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Reasons for a Teacher’s handbook

In order to make sure that teachers - both those current and new in the school - understand the procedures they
need to follow, schools create a teacher’s handbook. This is very useful for teachers to refer to when they are not
sure what to do.

Procedures and a description of ‘how we do things’ in the school are very important in helping us in
the following ways:

e  Avoiding mistakes and misunderstandings

e  Knowing who to go to when we have a problem, idea or issue

Sticking to an agreed protocol so that we provide consistency for students, parents and ourselves
We become an efficient school with a team that obviously communicates and collaborates

Most of what goes into a teacher’s handbook are simply the facts — when we start the day, the length of lessons,
when lunch is, etc. It is very important that all teachers read, understand and follow the rules, procedures and
guidelines within this document.
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European School Mission Statement and Values

The European School provides an exceptional education in a nurturing and academically challenging environment,
inspiring each student to achieve their personal best and become an influential and socially responsible global citizen.

Our values-driven international education is expressed through core values that are woven into every academic and
extracurricular activity at the European School. We actively promote four values that form the basis of everything we
do. They include:

- Leading through innovation
- Pursuing excellence

+  Growing by learning

- Global citizenship

With these values at our core, we encourage independent learning and empower students to embrace responsibility.
Students at ES learn to celebrate diversity in a spirit of understanding and tolerance that helps them become citizens of
the world.

Working as a team and loyalty

We expect our teachers to always act in the interest of the school as a whole: she or he should be friendly and open
to questions from students and parents, cooperative towards concerns of other team members and loyal towards the
Director of School and the management. Strict confidentiality on all matters concerning students, staff members
and school internal documents and regulations to be kept by all teachers at all times.

Mutual respect and regard for one another are essential for a productive and inspiring atmosphere at school. If the
emotional needs of the students and adults are satisfied, then everybody can concentrate on their work. To promote
this mutual respect and friendly atmosphere through example is one of the most essential tasks of each teacher.

Communication

Communication at European School is
*  clear

+ respectful

+ open, honest and specific

+ atappropriate times and places

* direct and immediate

+ responsible

All teachers are expected to check their emails at least once a day. Emails must be read and where appropriate
answered. Teachers are expected to ask if any email or part of an email is not understandable.

Lines of communication are important to the efficiency of school operation and to building trust and reliability in
ateam. When you have information, think clearly who needs to know this and make sure you tell the appropriate
person or people in good time. Teachers should not feel awkward about informing the appropriate members of the
leadership team and reasons such as, ‘I thought you were busy’ and ‘T didn’t want to burden you’ are not helpful
when people need to know about an issue.



Team Profile

At ES we expect teachers to

*  Understand that they are part of a professional team of educators collaborating across the continuum of all
programmes;

*  Be principled and confident to take risks and meet new challenges in all aspects of inquiry learning and
developing the learner;

*  Model inquiry and in all aspects of school life in order to promote learner development with respect to our
learner profile in the contexts of the subjects and areas we teach;

 Appreciate and respect individual and cultural differences in people;

*  Reflect with integrity on their professional roles independently and with the support of the ES community in
order to develop good practice;

+ Be effective, receptive and creative communicators;

* Be caring and empathetic towards self, others and the environment;

*  Be complementary players in a balanced team recognising that each of us has an important role to play in
making the school work for our young people.

All teaching staff will contribute explicitly to:

*  Creating an inspiring learning environment both in and out of class, during and between classes;

+  Developing learners and instilling the attitude in young people that the main aim of their education is to
develop as learners;

*  Maintaining discipline in and out of class within the school and on school excursions, visits and trips;

+  Instilling self-discipline and the ability of self-determination of the learner resulting in responsibility and
responsible learners;

*  Developing a continuum of learner development throughout the school by taking an active interest in
programmes other than those taught by the individual and contributing to their development;

+ Language development of students in the context of their subject.
Responsibilities

Working Hours

The full-time teachers work every working day from 8:45am till 5:00pm.

The part-time teachers come to conduct the lessons and are free to leave the school any time they wish, after
conducting the lessons. They are expected to be present on department, staff and parents’ meetings, as well as

assigned training sessions.

Coordinators and heads of other structural units of the school are asked to stay at school from 8:45am to 5:00pm.

Absences

If teacher is unable to come to school due to sickness or other last minute reasons, he/she should contact the
immediate supervisor as early as possible, preferably the day before the absence.

