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INTERNAL RULES OF THE ESTABLISHMENT  

  
These rules define the regulatory framework for the Lycée Français Marcel- Pagnol d’Abuja.  
It is up to everyone to comply with it, and up to the teachers and parents to enforce it. It is based 
on the principles that we develop the duty of tolerance and respect for others.         
The Lycée Français Marcel- Pagnol d’Abuja is managed by the Association of the French 
School of Abuja. It is approved by the French Ministry of National Education and affiliated 

with the Agency for French Education Abroad (AEFE).   
              

1. SCHEDULES  
 

The doors of the school are open from 7.15am to 8.05am and 12.55pm to 1pm.  
Classes are held from Monday to Friday.  
In primary school:   Monday, Tuesday, Wednesday, Thursday and Friday from 8.am to 1pm.  

In secondary school: Monday, Tuesday, Wednesday and Thursday from 7.45am to 5.10pm and 
Friday from 7.45am to 3pm.  

  

Recreations  
In accordance with the regulations:  
Two supervised 15 minutes breaks in kindergarten, elementary and high school;  

      No student is allowed to leave the school during breaks.  

      During breaks, it is forbidden:  
- To circulate unattended in classrooms and corridors;  
- To smoke; 
- To practice violent or dangerous games;  
- To bring dangerous objects not related to teaching (lighters, syringes, weapons, toys, 

slingshots, pocketknives, knives, cutters, glass bottles, lollipops etc.) as well as 

medicines;  
               

     In order to keep the school clean, the waste must be disposed in the trash bins made 
available.  

                             

  Entrances and exits 
For security reasons, in order to prevent strangers from entering the establishment, the following 
measures are taken:  
A pass issued for each student allows a parent accompanying students to enter the school 
grounds.  
Kindergarten students are accompanied and picked up by parents in the classroom. 
Elementary students gather in the playground before entering the classroom. At the exit, they are 
taken by their teacher where their parents are waiting for them. Parents should make sure they 
are on time. Only parents of students from CP to CE2 are allowed on the school premises at the 

exit time. 
Other pupils will be picked up at the gate by their families. 
Only pupils taking part in extra-curricular activities are allowed to stay in the school. In the event 
that a pupil is required to remain in the school, parents will be charged for the after-school service.  
Any person wishing to enter the school premises must present themselves to the administration 
who will issue a pass.   

  
Punctuality  
Everyone must arrive on time. 
For kindergarten and elementary school, pupils are cared for by the teachers from 7.50 am. Any 
pupil who is more than 15 minutes late must request admittance to class from the secretary's 
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office. After 3 late arrivals, the teacher reserves the right to accept the student in the class or 
not.  
  
Attendance  
For kindergarten pupils: Attendance is strongly recommended.  
Reasons for absence should be communicated to the teachers via Eduka. 
Any lateness or absence of a student is subject to a note of excuse from the parents.  

                

2. OBLIGATIONS  
 

Respect for others: Respect for others governs relationships in the school. Any physical or 
verbal violence is prohibited.  
  
Dressing code: students must come to school in correct and appropriate attire. For secondary 

schools, "the Vie scolaire" may request parents to bring appropriate clothing for the pupil to attend 
classes. Appropriate clothing and footwear are required during sports activities.  

           
Missing item: It is strongly discouraged to bring valuables to school. The school cannot be held 
responsible for any theft that may occur on its premises. 
  
Respect of the material  

Pupils are responsible for the cleanliness and tidiness of their classrooms, the library, the 
equipment at their disposal and the school in general. Any vandalism will result in the 
disbursement by the pupil or his/her family of the sum to ensure the replacement of damaged 
material.  
  
Discipline: In case of disciplinary concerns, parents are informed. Repeated breaches will result 
in sanctions.  

 
The use of musical listening systems and various electronic accessories, in particular mobile 
phones, is prohibited during school time. This equipment must be left switched off at the vie 
scolaire office for secondary schools and with the teacher for primary schools. The school accepts 
no responsibility for any loss or damage. In the event of unauthorised possession of a telephone, 
the vie scolaire will recover the device which will be kept until the parents come to collect it. 
As a matter of necessity, parents can contact their child through the secretariat or the vie scolaire.  

