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9.0 School-Parent Relations 
 
9.000 Introduction 
IST’s communications shall be timely, proactive and transparent while, at the same time, respecting 
confidentiality where and when appropriate. Primarily, the goal of IST communications is to focus the attention 
on the students, their learning experiences, and matters relevant to the quality of their overall education. In 
addition, the goal of IST communications is to promote understanding, trust and mutual support amongst IST 
community members.  
 
9.001 Access to Information 
Information to the parents 
Parents are entitled to be well informed about the School, about the ways their children are being educated and 
about the way the School is governed, operated and financed. The School shall ensure that the parents are well 
informed about the School’s guiding statements, strategic plan, programmes, curriculum, governance, finances 
and achievements. The School shall also ensure that parents are informed of their children’s learning, in 
accordance with School Policy. 
 
Board information to the community 
The Board recognizes the importance of open communication with the Company members. The Director shall be 
responsible for keeping the School Community informed of Board decisions. The Director shall also ensure that 
relevant Board documents are available to the School Community.  
 
Open Forums 
Parents are encouraged to attend the Board Open Forums. The purpose of these forums is to engage with the 
community on governance issues and to keep community members informed of the work of the Board. 
 
Communication 
The Director shall ensure that suitable guidelines are in place for communications within the School and from 
the School to the School Community.  
 
Confidentiality 
The Director shall establish procedures that shall ensure the proper privacy of information and/or the protection 
of the School’s integrity. Some documents and records kept by the School need to be confidential to ensure 
appropriate privacy of the individuals involved. Access to student and personnel records and some financial 
accounts are confidential and restricted to authorized persons only. Parents and teachers may access their child’s 
records through the Director or his/her designee. 
 
DATE OF ADOPTION:  March 25, 2021 
 
 
9.002  Parent Networks  
 
Parent Networks 
All Elementary parents are members of the Elementary Parent Network (EPN) and all Secondary parents are 
members of the Secondary Parent Network (SPN). The Parent Networks aim to enhance communication and 
cooperation within the School Community and promote the involvement of parents in the school. 
 
The Parent Network is not a decision-making forum for the School and does not substitute for the established 
channels for communication between the parents, Teachers and School Leadership. 
 
 
 
DATE OF ADOPTION:  March 25, 2021 
 
9.003  Concerns, Ideas and Suggestions 
 
Parents shall be encouraged to express constructive concerns, ideas and suggestions about academic, personal or 
organizational matters through the appropriate channels:   The teachers, Vice-Principals or Principals.  The 
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School Leadership, Professional Management and Teachers shall listen attentively to parents who have a concern 
or complaint and shall seek to respond in a spirit of openness. 
 
The Director shall have responsibility for establishing and publishing procedures that ensure that the chain of 
communications to the school is understood.  It is the School’s belief that most problems are best resolved at the 
level where they arise: for instance, between parent and teacher or student and teacher, at the classroom level.  
 
Teachers, Professional Management and School Leadership shall keep records of significant concerns with the 
date that they were received and context. 
 
Board members shall refer concerned community members to the most appropriate level in accordance with 
School policy, and shall refrain from responding to the situation individually. Significant concerns by any Board 
member may be brought to the attention of the Chair for his/her consideration. 
 
DATE OF ADOPTION:  March 25, 2021 
 
 
 
9.004  Complaints 
 
A ‘complaint’ is defined as a formal, written allegation that there has been a violation or misinterpretation of 
School Policy. Before filing a formal, written complaint, a complainant must have attempted to resolve the 
problem at the level at which they arise. The Board shall only hear appeals related to the interpretation and 
application of School Policy. 
 
Complaints can be initiated by any member of the School Community. 
 
Principles 
● Essential elements in handling complaints are; transparency, right of hearing, independence in the hearing, 

confidentiality where appropriate and written records of the outcome 
● The Board and the Director shall not, as a general rule, consider anonymous complaints.   
● A complainant may be accompanied to the hearing by one other person, as an observer. Legal representation 

will normally not be permitted. 
● It is incumbent on all parties to the complaint to actively seek conciliation at each stage and to treat one 

another in a respectful manner 
● A complaint may be withdrawn at any point in the procedure 
● Written records of dates and prescribed time lines shall be kept and made available to all parties to the 

complaint.  
 