When colleagues are absent the main aim is to ensure that students have relevant, engaging assignments to do
independently. Such lessons should not be seen as ‘free’ lessons, opportunities for other staff to teach their own
subject or engage in other activities unless no assignments have been provided. Predicted absences for either
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medical or other reasons must be approved by the immediate supervisor and the Director of the School, information
has to be provided to the HRM Division as well. These rules apply to full-time as well as part-time teachers.

All teachers will provide and update supply packs to prepare for any unforeseen absences. These supply packs should
include a class list with notes on specific students, a daily timetable (including info on library times, duties and
home-assignment), a list of activities that can be done outside the current curriculum and copied worksheets in
sufficient number. This supply pack is kept with the relevant program Coordinator.

The program coordinator will arrange for a cover teacher and inform all staff of the teacher’s absence.

Staff Meetings

Staff meetings of the Director of the school and the teachers are held in the beginning and the end of the semester
according to the departments. They can also be scheduled if the need arises during the semester. The School Director
meets coordinators and the department heads on a weekly basis.

At ES, teachers need to be at school two weeks before the start of the academic year and at least one week before
the second semester. During these times, staff will undergo preparation and professional development sessions.

Regular staff meetings in different programs are generally held once in a fortnight but regularity may vary
depending on the requirements of Programme Coordinators. The Coordinators meet homeroom teachers at least
once a week.

If a teacher cannot attend a meeting she/he should inform the Coordinator and the person responsible for the
meeting (in that order).

Areas of special responsibility

At European School every teacher needs to take on special responsibilities for a particular area. These areas of special
responsibility are generally agreed upon at the beginning of the school year but teachers may also be asked to take
on further responsibilities throughout the year. The Director of the School and Program Coordinator are
responsible for the assignment of special responsibilities. Examples of areas of special responsibility include:

+  Corridor duty monitor
+ Exam invigilator
*  Substitute teacher

Also, teachers might have to organize field trips and more.

Professional Appearance

General guidelines for dress and appearance: Teachers are required to wear formal clothing. Neat and clean
appearance is required at all times. Ladies are not allowed to wear low-cut dresses/tops and skirts of inadequate
length (very short). Jeans of any colour are not allowed. Exceptions would be for excursions. Sweat pants/track
suits are not considered as professional attire. Wearing sweat pants is an option only for those teaching physical
education. As for footwear sandals must not be worn.

Professional Development

Professional Development (PD) is considered to be very important for teachers at ES and PD is conducted in
accordance with school Professional Development Policy.



Professional Development plans are developed for each academic year, according to the training needs and
requirements of the staff across programs.

Each staff member is encouraged and inspired to take an active role and initiative in their own professional
development.

School explores various possibilities of PD, such as - in-school, local, international and online
trainings/workshops/courses, etc.

The process is managed by the school director, program coordinators and the Human Resources Management
division.

Appraisal

Appraisal system evaluates the performance of academic staff based on several predefined standards, which focus
on classroom observation results, peer observation results, self-evaluation results (Teacher Portfolios), results of the
parents’ surveys and results achieved by the students during the academic year.

For further information refer to the Appraisal Policy.

Teacher’s Job Description

All teachers should have job description. General outline of the document is given below. Teachers must prepare

for their courses as required by their Department Head. This typically means
planning an overview of each course for the year.

Teachers must attend professional development sessions. For on-line sessions, teachers must inform their
coordinator as soon as possible if any problem arises.

Duties and Responsibilities of the Teachers Are:

+ Planning and directing educational process in accordance with the objectives and goals set forth in the
curriculum; creating a safe and student-oriented learning environment under her/his competence;

+ Creating program specific curriculum documentation and rubrics for assessment; keeping students continually
informed about the assessment criteria;

+ Applying relevant educational program methods; selecting educational program methods based on students’ age
and individual characteristics, and providing them with necessary resources to direct the educational process;

*  Monitoring the fulfillment of goals set forth in the educational program/syllabus and providing a timely
response in case of a setback;

- Planning and conducting classes (differentiated instructions included); classroom management;

+ Ensuring students’ motivation and involvement; providing an immediate response in case of a problem/setback
and informing the homeroom teacher, Head of the Department, parent, or any other relevant person;

+ Creating final, diagnostic and other types of tests to assess students’ knowledge; analyzing and reflecting on the
results of the test, providing students with timely and constructive feedback and planning relevant activities; storing
students’ tests/work in accordance with the rules provided by the school;