 
 

3. APPLICATION OF THE RULE, PREVENTION MEASURES AND SANCTIONS 

(SECONDARY)  

 
School punishment is the responsibility of the staff (teachers, supervisors, CPE and head of 
school). They mainly concern minor breaches of student obligations and disruptions in the class 

or school. 
 
 Here is the list:  

- Request for oral or written apology  
- additional homework  
- Convocation at the school head or before the educational commission  
- Exclusion from the course (must remain completely exceptional)  
- written warning  
- Hours of detention (depending on the fault committed) will be on Saturday mornings. 
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- Community service work when it concerns the deliberate damage of equipment or 
premises. The student will perform work related to the degradation.  

  
In (all cases), parents are notified by a note which they must sign. 

  
Disciplinary sanctions are the responsibility of the head of the establishment and, in exceptional 
cases, of the disciplinary council.  They concern offences against persons and property and serious 
breaches of students' obligations. The decree of 24 May 2014 provides for the following scale of 

sanctions: 
  

A. Scale and nature of applicable sanctions  
a) Warning  
b) Blame  
c) Accountability measure (Alternative measure to sanctions 4° and 5° provided for in 

Article R.511-13 of the Education Code)  
d) Temporary exclusion from class  
e) Temporary exclusion from the institution  
f) Definitive exclusion from the establishment  

  
B. The holders of disciplinary power  

  

1 - The school head  
2 - The disciplinary council of the establishment  

  
«The Discipliary council is governed by decree n° 2014-522 of 22/5/2014, completed by the 
circular  
n° 2014-059 of the 27/05/2014 which repeals the circular n° 2011-11 of the 01/08/2011 relating 
to the organization of the disciplinary procedures in the colleges, the high schools and the regional 
institutions of Adapted Education, measures prevention and alternatives to sanctions».  
At the Marcel Pagnol French School, the workforce is composed of 13 members:  

 
➢ Head of school or his deputy;  
➢ A senior education advisor appointed by the head of the school;  
➢ The administrative and financial director;  
➢ Five staff representatives, four of whom are teaching and educational staff and 

one of administrative, social and health, technical, labour and service 
personnel;  

➢ Three representatives of the parents of pupils and two representatives of    the 
pupils in the colleges and two representatives of the parents of pupils in primary 
school and three representatives of the pupils in the high schools.  

 
  

4. VARIOUS POINTS OF SECONDARY  
  

Duty of diligence  
Attendance at all scheduled lessons is mandatory, including optional subjects in which the student 
has enrolled.  
Any chosen option must be followed until the end of the school year.  
For any predictable absence, the family is obliged to inform the administration in writing and the 

(vie scolaire for the secondary school).  
For unavoidable absence (eg : illness) the family must immediately inform the school by 
telephone. 
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Any absence of a student, even if the establishment has been informed by telephone, must be 
justified in writing on pronote.  

  
Students who do not follow this procedure will not be accepted in class.  
When they do not have classes, high school students remain within the premises.  
  
Punctuality  
Any student who is late must report to the Vie scolaire office and apply for admission into the 

class.  
The teacher reserves the right to accept the student in the class or not after 15 mins of tardiness. 
  
Respect for work  
A student can only benefit from the education provided if he/she completes the written, oral and 
practical work required by the teachers. He must also bring the materials requested by each 
teacher at the beginning of the year. In case of absence, the student must make up missed classes 
as soon as possible.  
  
Pronote  
Pronote is a communication tool between the school and the families. It is important that 
parents consult Pronote regularly. In case of connection difficulties, please contact the Vie 
scolaire office. 

  
Respect for one self and others  
Students have a duty of respect towards themselves and towards others that must be reflected 
in their behaviour.  
Incivilities (bullying, insults, jostling, discrimination ...) and acts of violence (physical and moral 
aggressions, verbal abuse, threats, racketeering ...) cannot be tolerated, because they represent 
attacks on the dignity and integrity of people.  
  
