school onwards, at the end of each term, parents are the recipients 

of their child's report. Students are evaluated by skills and are not graded until the end of cycle 

3. From secondary school onwards, the class council is responsible for making this assessment: 

students are evaluated by skills and are graded. The zero is not an evaluation, this grade can 

only be awarded for work not done or not submitted.  

From the 6th grade, the "Pronote" portal is the shared monitoring tool. 

⮚ Mock exams 

As part of the school project, in addition to the evaluations carried out throughout the 

school year, mock exams are instituted for students in exam classes during the second term. 

⮚ The notebooks:  

The notebooks of the CP, CE1, CE2, CM1 and CM2 classes will be regularly sent to 

families for signature. 

⮚ Personalized help: 

Teachers can offer individualised help to pupils with special needs, outside school 

hours, through complementary educational activities. 

⮚ School outings: 

When the class teacher organizes a school trip, he or she completes an application for 

authorization for school trips, to be submitted to the director 10 days before the outing and 

specifying the names of the accompanying persons. The teacher informs the families of this 

outing. 



 

 

The function of an escort is voluntary in nature and cannot be remunerated. The 

accompanying person is under the responsibility of the school and follows the instructions of 

the teacher. 

⮚ The Knowledge and Culture Centre (CCC): 

The CCC is open to students and teachers according to the procedures brought to their 

attention each year, in accordance with regulations drawn up by each level: kindergarten, 

elementary and second grade.  Students have a reading corner, a multimedia research 

space and a documentary research space.   

It is a place for learning about working methods and info‐documentary research, as well 

as a place for reading and lending library.   

It is also a place of work from 12:30 to 14:00 for secondary school students. Students go 

there freely and must respect the rules.  

Group work for secondary school students can be done during tutoring with the 

permission of the teacher concerned to avoid too noisy exchanges at the CCC. (See 

APPENDIX 4)  

⮚ Access to IT resources: 

The student has access to the school's computer resources. This access to the Usual 

Information and Communication Technologies (TUIC) is subject to compliance with the terms 

of the "Information Technology and Internet Charter". This text provides that users of IT 

resources undertake to comply with legal obligations, in particular those concerning: the 

prevention of computer fraud, the protection of software, the confidentiality of private 

information and the right to one's image. 

 

 

 

 

7. RELATIONSHIP WITH FAMILIES: 
 

All information concerning the life of the CIFS is sent to the families by e-mail. Parents can 

contact the school by messaging (info@cifs.edu.ba) or by phone (033 611 011) teachers 

through the One and Pronote platforms (see Appendix 5). 

Teachers and parents must work together for the development and success of the child. 

Dialogue between parents and teachers is thus a decisive and essential element in the 

smooth running of children's schooling. It is important that it be carried out in a climate of 

mutual trust, at times when the various partners are available. 

mailto:info@cifs.edu.ba


 

 

7.1  Meetings: 

Parents will be able to meet the teachers, by appointment, outside school hours. An 

information meeting is organized at the beginning of the school year. At the end of each term, 

the teachers meet the families individually, well before if necessary, at the request of the 

teaching team as well as the family. For cycle 1, a success booklet is given at the end of the 

school year. A meeting with the parents is organized at the end of the first term.  A report card 

is issued each term for elementary school and up to the final year of high school: it includes 

grades and assessments by subject. Parents are represented by their representatives on the 

school board who are in constant communication with the school management. 

For secondary school, the school uses Pronote, software to monitor your child's schooling: 

timetable, absences, homework, text book, results, report cards. 

It is the responsibility of students to consult Pronote very regularly to read lessons, 

assignments and assessments. 

It is the responsibility of each parent to regularly consult Pronote, which contains 

information that is different from their child's page. 

 

7.2 The personal textbook: 

The pupil writes down the preparations, lessons, homework, various tests with their dates. 

It is therefore mandatory and provides information on the work to be done in class and at 

home. 

8. PAYMENT METHOD 
 

The latter is the subject of a regulation (financial regulation) which is signed at the 

beginning of each school year 

9. ADDITIONAL SERVICES 
 

⮚ School transport  

All messages related to school transportation must be communicated to the school, to 

the Executive Assistant responsible for CIFS logistics, BEFORE 5:00 p.m. For students who use 

school transport and return home alone, a signed parental authorization is MANDATORY from 

the start of the school year. If, from time to time, it is a person other than the one who usually 

picks up the student at the bus stop, it is imperative that the parents inform the secretariat. If 

the person picking up the student is not at the bus stop at the scheduled time, the student will 

be taken to school and await the arrival of his or her parents. 