+ Planning and implementing educational and personal projects;

* Providing additional classes for students when necessary;

* Selecting and approving additional books and literature, and providing them to students in a timely manner, if
necessary;

- Planning, conducting and applying extracurricular activities to support the course envisaged by the syllabus;



* Supervising the Extended Essay, if necessary;

* Supervising the diploma thesis, if necessary, and providing students with timely feedback;

* Preparing relevant reports for parent-teacher conferences; attending parent-teacher
conferences; if necessary, discussing each student’s academic progress with parents;

+ Updating electronic journal; uploading homework, providing daily reports about each student, taking
attendance, providing grades and comments;

* Informing the Head of the Department about the direction and fulfilment of the curriculum;

+ Active engagement in the activities of the Department; getting acquainted with innovative professional

developments and adopting them;

* Putting together comprehensive subject portfolios;

 Under her/his competence, ensuring students’ safety;

+ Fulfilling other tasks under her/his competence assigned by the immediate supervisor.

+ Observing the Internal Regulations, the requirements defined by the school's internal regulatory acts and safety
norms;

Homeroom Teacher

- Planning educational process in the beginning of the academic year; creating a detailed plan in the beginning

of the semester and providing the report on the work conducted in the end of the semester;

*  Managing educational process for her Homeroom class; providing an immediate response in case of a

setback/problem;

- Ensuring students’ involvement in community activities and school life;

* Supporting students to become motivated, engaged and academically successful; collaborating with parents,

teachers, and a Psychologist;

. Providing homeroom hours and informing students about the school news, regulations, rules, and their

rights;

*  Providing students with educational resources; providing an immediate response in case of a

problem/setback;

* Creating a comprehensive Homeroom portfolio;

* Planning and conducting field trips and other activities, as necessary;

* Organizing parent-teacher conferences; preparing relevant reports for the parent-teacher

conferences; if necessary, discussing each student’s academic progress with parents;

+ Checking students’ grades in the electronic journal and uploading relevant information;

+ Taking care of students' safety within the scope of competence;

+ Fulfilling other tasks under her competence assigned by the immediate supervisor;

+ Observing the Internal Regulations, the requirements defined by the school's internal regulatory acts and safety
norms.

Duties and Responsibilities of Coordinators:

*  Coordinating study process in respective program; creating a safe and student-oriented learning environment
under her/his competence;

*  Runninglearning and teaching process, and under her/his competence, ensuring it runs without delays;

. Monitoring students and teachers’ tardiness and providing an immediate response in case the learning
process is delayed;

*  Assisting teachers with planning and conducting research-based classes; horizontal and vertical alignment
planning;

* Organizing group or individual additional classes for students when necessary;

* Bearing students’ needs in mind, cooperating with teachers to get students engaged in learning

process;

*  Monitoring individual and mutual schedules in respective program at the beginning of the academic year
and making relevant changes as needed;



*  Monitoring the fulfillment of program goals over the course of the semester, and applying changes when
necessary;

*  Working on program innovations; ensuring that the program is implemented in accordance with requirements;
*  Monitoring the academic calendar — organizing school events and ensuring students’ involvement; organizing
extracurricular activities and events designed to help respective program students understand the material;

*  Under her/his competence, providing respective program grades with relevant educational resources and
material-technical base;

*  Coordinating study process; informing students/teachers about important ongoing processes, new rules and
regulations;

* Informing students about their rights;
* Informing the school administration about the respective program personnel professional development
needs and requirements; organizing informative and professional development meetings;

* Attending respective program teachers’ classes; providing evaluation in accordance with the
established criteria; providing feedback and recommendations;

* Informing new respective program teachers about the program and school structure; helping them to settle
into a new environment;

*  Meeting with respective program homeroom teachers/teachers weekly, or as often as necessary, to discuss
issues and provide instructions and recommendations; organizing and monitoring homeroom activities in respective
program;

*  Collaborating with respective program students’ parents — organizing and attending parent- teacher
conferences; if necessary, individually discussing students’ academic progress with parents;

*  Comprehensive monitoring of the subject portfolio and paperwork;

*  Monitoring students personal files and record keeping;

*  Under her/his competence, ensuring students’ safety;

*  Program record keeping;

*  Ensuring that the electronic journal contains all the relevant information;

*  Monitoring and renewing content for the respective program section on the school website;

*  Reporting to the Director every week;

*  Organizing and monitoring final, diagnostic and other types of testing; providing resources and relevant
examination environment;

*  Making sure that the program teachers comply with rights and duties;
*  Monitoring extracurricular activities;
+  Fulfilling other tasks under her/his competence assigned by the immediate supervisor;

+ Observing the Internal Regulations, the requirements defined by the school's internal regulatory acts and safety
norms.

