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I. Email – Exchange information 

I. 이메일 - 정보 교환하기

Last-minute and/or urgent announcements, individual communication, etc.
• Headmaster’s or Director’s emails
• Vie Scolaire (Student Affairs)’s emails

주요 메시지, 긴급한 메시지, 개개인에게 보내는 메시지 등
• 교장선생님 이메일
• 학교 생활지도팀 이메일
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I. Email – Exchange information 

I. 이메일 - 정보 교환하기
ATTENTION! 
Sometimes LFS emails end up in the Spam inbox, 
especially if you are not using Gmail.

● Please check your spam often so that you do not 
miss any important emails.

● To ensure that you receive all communications 
related to LFS, you should make sure to add the 
following addresses (if you receive emails from 
them in spam) to your email provider's whitelist.

○ admission@lfseoul.org 
○ finance@lfseoul.org
○ proviseur@lfseoul.org
○ directrice@lfseoul.org
○ secretariat@lfseoul.org
○ viescolaire@lfseoul.org
○ cpe@lfseoul.org
○ aes@lfseoul.org 
○ communication@lfseoul.org 
○ ... and any other e-mail address you deem 

necessary

● You will also find links below the tutorials on how to 
whitelist the email addresses depending on your 
email provider.

○ Tutorial for Gmail
○ Tutorial for Hotmail
○ Tutorial for Yahoo mail

주의!
특히 Gmail을 사용하지 않는 경우 LFS 이메일이 스팸 
메일함으로 전송되는 경우가 있습니다.

● 중요한 메일을 놓치지 않도록 스팸메일을 자주 
확인하시기 바랍니다.

● LFS와 관련된 모든 이메일을 수신하려면 다음 주소를 
화이트리스트에 추가하시기 바랍니다.

○ admission@lfseoul.org 
○ finance@lfseoul.org
○ proviseur@lfseoul.org
○ directrice@lfseoul.org
○ secretariat@lfseoul.org
○ viescolaire@lfseoul.org
○ cpe@lfseoul.org
○ aes@lfseoul.org 
○ communication@lfseoul.org 
○ ... etc.

● 사용하시는 이메일 제공 서비스에 따라 위 이메일 
주소를 화이트리스트에 추가하는 방법이 다를 수 
있습니다. 아래 튜토리얼을 참고하시기 바랍니다. 

○ Gmail
○ Hotmail
○ Yahoo mail

mailto:admission@lfseoul.org
mailto:finance@lfseoul.org
mailto:proviseur@lfseoul.org
mailto:directrice@lfseoul.org
mailto:secretariat@lfseoul.org
mailto:viescolare@lfseoul.org
mailto:cpe@lfseoul.org
mailto:aes@lfseoul.org
mailto:communication@lfseoul.org
https://www.wikihow.com/Add-Approved-Senders-to-Gmail
https://www.wikihow.com/Add-Approved-Senders-to-Hotmail
https://www.wikihow.com/Add-Approved-Senders-to-Yahoo%21-Mail
mailto:admission@lfseoul.org
mailto:finance@lfseoul.org
mailto:proviseur@lfseoul.org
mailto:directrice@lfseoul.org
mailto:secretariat@lfseoul.org
mailto:viescolare@lfseoul.org
mailto:cpe@lfseoul.org
mailto:aes@lfseoul.org
mailto:communication@lfseoul.org
https://www.wikihow.com/Add-Approved-Senders-to-Gmail
https://www.wikihow.com/Add-Approved-Senders-to-Hotmail
https://www.wikihow.com/Add-Approved-Senders-to-Yahoo%21-Mail
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I. Email – Important Contacts 

I. 이메일 - 주요연락처
Management & Administrative Team

● Student Administration, Ms. Duval …………………..……………..……………..……………..……………..…secretariat@lfseoul.org
● Head of school, Mr. Toiron…………………………………………………………………………………………………….proviseur@lfseoul.org
● Primary school education, Ms. Zannier…………………………………………………………………….….…..…directeur@lfseoul.org
● Administration & finances, Ms. Lefranc……………………………………………………………………………….…..…..daf@lfseoul.org
● Secondary school education, Mr. Delabrosse…………………………………………………………………….….…...cpe@lfseoul.org
● Extracurricular activities, Ms. Kim………………………………………………………………………………………….………aes@lfseoul.org 
● Tuition and fees, Ms. Kwon…………………………………………………………………………………………........intendance@lfseoul.org   
● Purchases & Providers, Ms. Son…………….........…….........…….........…….........…….........…….........……............rac@lfseoul.org
● Communication, Ms. Park………………………….…………….…………….…………….…………….…...….communication@lfseoul.org 

Teaching Faculty & Student Affairs Team
● Teachers, firstname.lastname……………..……………………..……………………..………….….…firstname.lastname@lfseoul.org
● Student Affairs (Vie Scolaire), Ms. Delgado, Drouard, Cauchet, Jun, Leseault, Marchal, Regereau & Mr. 