Families will be aware of the rules before using transport. It will be awarded at the 

beginning of the school year. 



 

 

⮚ Half board  

The property offers a catering service. The students have their lunch in the dining 

room, in the form of the meal offered by the service provider company exclusively. Students 

have the option to bring their own lunch. Snacks are also allowed in the schoolyard, during 

recess. During the lunch break, the basic rules of etiquette are required (clean hands, 

correctness of attitude and language, respect for the agents providing the service). 

Waste, grabbing from other people's plates cannot be tolerated. 

Thus, the admission of a pupil to half‐board implies that he or she accepts the rules 

(etiquette, hygiene) and the way it works.  Registration is made for the school year. Any 

changes must be reported before the end of the month for the following month.   

⮚ Day Scholars 

Students are taken care of by families at the indicated outing times. They must return 

to school 10 minutes before the start of classes. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

APPENDIX 1: PHYSICAL EDUCATION AND SPORTS REGULATIONS 

HOW PE CLASSES WORK: 

1. Before the class: 

Take your PE belongings and change, if necessary.  Students must report any forgotten 

clothing  

MANDATORY CLOTHING: Specific clothing, worn in a bag, is mandatory regardless of the 

activity practiced. It consists of shorts or tracksuit bottoms, a T-shirt, a pair of sports shoes 

adapted to the place of practice.  

Students with outdoor activity cycles in wet periods will need to bring a change of shoes 

and socks as well as warm clothing when the outside temperature requires it. 

To be avoided: sneakers with flat soles, not suitable for sports. 

2. In gyms: 

Present your shoes with clean soles for indoor sessions. Remove your watch and jewellery, 

put on your minimum sports clothes (warm clothes for outdoor activities, water bottle). 

The sanitary facilities are not accessible without the teacher's permission.   

3. During the course: 

For each activity, comply with the rules and instructions given by the teacher. 

Respect the premises (suitable shoes, clean). 

Respect others by behaving that does not endanger them (kicking a ball, shoving, heckling, 

etc.) and by listening to the instructions or advice given by the teacher. 

All students must participate in the setting up and storage of the equipment, which they 

must also respect. 

4. End of the course: 

Check that you have not forgotten or left behind anything (paper, plastic, etc.). 

Wait calmly for the teacher to give permission to leave the gym or the place of the sports 

activity and then go to change, if necessary.  

All those involved using the gym are responsible for its storage and respect for the 

equipment. When the equipment is locked up, the worker ensures that the padlock is closed 

and returns the key to the concierge service at the end of his activity. 

 

 



 

 

SPORTS EQUIPMENT: 

- It is forbidden for teachers and other adults to allow students to borrow sports 

equipment in the sports hall. 

- For reasons of protection of people and material goods, hard balls (basketball, football) 

are forbidden in the school during meridian recess times. 

ACCIDENT PREVENTION AND SAFETY INSTRUCTIONS: 

Rules to remember: 

   

 - The laces must be tight before starting an activity. 

 - Glasses must be removed in accordance with the regulations in high-risk activities 

(e.g. rugby – wrestling, etc.). 

 - Deodorants in aerosol cans are strictly forbidden (flammable and toxic product, etc.). 

MEDICAL CERTIFICATES TO BE PRESENTED TO THE PE TEACHER AND SCHOOL LIFE: 

Attendance at the course is mandatory. Only the teacher will assess whether the 

student can carry out the planned activities or whether he or she has to go to study. 

For a session : it is requested by the parents in writing and accepted or not by the 

teacher, because the activity can be adapted. The student must therefore bring his or her own 

equipment and clothing. The student's presence is mandatory at the beginning of the course. 

The teacher will assess whether the student can carry out the planned activities or not. 

Beyond a session : The presentation of a medical certificate is mandatory. It will be 

presented to the teacher and then to the secretary. It must specify for what types of activities 

or efforts and for what duration the student must be considered unfit. 

The student is exempt from sports practice but attendance in class is mandatory to 

acquire transversal skills (refereeing, coaching, observation skills, understanding of the 

activity, etc.). Exceptionally, the student may be allowed to leave the school subject to a 

written request from one of the legal guardians and the agreement of the Head of School. 