Time limits 
It is in the best interests of all parties that complaints be heard and resolved as quickly as possible. Therefore, the 
timelines as stated in the complaint procedure shall be strictly observed unless all parties to the complaint agree 
to extend the time limits by written signed agreement. 
 
Start of complaint procedure 
1. The complaint procedure starts when a community member makes a formal complaint to the Director. Such 

a written statement shall specify the parties involved, the date, time, place and nature of the complaint, and 
the solution sought. A copy of this letter shall be sent to the person who is the subject of the complaint. The 
Director shall give that person the opportunity to respond to the complaint in writing, with a copy sent to 
the complainant. If the Director fails to respond within the prescribed time, the complaint will 
automatically go to the Board hearing. 

 
First hearing – Director 
1. The Director shall convene and chair a hearing within 10 school days after receiving the complaint. The 

complainant should be given at least two school days’ notice of the hearing date. All parties to the 
complaint must have sight of all relevant documents to the case at least two school days in advance of the 
hearing. A signed record of the discussions at the hearing must be kept. 

 
2. If the complaint is resolved, its resolution shall be recorded summarily in the minutes and signed by all 

participants. If no solution is found, this shall also be recorded in the minutes. 
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Second hearing – Board 
1. If the complaint remains unresolved or if the complainant is not satisfied with the solution found with the 

hearing, s/he may appeal to the Board, provided that (1) the complaint relates to the interpretation and 
application of School Policy, and (2) the appeal is submitted within 5 school days of the first hearing. The 
complainant can appeal to the Board by submitting all documentation together with a letter to the Chair of 
the Board stating the complaint, the steps that s/he has taken, and what resolution s/he seeks. A copy of this 
letter shall be sent to the Director. 

 
2. The Chair of the Board shall determine whether the issue has been taken through the full chain of 

communication and whether the appeal is related to School Policy. If not, the Board Chair informs the 
complainant in writing that the Board has not upheld the appeal and the reason. 

 
3. The complaint will be presented to the Board, no later than one regularly scheduled Board meeting after the 

first hearing. If there is no Regular Board meeting scheduled within 4 weeks from the date of the Second 
Hearing, a Special Board Meeting must be called. The Board Chair and Vice-Chair arrange for the appeal 
plus all additional information and opinions to be presented to the Board for consideration. 

 
The Board may request all the parties to the complaint to appear to answer questions and/or provide 
clarifications. After due consideration, following the vote by the Board, the Board Chair will write to the 
complainant informing them of the Board’s decision and the grounds for that decision. 
 
If the appeal is upheld the Board Chair will meet with the Director to determine any actions that may be 
required as a result of the Board’s decision. 
The Board will also consider whether any new policy or policy amendments are required as a result of the 
Board’s decision. 
 
The ruling by the Board on the matter will be final and cannot be appealed. 

 
DATE OF ADOPTION:  March 25, 2021 

 
 
 
9.005  Annual Survey 
 
The Board recognises that community surveys are an important element in informing the school leadership of 
community perceptions about the school’s fulfilment of its aims. Each year the Director shall inform the Board 
about questions for the annual surveys of students, teachers and parents. In preparing the annual survey, the 
Director shall consult with School Leadership and the Board. Survey results will be linked to key performance 
indicators and reported to the Board. 
 
DATE OF ADOPTION:  March 25, 2021 
 
 
9.006  School Orientation Programme 
The School Leadership shall organize a planned programme for the induction of new parents to the School. The 
purposes of the orientation programme are: 

● To acquaint new parents with the School and its programmes, 
● To acquaint new parents with the Teachers and with each other, 
● To help new parents from overseas to adjust to the environment, culture and customs of the   
School and Tanzania. 

 
DATE OF ADOPTION:  March 25, 2021 
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9.007  Visiting the School  
The management shall ensure that guidelines are clearly communicated about parental visits to the school. These 
guidelines shall ensure that parents are strongly encouraged to contact teachers or school management, as 
appropriate, with any concerns about the progress or wellbeing of their child.  
 