Safety
European School provides a safe and caring environment for all community members. It is our goal to

prevent accidents that need external medical treatment and minimise other accidents

minimise incidents/conditions that could lead to accidents
keep parents informed of any incident that may need attention later (i.e possible head injuries)

YYVYY

continually raise safety awareness

Curriculum

At European School each programme has its own curriculum guide. Teachers are required to read and understand
all the documents concerning the subjects and programmes they teach. Teachers are responsible for creating the
curriculum guide and giving it to the relevant Coordinators, the students, the parents if interested and the Director
of the school if required (upon request/need).



Student Support Center

To nurture students’ physical and psychological development, the "European School" operates a Student Support
Center.

The Student Support Center was established to ensure that all students have equitable access to learning to
maximize their potential and achieve success.

The goal of the Student Support Center is for adults to acquire the knowledge and skills necessary for social success
and self-realization, so that they can study and work in any society.

The Student Support Center involves the following programs:
e Learning Support Programs;
e English Language Learners;
e English Drama Classes.
e Georgian University Counselling;
e Overseas College Counselling;
e Psychological Counselling Service;
e Speech and Language Therapist (SALT);

e School health service;

e ESTV;

To enhance and enrich the learning environment, European School offers a wide range of after-school activities
for students who want to discover and learn something new. These activities may include (but are not limited to):

* Football club

+ Basketball club

+ Tennis club

+  Volleyball club

*  Roller club

*  Chess club

+ Karate club

+ Music and vocal club ("Q-Music", POP Music)
*  Modern dance (hip-hop) club
*  Georgian folk dance club

+  Drama club

+  Psychotherapy club

+  Spanish language club

+ Italian language club

+  Robotics and Coding club

+ Chinese language club



*  Russian language club

*  Product design club

+ Digital design club

- Engineering club

+  Game programming club

+ Art therapy club (sculpture/ceramics/painting)
*  Drawing club

* Feltclub

+ TVartclub

*  Guitar club

* "Digital design" club

* "Animation" club

+ "Talking books" - club

* Table tennis - ping-pong club
* Georgian folk song club

Saturday clubs

* Literary adventure with Giorgi Kekelidze
* Georgian language - reading by doing

* Literary workshop

* Fun logic and math

* In the wonderful world of mathematics

* The mystery of the nature of mathematics

* Together in mathematical labyrinths

Extracurricular Activities

Students on every program of the European School (Georgian Program, IB, ASAS) are encouraged to be involved in
the extracurricular activities, as such activities can help them to further develop their social and interpersonal skills
and can equip them with the skills they need to succeed after school.

In Georgian Program, coordinators, homeroom and subject teachers are responsible for supporting students in

organizing extracurricular activities.

In American High School an Extracurricular Activities Coordinator, Homeroom Teachers and Subject Teachers are
responsible to guide students in their extracurricular activities.
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In IB there is a CAS coordinator for Diploma Programme and an SA Coordinator for MYP ((Extracurricular activities
coordinators).

Home Assignments

Setting home assignments is seen as an important way to develop the independence of learners and their ability to
research and reflect on what they have learnt in class. Home assignments are also a vehicle for developing skills
through practice. Teachers need to be fair about setting home- assignments and good about helping students plan
their time and organise their schedules. Teachers should always listen to and take into consideration the claims of
students that they are overloaded and make a reasonable judgement about whether this is a fair claim or not.

It is usually best to set home-assignments over a week so that students have the chance to organise their time and
home-assignment schedule. Smaller, shorter home-assignments may be given especially where the tasks are routine.

Trips and Excursions

Teachers intending to take students on excursions must follow the procedures set out by the Director of the School:
An informative letter of request about excursion should be given to the Director of the School at least 10 (ten) days
before the excursion. The letter should include the following information: objectives of the excursion, planned
activities, participating persons (including minors), responsible persons, date and location of the excursion. Need of
the transport should be communicated to the School Administrative Manager.