DAMAGE : An inventory of the premises will be drawn up by the teacher at the 

beginning and end of each lesson. Any deterioration observed must be reported to the teacher 

before the end of the lesson. In the event of damage, a report will be submitted to the head 

of the school who may take sanctions. 

 

 

 



 

 

 

APPENDIX 2: LIVING TOGETHER CHARTER 

A "charter for better living together" serves as a reference document for relationships 

between students. In case of difficulties, the help of a psychologist may be requested after 

agreement with the Director. The school community fights against bullying. 

Our Charter 

Read in class, 

● I have the right to come to school without fear of being threatened, assaulted, insulted, 

ridiculed, isolated, humiliated and harassed (repeatedly subjected to mean attitudes). 

● I have the right to choose my friends: I can talk and play with whomever I want, no one 

can stop me or force me to do something against my will. 

● I have the right to be different from others. Every child is unique. No one can make fun 

of my physique, my clothes, my religion, my skin color. 

● Racism is prohibited throughout the school. 

Our ideas against violence and for respect: 

"You shouldn't judge someone too quickly and you should take the time to get to know 

them." 

"We have to invite new people to play and include them in our group." 

"We are all different and fortunately! We have to respect our differences. » 

"Violence cannot be solved with violence." 

"If someone isn't nice to me, I can ask them to stop, ignore them, leave, or remind them of 

my rights. If he continues, I have to complain. » 

"If you experience a scene of violence, you should talk about it and ask for help from an 

adult: teacher, supervisor, parents, etc. » 

"We have the right to refuse to play without being attacked." 

"You should never insult someone." 

"Speaking out is not denouncing! We should not be ashamed. » 

"To be silent is to be complicit." 

"We must defend the victims of violence." 

"We have to respect the rules of the school." 



 

 

 

APPENDIX 3: CIFS IT AND INTERNET CHARTER 

 

The purpose of the charter is to define the conditions of use of the Internet in the context 

of the school's activities. It is based on the laws in force. 

1. IT charter: 

The rules and obligations apply to any person (student, teacher, administrative or 

technical staff) authorized to use the CIFS educational network. The use of the school's 

computer resources is exclusively for the purpose of carrying out teaching or documentation 

activities. 

Article 1: Each user is assigned a computer account (user number and password) which allows 

him to connect to the educational network. 

Accounts and passwords are nominative, personal and inaccessible. Each user is responsible 

for the use made of it.  

The user will notify the administrator if their password no longer allows them to log in. 

Article 2: Each user undertakes to comply with the rules of IT ethics and in particular not to 

intentionally carry out operations that could result in: 

- to hide their real identity (a user must, for example, indicate their real identity in email 

correspondence, pseudonyms are excluded);  

- to appropriate another user's password;  

- modify or destroy information that does not belong to it (directories, software, etc.);  

- Install or make a copy of software;  

- Access information belonging to other users without their permission;  

- interrupt the normal operation of the network.  

Article 3 : Each user undertakes to take care of the equipment and computer premises made 

available to him. It informs one of the network administrators of any anomaly observed. The 

recording of pupils' or teachers' work must be carried out in the spaces provided for this 

purpose (user's personal directory). Any document located outside this directory will be 

deleted by the network administrators.  

In the event of non-compliance with these rules, his account will be closed and he is 

exposed to disciplinary and criminal prosecution provided for by the laws and regulations in 

force. 



 

 

 

2. Internet charter: 

The use of the Internet in schools makes it possible to promote the development of 

students, to make them educated students who are responsible for their choices. 

Access to the Internet is not a right of every student but an educational tool made available 

to them. 

A certain number of rules must be respected 

⮚ The use of the Internet is reserved for documentary research within the 

framework of educational objectives or the student's personal project, i.e., 

course sheets, online exercises, subjects and answers, academic and 

professional orientation. 

⮚ Self-service, personal or recreational access is not tolerated. Any consultation 

must be carried out in the presence of an adult member of the educational 

community, who will be able to exercise discreet supervision of the sites 

consulted. 

⮚  Downloading and installing software on workstations is prohibited. However, 

it is possible to download files or documents from one's personal directory in 

order to carry out presentations or assignments requested by the teaching 

staff. The use of personal devices is not allowed to avoid viruses. If necessary, 

the teacher can save the files on digital media, after checking that they are not 

contaminated. 

