
 
 38 Swiss Club Road ● Singapore 288140 
 +65 6468 2117 ● info@swiss-school.edu.sg 

 
 
  

Parents’ Participation 
at SSiS 

 
May 2025 

 
 
 
 
 

 
  



 
 38 Swiss Club Road ● Singapore 288140 
 +65 6468 2117 ● info@swiss-school.edu.sg 

 
 
Page 2/6 

Inhalt 

1. The Parents’ Forum (PF) ...................................................................................... 3 

1.1 Scope/Limitations ........................................................................................................ 4 
1.2 Organization ................................................................................................................ 4 
1.3 PF-Delegates ................................................................................................................ 4 
1.3.1 Election of the PF-Delegates ........................................................................................ 4 
1.4 PF Meetings ................................................................................................................. 4 
1.4.1 Example PF Meeting Cycle ........................................................................................... 5 
1.5 Finances ....................................................................................................................... 5 
1.6 Continuity .................................................................................................................... 5 

2. Class Representatives .......................................................................................... 6 

2.1 The purpose of the Class Representative is to: ........................................................... 6 
2.2 Activities that support Class Representative’s work include: ..................................... 6 
2.3 Election of the Class Representatives .......................................................................... 6 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SSiS, Singapore, 08 May 2025 
 
  



 
 38 Swiss Club Road ● Singapore 288140 
 +65 6468 2117 ● info@swiss-school.edu.sg 

 
 
Page 3/6 

Parents’ Participation 
At SSiS, we recognize that effective collaboration with parents plays a vital role in shaping a 
positive and supportive school experience for students. A strong school community is built 
when parents actively contribute their ideas, skills, and expertise. To facilitate meaningful 
engagement, SSiS encourages parental involvement through structured roles such as 
participation in the Parents' Forum (PF) and as Class Representatives. 
 

 
 
 

1. The Parents’ Forum (PF) 

The SSiS Parents’ Forum (PF) meets 3–4 times per year to discuss a parent-defined agenda. 
While Class Representatives (detailed below) are expected to attend these meetings, all SSiS 
parents are invited and encouraged to participate. 
 
The PF: 

• Facilitates communication and understanding between parents, teachers, and 
management to foster a positive learning environment. 

• Promotes collaboration within the school community. 
• Supports the school by organizing additional activities such as charity events, flea 

markets, welcome coffee mornings, and school uniform reuse initiatives. 
• Represents parents' concerns, requests, and recommendations. 
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1.1 Scope/Limitations  

The PF supports the management by providing thoughtful recommendations but is not a 
decision-making body beyond its own events. Any recommendations regarding school life 
should be discussed with the management, while all decisions remain with the management 
and the Board of Directors. The PF represents the collective interests of SSiS parents, not 
individual concerns. 

1.2 Organization 

The PF includes Class Representatives from all SSiS classes, as well as any SSiS parents who 
wish to participate. The PF elects 3 to 5 PF-Delegates who are responsible for organizing and 
chairing meetings of the PF. When necessary, the school’s Academic Head or another 
designated member of the management can participate in these meetings, serving as a liaison 
between the PF, the school, and the Board of Directors. Upon request, departing PF-Delegates 
will receive an official participation confirmation letter from the school. For communication 
with the school, PF has an email address which is managed by the PF-Delegates. 

1.3 PF-Delegates 

The PF-Delegates facilitate collaboration between the school, parents, and Class 
Representatives. They gather parents’ input, plan annual activities, and keep in touch with 
the management. Their responsibilities include: 

• Organizing and chairing meetings, including setting agendas based on parent input. 
• Scheduling events at the beginning of the school year in collaboration with the 

management. 
• Supporting parent-led events such as the Flea Market and Welcome Coffee. 
• Ensuring a smooth transition for the next year’s Parents’ Forum. 

1.3.1 Election of the PF-Delegates 

• The PF-Delegates consist of 3–5 parents. If more candidates stand for election, a simple 
majority vote determines the outcome. 