Parents should be sent a permit sheet as soon as possible, but no later than 10 (ten) days before the trip. Confirmation
from parents must be collected and regular scheduled lessons for students who are not going on the trip must be
arranged.

A fire extinguisher and a first aid kit with appropriate contents must be kept in the vehicle during the excursion.
Among the adults participating in the excursion must be at least one able-bodied person with first aid skills.

Timetable

The school timetable is created in such a way as to meet the needs of students, teachers and administration. When
teachers work in multiple programs of the school, so they are required to be flexible with timetabling needs. While
we try to accommodate teachers’ requests for certain times of lessons due to outside commitments, the needs of the
students come first then the needs of the school. Hence we cannot guarantee that we can fit the timetable around
your personal schedule unless this has been agreed on employment (even then such agreements are unlikely to
carry weight after several years due to the changes in the structure of the school).

Teachers must be familiar with their own timetable and respect that of others. Teachers need to be vigilant in
updating their timetable if changes are made by the Coordinator. Special attention needs to be paid to room changes.
If clashes occur, then staff involved must be patient and deal with the situation calmly and politely. In such cases,
it is imperative that class continues as soon as possible elsewhere and that the clash is reported to the Program
Coordinator after the lesson.

Using special rooms: Teachers must respect the timetable of special rooms such as the science laboratories,
examination rooms, sports areas or art or technology rooms. If you need to use a special room with your class, please
investigate the availability of such rooms beforehand and inform the person responsible for the room. If someone
else is on the timetable of that room ask the week beforehand if they need it for the lesson you are planning to use
it — perhaps they can be flexible but remember it is their right to use the room first. To use the library during
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classes, please see the library staff to book your lesson time there in advance.

Communication with Parents

The involvement of parents in school is essential. Parents very often:

+ Can provide a different perspective of their children which can tell us a lot

+ Can tell us the child’s habits at home, history and perceptions they might not tell you
+ Have experience of other schools that we might learn from

+ Have experience of other organisations that might help us refine ourselves as a learning organisation.
+ Have a perspective of school that we don’t see (they wait for the school bus, they hear what
other parents say, they listen to what children say about lunch or bullying or activities, etc).

It is essential to communicate with parents. In every program European School has an electronic journal that allows
teachers to communicate with parents (this system is also often used by students). We also have an open- door
policy in that parents can visit the school and classes when they want to after notice has been given to the
coordinators or homeroom/class or subject teachers. There are parent-student-teacher meetings at least once per
semester and at the start of the year.

Parent-Teacher Association (PTA)

The Parent Teacher Association (PTA) aims to enhance the experiences and welfare of students and parents whilst
at the European School. The main objectives of the PTA are to:

+ Encourage parental involvement in a range of school events;

+ Strengthen the relationships among parents, students, staff and leadership;

+ Facilitate the flow of information between the parents and the European School administration.

Exhibitions

The school presents student work in a way that assesses achievement and informs students, teachers, parents and
visitors about the learning taking place in the classroom. The student's work is presented in a catchy, creative and
clean manner. The exhibition can feature work that is still a work in progress and should not only focus on the
finished product, but also on the learning process.

Displays

The school displays students’ work in a manner that values achievement and informs students, teachers, parents
and visitors about on-going learning in the class. Student work is displayed in an attractive, creative and tidy
manner. Displays can show work in progress and should not only focus on the finished product but on the process
of learning.

Displays

- focus on the process of learning and student achievement

+ are mounted and kept neat and tidy

* use a title and labels

* are changed regularly

+ are mounted on the wall in such a way as not to damage the wall
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Assessment

The three programs all have unique systems of assessment based on the relevant standards. More about
assessment can be found in the ES Assessment Policy.

Invigilating

Whether you are invigilating your own class test or formal end of semester exams, the general principals are the
same. Students must not be allowed to be involved in any form of malpractice i.e. cheating, disturbing others,
misleading others, etc. Using the term ‘involved’ means not only those who benefit from the malpractice or other
actions, but also those who help others in those actions.

Generally, during exam/test conditions students should be silent, focused only on the tasks assigned to them and
only have contact with the teacher. To contact the teacher, students should raise their hand and wait for the teacher
to come to them. Then they may quietly speak with the teacher. This means in turn that teachers should be vigilant.
Teachers should not be engrossed in their own tasks while students are under test/exam conditions.

Each of the programs has rules outlining the exam procedures for students and teachers/invigilators involved.