⮚ Each student must respect the legal rules: respect for others, respect for 

human and social values. It is therefore forbidden to consult or publish 

documents:  

- Defamatory, insulting, obscene, racist, xenophobic, homophobic, sexist, pedophile 

or pornographic nature inciting crimes, offences and hatred 

- Of a commercial nature. 

 

 

 

 

 

 

 

 



 

 

APPENDIX 4: KNOWLEDGE AND CULTURE CENTRE – CCC 

 

Principles: 

The CCC's vocation is to welcome students as widely as possible. 

It is a place reserved for reading, documentary research, borrowing books and other 

documents or group work independently or with a teacher. An attitude of respect for the 

works, the place and the public is imperative. 

It is forbidden to: 

- To come with food or drinks 

- To run, to speak loudly  

The IT Charter also applies to the use of the CCC's computers. 

The use of computers is limited to documentary research related to educational work. 

Students are not allowed to use computers for personal purposes. Internet gambling is strictly 

prohibited. 

The opening hours will be defined at the beginning of each school year for the current year. 

Students are allowed to borrow 3 documents at a time, including a DVD/CD. 

The loan period varies depending on the document: 

▪  Novels and tales: 2 weeks. 

▪  Albums, comics, documentaries, periodicals: 2 weeks. 

▪ DVDs and CDs: 2 weeks. 

▪ The usual ones (dictionaries, grammars and others) can only be consulted on site. 

No document should leave the library without first being registered at the circulation desk. 

The return is also at the same place. 

If the loan deadlines are not respected, a reminder will be sent to the student. Any 

document (book, DVD, CD) lost or damaged must be reimbursed at its redemption value. 

The librarian teacher reserves the right to exclude any student who does not comply 

with the CCC rules. 

 

 

 

 



 

 

APPENDIX 5: FAMILY RELATIONS AND COMMUNICATIONS CHARTER  

Objective: 

The purpose of this charter is to define the principles and modes of communication between 

the Collège International Français de Sarajevo and the families of the students, in order to 

ensure an effective and harmonious collaboration for the well-being and success of the 

students. 

I. Pedagogical Communication 

  

1. ONE (Digital Tool for Education) – Primary 

 

Connection link: ENT Odyssey Education   

-       Registration and Use: All elementary school families must log in to the ONE platform 

to access educational information, track student progress, and receive communications 

from the school. 

-       Regular Update: Elementary school teachers will regularly update assignments, 

projects, and teaching resources on ONE. They will also share photos and student 

achievements on class blogs and multimedia notebooks. 

-       Meetings and Meetups: Primary parent-teacher meetings will be announced via ONE, 

with the option to schedule one-on-one discussions. 

-       Newsletter: A newsletter will be sent via ONE to inform parents of upcoming events, 

current projects. 

  

2. Pronote – Secondary 

  

- Connection: 

Link to the link: Pronote 

The username and password do not change. Parents who have lost the password can 

contact the management assistant for a password reset. For parents of students in the 

6th grade, the username and password are communicated to them at the beginning of 

the school year by the head teacher. 

 

https://ent.odyssey.education/auth/login?callback=https%3A%2F%2Fent.odyssey.education%2F#/
https://1180001k.index-education.net/pronote/


 

 

- Use: All secondary school families must log in to the Pronote platform to access 

educational information, track student progress, and receive communications from 

the school. 

 

- Regular Update: High school teachers will regularly update assignments, projects, and 

teaching resources on Pronote. 

 

- Meetings and Meetups: Secondary school parent-teacher meetings will be announced 

via Pronote/mel, with the possibility of making an appointment for one-on-one 

discussions. 

Two parent-teacher meetings are scheduled (at the end of period 1 and at the end of 

period 3). 

 

II. Evaluations 

1. Primary 

- The daily notebooks, evaluations, to be signed regularly, are the first tool for 

communication with families. They make it possible to check the students' achievements 

and achievements every week. 

- Success book for kindergarten. 

- Livréval from CP onwards for quarterly passbooks. 

-       Regular Feedback: Regular meetings (three annual meetings at the end of each term 

for the delivery of booklets) will be scheduled to provide personalized feedback on student 

progress. Other meetings may be initiated by parents or teachers, including language 

teachers (but under the responsibility of the class teacher who must be informed of these 

exchanges). 

2. Pronote 

-       Access to Results: Assessment results, quarterly report cards and teacher feedback 

will be accessible via Pronote for all levels. 