• The school ensures a transparent and fair election process. 
• The elected PF-Delegates organize themselves as needed to achieve their goals and 

appoint a PF-Delegate to liaise with management, coordinate communication, and discuss 
topics for the next PF meeting. 

• Elections for new PF-Delegates take place at the final PF meeting of the school year, with 
terms valid for the following school year. 

1.4 PF Meetings 

• The PF-Delegates prepare and chair the PF meetings. 
• Discussion topics for the next meeting should be submitted by Class Representatives or 

parents at least two weeks in advance to allow for an informed and productive discussion. 
• When appropriate, the Academic Head or a designated member of the management 

attends the meetings to update the PF on school-wide matters. 
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• All decisions are made by a simple majority of members present. 
• English is the main administrative language at SSiS, but discussions in German and French 

are welcome and translated into English to ensure clarity and inclusivity. 
• A designated participant writes meeting minutes, which the school will distribute with the 

next Parents’ Information. 

1.4.1 Example PF Meeting Cycle 

• The PF Meeting is announced in the school's Parents’ Information. 
• A designated PF-Delegate gathers discussion topics by reaching out to all Class 

Representatives. 
• Class Representatives submit parents’ suggested topics to the PF-Delegate. 
• The PF-Delegate meets with the Academic Head or a designated member of the 

management at least two weeks before the meeting to review and prepare discussion 
topics. 

• PF-Delegates finalize the agenda and organize the meeting. 
• The PF-Meeting takes place. 

1.5 Finances 

• Work performed on behalf of the PF is voluntary and unpaid. 
• The school provides premises free of charge. 
• The school supports the PF by facilitating fund management through its bank account. 
• The PF is responsible for managing its expenses. 
• All revenue and expenses from PF events are recorded in the school’s bookkeeping. 
• The school provides financial support to help make PF events possible. 

1.6 Continuity 

Before the school year ends, the following activities must be completed to ensure a smooth 
transition and a working organization: 
• Electing new PF-Delegates 
• Organizing the welcome coffee for the start of the school year 
• Set dates for expected events for the next school year in coordination with the 

management 
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2. Class Representatives 

Class Representatives play a vital role in the SSiS community, fostering collaboration between 
teachers and parents both within and across classes. They help shape the class environment 
by organizing activities and supporting the teacher. This role offers a valuable opportunity to 
engage more deeply with the SSiS community, build connections, stay informed, and 
ultimately receive a Volunteer Participation Confirmation in recognition of their efforts. 

2.1 The purpose of the Class Representative is to: 

• Facilitate an inclusive and supportive class spirit 
• Build community amongst the parents and the teachers in their child’s class 
• Represent the class in the PF 

2.2 Activities that support Class Representative’s work include: 

Class activities 

• Compile and distribute class lists via email or WhatsApp. 
• Organize class playdates or gatherings for students and parents. 
• Arrange small farewell gifts for departing students (e.g., a cup with a class photo), a year-

end thank-you-gift for the teacher (e.g., a voucher or class photo book), and a birthday 
cake for the teacher. To cover these costs, Class Representatives may collect 20 to max. 
50 SGD per student at the beginning of the school year. 

 

School-wide activities 

• Attend PF sessions 3-4 times per school year. 
• Before PF meetings, gather and share parents' ideas or concerns with the PF-Delegates. 
• After the meetings, update parents in the class on key discussions or decisions. 
• Welcome new families at the Welcome Coffee event. 
• Support the PF with tasks as needed throughout the year. 

2.3 Election of the Class Representatives  

One or two Class Representatives per class are elected annually during the first parents' 
evening of the school year. Re-election from the previous year is allowed, but parents may 
not represent multiple classes simultaneously. If multiple parents are interested, selection is 
determined by a simple majority vote. If no Class Representative is elected, the respective 
class will remain without support and lack representation in the PF. 