Resources

Day to day resources (board-markers, board erasers, poster paper and other stationary), teachers can request from
the program coordinators. For subject materials, please contact either the head of department or a programme
coordinator. For any special requests that need buying, please send your request on an email to the School
Administrative Manager.

All resources belonging to the school or other colleagues must be treated with respect and care. Staff may be asked
to replace items if sufficient lack of care has been noticed.

Student Files and portfolios

Students have files and/or portfolios. They contain completed assessments (set, graded, and reviewed with the
student).

Teachers should file all summative assessments and examples of student assignments, which reflect their
achievement in each student’s file or portfolio. Students’ portfolios are held in coordinators’/head of departments’
offices.

It is a good idea to create student portfolios/files with the concept in mind that you or the student

might use the portfolio/file to show evidence to parents/guardians of how their end-of-semester grades have been
awarded.

Behaviour Expectations
Students are expected to behave in a respectful manner towards all staff equally and to all other students equally.

Staff are expected to act as role models in terms of behaviour. In case of a student making mistakes, staff are expected
to guide students in a firm but fair manner at all times.

13



General rules for students:
+  Students must dress according to the dress code of the school;
+ Students must not bring dangerous articles or intoxicating substances into the school;

- Students must leave their coats and extra items not needed in class in their lockers;

Students must adhere to the timetable, be at lessons on time and ready to start the class immediately after the bell
rings for the start of class;

+ Students must leave classes and the areas within the school tidy;

+  Students must show respect to all staff members.

+  Students must only have and use electronic devices when permitted to by the teacher.

On trips, excursions and other events outside the school, school rules apply. Generally, students and teachers are
representing the school and should do all they can to uphold the good image of the school.

Absence and Attendance Procedure

In IB and Georgian Program, teachers take attendance in the beginning of every lesson. In American High School,
homeroom teachers are responsible to enter attendance in the beginning of the day and on consecutive lessons,
where appropriate. Homeroom teachers are responsible for combining data given by teachers and entered in
electronic journals to come up with the sum of absences of every student. Each program has its own regulations
according to the number of excused or unexcused absences allowed to students.

Program coordinator is responsible for scheduling and conducting exams in the subjects where the unexcused
absences are over the acceptable line.

Students are not allowed to leave the school without the knowledge of homeroom teacher and the permission of
the relevant Coordinator. Program Coordinator and the School Director may allow a student to leave but the
homeroom teacher should communicate the situation to the parents/guardians.

Miscellaneous

Emergency Evacuation

Health and safety is the responsibility of all employees, the support and involvement of all staff is needed if high
standards of health and safety are to be achieved. Every employee should:

*  Report hazards or potential hazards to line management.

+ Actresponsibly so as not to put themselves or others at risk.

* Work in accordance with any safety training provided and follow established safe working practices.
+  Co-operate with management to enable them to carry out any health and safety responsibilities.

+ Assist in any risk assessment or safety inspection process, if necessary.

+  Not interfere with or misuse anything provided in the interests of health and safety.

+ Disclose details of any medical condition or medication use that makes them unfit for or specifically at risk from any
14



particular work activity.

* Immediately report any situation, which represents a serious and imminent danger to health and safety to the
manager in control of the process / area.

Smoking

Smoking is prohibited throughout the school according to the Georgian legislation. Teachers are requested to leave
the school territory if they have to go on a smoking break.

End of Year Expectations

There are effectively two ‘end of year’ dates — the date students leave and the date teachers leave. These dates vary
from year to year and staff will be told the dates at the start of the year. Due to changes in dates established by the
Ministry of Education and Science of Georgia, staff are asked to remain flexible about school dates, which can be
affected by Ministry decisions.

Staff are expected to leave all necessary paperwork with the coordinators by the end of the year. Coordinators will

outline what is needed.

Staff with a responsibility for a room, must ensure that the room is tidy and in order. Generally, student assignments
that are kept in the classrooms should be either returned to students, placed in portfolios/files (a photo is also a good
way to record this) or disposed of (with the consent of the child if possible). Teaching resources and supplies should
be boxed and labelled with the Grade (e.g. PYP4), name of teacher and room number.

Contracts

All employees in European School are provided with formal written contracts and job descriptions prior to their
appointment. In the case of foreign employees, the contract is drawn up in Georgian and English languages.

Please read your contracts carefully and contact the HRM Division if there are any unclear points.
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