-       Continuous Monitoring: Families are encouraged to consult Pronote regularly to 

monitor their child's academic progress. 

-       Notifications: Notifications will be sent to inform parents of new assessments or 

significant changes in the curriculum. 

-       Regular Feedback: Regular meetings (three annual meetings at the end of each term 

for the submission of report cards) will be scheduled to provide personalized feedback on 

student progress. Other meetings can be initiated by parents or teachers. 



 

 

  

III. Administrative and pedagogical communication 

 

1. Billing & Payments 

 

- Invoices: School invoices will be sent by email to parents at the address registered 

in the student's file. 

 

- Payment Terms: The payment terms will be specified in each invoice. Parents are 

required to comply with the specified payment deadlines. 

 

- Payment Reminders: Payment reminders will be sent automatically before due 

dates. 

 

2. Management and Administration 

 

- Contact by Email: The management and administration of the school will 

communicate mainly by email for all important administrative matters. 

 

- Availability: Management remains available for in-person appointments, upon 

request, to discuss specific or sensitive issues. 

 

- Quick response: A response time of 48 working hours is to be respected for emails 

sent by families, except in cases of reported emergency. 

 

- Appointment slots: Families must respect the proposed appointment slots to meet 

with members of the administrative team. It is requested not to show up without 

an appointment in order to guarantee an efficient organization and a quality 

welcome. 

  

Families can be welcomed for: 

- Pedagogical Direction: 9:00-12:00 and 14:00-17:00 

- Administrative and financial management: 8:30-12:00 and 14:00-17:00 

- Executive Assistants: 8:30-12:00 and 14:00-17:00 

- CPE/Pedagogue: 8:30-12:00 and 14:00-17:00 

- School life: 8:30-12:00 and 14:00-17:00 



 

 

 

Contact: 

- Pedagogical Director, Mr. Nordine Mebarki: 

E-mail: direction@cifs.edu.ba  

Tel: 033 611 011 or 061 150 197 

 

- Administrative and Financial Directorate, Mrs. Dragana Jovicic: 

E-mail: djovicic@cifs.edu.ba and francuskaskola@bih.net.ba 

Tel: 033 611 011 or 062 419 448  

 

- Executive Assistants, Mr. Amar Vranac: 

E-mail: info@cifs.edu.ba 

Tel: 033 611 011 or 062 334 889 

 

- CPE/Pedagogue: 

E-mail: cpe@cifs.edu.ba  

Phone : 033 611 011  

  

- No emails will be processed after 6 p.m. or on weekends. 

-  

3. Teaching team 

 

- Contact by Email: The CIFS teaching team will communicate mainly by 

email/One/pronote (for primary school: use email on the ONE platform to have only 

one communication channel). The teachers' email addresses will be communicated at 

the beginning of each school year. 

 

- Availability (Schedules and Slots Available): Teachers remain available for individual 

appointments, upon request. It is thus possible to meet the members of the 

educational team by appointment. The times and slots available for these meetings 

will be communicated to families at the beginning of each school year and can be 

consulted via ONE or Pronote. 

 

- Quick response: A response time of 48 working hours is to be respected for emails 

sent by families, except in cases of reported emergency. 

 

- No emails will be processed after 6 p.m. or on weekends. 
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IV. Parent Representative (RPE) 

 

The RPEs are also your privileged interlocutors. They are the link with the management of 

the establishment. They will be able to answer some of your questions or pass them on to 

the management. 

The EPRs meet with the head of the school at least once a period. 

You can contact your representatives at: rpe@cifs.edu.ba 

 

V. Family Engagement 

 

- Active Participation: Families commit to actively participate in meetings and events 

organized by the college 

 

- Compliance with procedures: Families must follow the communication procedures 

established by the college. 

 

- Collaboration: Open and respectful communication is essential for the smooth 

running of students' schooling. Families are committed to working with the college 

to resolve any issues that may arise quickly and efficiently. 

 

- Involvement in Activities: Encourage parents to get involved in school and 

extracurricular activities, such as workshops, clubs and field trips. 

Conclusion: 

This charter aims to strengthen cooperation between the French International College of 

Sarajevo and families, ensuring clear, regular and constructive communication. Together, we 

can offer students the best conditions for their development and academic success. By 

improving our communication methods and encouraging active participation of all 

stakeholders, we create an educational environment conducive to excellence and the well-

being of each student. 
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