For the benefit of parents and other members of the School Community, opportunities shall be provided through 
scheduled events to observe and learn about School programmes, as well as the education of their child.   
 
DATE OF ADOPTION:  March 25, 2021 
 
9.1 Alumni Relations 
 
IST values its relationship with Alumni and the relationships and networks Alumni cultivate among themselves 
because of their affiliation with IST. Our aim is to keep IST’s Alumni informed and involved in the life of the 
school and connected to one another. 
 
DATE OF ADOPTION:  March 25, 2021 
 
 
9.2 External Relations 
 
9.200 Visitors to the School 
 
IST is proud of its programmes and facilities and welcomes visitors to see what we do. The Director and School 
Management shall ensure that security and the well-being of our learning environment for our community 
members is at the forefront when welcoming visitors.   
 
The school management shall ensure that rules and guidelines are in place and effectively communicated, 
relating to the learning environment and security of IST community members and facilities.  Visitors need to 
follow school security protocols and conduct themselves in a way that befits a school. 
 
DATE OF ADOPTION:  March 25, 2021 
 
9.201 External Communications 
 
Information distributed by any group within the School to the general community (e.g. parents, students, 
teachers, business and diplomatic communities) should meet standards of accuracy and appropriateness and be 
approved by the Director or designee.  
 
The Director shall be responsible for all information given to the public. The Director shall keep the public 
informed of the goals, programmes, achievements, and needs of the school by appropriate means of 
communication.   
 
The School considers itself a cohesive factor in the life of the international community.  The Board of Directors 
endorses a policy of active, open communication between the School, the parents, and the general community.   
 
DATE OF ADOPTION:  March 25, 2021 
 
 
9.202 Vendor Advertisement 
 
IST endeavours not to expose students to commercial interests or advertising without a compelling educational 
reason. Therefore, individuals who wish to work with commercial sponsors to conduct projects or events will 
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need to obtain the prior approval of the Director before the commercial sponsor would be allowed to advertise on 
IST premises or to the IST community.  
 
There shall be no solicitations of school personnel, parents, guardians or students on the School premises by 
salespersons or agents unless the salespersons or agents has been invited and authorized by the Director or 
designee.   
 
 
Limitations 

● The School may cooperate in furthering the work of any non-profit community-wide social service 
agency, provided that such cooperation supports the educational programme or enhances the image of 
the School. 

● The School may use video or other educational materials bearing only simple mention of the 
producing firm, providing that the use of such materials can be justified on the basis of its 
educational value. 

● The Director may, at his/her discretion, announce or authorize to be announced, any 
community activity of particular educational merit to the students. 

● The prohibition shall not apply to activities or fundraising for charitable purposes, or to 
formally adopted sponsors of the School. 

● The School may acknowledge donors of equipment and materials with simple identification 
nameplates, plaques or similar identification and recognize sponsors of special events with 
verbal or written acknowledgments during the scheduled event itself. The School premises 
may be used for advertising purposes during specific events. 

● The School may solicit advertisements to be included in selected School publications as 
approved by the Management. 

 
Student and staff data  
Student and staff lists, rosters and/or directories shall be for school use by school personnel and parents only and 
not to be used for commercial purposes or furnished for such purposes. 
 
DATE OF ADOPTION:  March 25, 2021 
 
 
9.3 Use of Facilities Out of School Hours 
 
9.300    General Usage 
 
IST’s facilities should be utilized to best serve the learning of IST pupils and to support the school’s vision. 
 
The Director shall maintain and administer guidelines available to the community for use of facilities outside of 
school hours.  These guidelines should ensure responsible use by Company members and, conditionally, outside 
groups.  
 
Consideration should be given to the fact that teachers live on the campuses. The privacy of the teacher’s 
residential area must be respected at all times. Access to the school must be through the official school entrances 
and not through the residential gates. 
 
All standing school regulations will apply to facility use out of school hours.   
 
 
9.301 Swimming Pools 
 
The Director shall maintain and administer guidelines available to the community for use of the swimming pool.    
A suitable set of regulations governing the use of the pool is to be displayed prominently. 
 
DATE OF ADOPTION:  March 25, 2021 