The student is expected to respect his fellow students and all the staff of the school. 
 
Physical education and sport  
Physical Education and swimming activities are mandatory just like the other teachings. 
An outfit adapted to the practice of sports is required.  
These items must be placed in a bag so that students can change. 

 
This is to ensure that hygiene and safety requirements are met: sports shoes or swimming 
costume, a change of clothes, no jewellery and hair tied back. 
 

  Exemptions 
One-off absences must be notified in writing by the parents. Long-term exemptions from the total 
number of lessons can only be accepted upon presentation of a medical certificate.  
In all cases, the student must bring his or her PE uniform. 
 
Positive measures of encouragement:  
Students who are serious and who work to the best of their abilities deserve to be rewarded. 
Encouragements, compliments and congratulations are three rewards proposed by the teaching 
team in class council under the authority of the school head.  
Congratulations: for students who achieve very good results and show a positive attitude and 

solidarity in class.  
Compliments: for students with correct results and who are showing effort and seriousness to 
progress.  
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    Encouragements: for students who are showing effort and seriousness to progress.  
  

5. USE OF TUIC (Usual Techniques of Information and Communication)  
 

As part of their training, students are required to use information and communication 
technologies: computer and multimedia systems, software and the Internet. 
The use of equipment and networks is not freely accessible: students must therefore be explicitly 
authorised by a teacher, who is empowered to control the usage. 

The Internet, networks and digital communication services are subject to the ethical rules of the 
French Ministry of Education (in particular the principle of religious, political and commercial 
neutrality) and to the rules of law: defamation, insult, offence to personal dignity, provocation 
and incitement to crimes and offences of all kinds are forbidden. 
Damage to equipment, copying of software or protected works, failure to respect the rules of 
Internet use are subject to sanctions. 

Each student must comply with the school's TUIC charter which he/she will sign at the beginning 
of each school year and which will be sent to the family.  
 

6. HEALTH  
 

At the first signs of illness, parents are asked to remove the child from school and inform the 
teaching team to avoid any contagion. School eviction is the rule for a number of diseases which 
is set by a decree of the French Council State, the list is kept available for families.  
In case of injury or minor accident, first aid is provided to students at school. In more serious 
cases, families are informed so that they can pick up their child. In case of emergency, children 
are taken to the hospital chosen by the management committee and families are informed. 
Insurance covers expenses incurred in the event of an accident in the context of school hours and 
extracurricular activities if the pupil is enrolled.  
Students must provide a certificate of the following vaccinations: Tetanus Polio Diphtheria, BCG, 

Yellow fever (strongly recommended): meningitis A + C; typhoid).  
  

Nurse  
The school does not administer medication unless agreed by the nurse. If it is necessary for a 
student to take medication, the parents will give it to the nurse.  

 
Authorisations of leave the premises 
Any exit on time of a pupil must be requested in advance in writing to the vie scolaire for secondary 
pupils and to the secretariat for primary pupils.   

  
7. EXTRACURRICULAR ACTIVITIES  
The school offers non-compulsory extra-curricular activities for which a fee is charged and which 
are the responsibility of their contracted staff. The list of these activities is communicated to 
families each term. Families undertake to pay the registration and participation fees each term. 
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     Modified and Approved unanimously by the Board of Establishment, in Abuja on ……..  
  
   
   

INTERNAL RULES OF THE ESTABLISHMENT 

  
  
  

ACKNOWLEDGEMENT OF RECEIPT 
 

The parents  
  
I, the undersigned.......................................... 
declare that I have read the internal rules and 
regulations of the Lycée Français Marcel-Pagnol 
of Abuja and undertake to respect them.    
123  
Done in Abuja, the ....................................  
  

Signature  
  
  

The student  
  
I, the undersigned.......................................... 
declare that I have read the internal rules and 
regulations of the Lycée Français Marcel-Pagnol 
of Abuja and undertake to respect them.    
 
Done in Abuja, on ..................................   
     

Signature  

 

   
    Alain Chassard 
    The Headmaster 