Lapierre…..……………..……………..……………..……………..……………..……………..……………..……..………………viescolaire@lfseoul.org 
● Health, Ms. Kwon Fischbach………………………………………………………………………………………...……...infirmerie@lfseoul.org
● IT, Mr. Poisson………….……………………………………………………………………………………………………..….informatique@lfseoul.org
● Primary School Librarian, Ms. John………………………………………………………………………………………….......bcd@lfseoul.org 
● Secondary School Librarian, Ms. Favre……………………………………………………………………………………....cdi@lfseoul.org
● Higher Education Orientation, Mr. Comtet………………………………………………………….…....jeremy.comtet@lfseoul.org 

● Contact during school vacations…………………….….…….…….…….…….…….…..….…….…….…….……….…contact@lfseoul.org 

mailto:secretariat@lfseoul.org
mailto:proviseur@lfseoul.org
mailto:directeur@lfseoul.org
mailto:daf@lfseoul.org
mailto:directrice@lfseoul.org
mailto:aes@lfseoul.org
mailto:intendance@lfseoul.org
mailto:rac@lfseoul.org
mailto:communication@lfseoul.org
mailto:viescolaire@lfseoul.org
mailto:infirmerie@lfseoul.org
mailto:informatique@lfseoul.org
mailto:bcd@lfseoul.org
mailto:cdi@lfseoul.org
mailto:jeremy.comtet@lfseoul.org
mailto:contact@lfseoul.org
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I. Email – Where to contact for specific inquiries 

I. 이메일 - 주요연락처

Follow-up on schooling administration
• Admissions, requests for school documents (Proof of schooling etc.)
• Scheduling a meeting with the Management Team (Headmaster, Director..etc.)

Secretary of the School 
secretariat@lfseoul.orgADMIN

Health and monitoring of Health Protocol
• Contact in case of Covid-19 symptoms : contact@lfseoul.org 
• Recommendations / support for the steps to be taken with the local health centers

School Nurse 
infirmerie@lfseoul.org HEALTH

General follow-up on Schooling
• Organizational information by grade
• General follow-up of students' schooling

Director of Primary School
directrice@lfseoul.org  

EDUCATION Specific inquiries regarding each class (head teacher) or subject 
(secondary)

Teacher of the Class 
firstname.lastname@lfseoul.org 

Extra Curricular Activities (AES) related inquiries AES Team
aes@lfseoul.org  

ADMIN

Invoicing and Finance related questions
 

Finance Team 
finance@lfseoul.org 

Purchasing & Supplies
• School supplies, uniforms etc. 

Purchasing Team 
rac@lfseoul.org

Digital and Technical Issues 
• Laptop loan, Pronote etc.

IT Team 
informatique@lfseoul.org

PRIMARY

SECONDARY Secondary Academic Coordinator
cpe@lfseoul.org  

STUDENT 
AFFAIRS

Student attendance follow-up, School entry & exit Student Affairs Team
viescolaire@lfseoul.org 

‘American International Section (SIA)’ related inquiries SIA Team
international-section@lfseoul.org 

Bridge Class and non-French-speaking families support
• Understanding the French education system

Communication Team 
communication@lfseoul.org 

mailto:secretariat@lfseoul.org
mailto:contact@lfseoul.org
mailto:infirmerie@lfseoul.org
mailto:directrice@lfseoul.org
mailto:aes@lfseoul.org
mailto:finance@lfseoul.org
mailto:rac@lfseoul.org
mailto:informatique@lfseoul.org
mailto:cpe@lfseoul.org
mailto:viescolaire@lfseoul.org
mailto:international-section@lfseoul.org
mailto:communication@lfseoul.org


II. Pronote
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II. Pronote – Stay updated

II. Pronote - 정기적으로 체크하기

Connect to Pronote from our website
웹 사이트에서 Pronote에 연결이 가능합니다. 

https://www.lfseoul.org/
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II. Pronote – Stay updated

II. Pronote - 정기적으로 체크하기

From your computer / PC에서 : 
Pronote.net/ ‘Espace parents’
https://2390001c.index-education.net/pron
ote 

Mobile Pronote / 핸드폰에서:
Download the application, and follow the 
instructions
어플을 스마트폰에 다운 받아, 부여받으신 ID와 
비밀번호를 입력하여 로그인 합니다.   

https://2390001c.index-education.net/pronote
https://2390001c.index-education.net/pronote
https://2390001c.index-education.net/pronote/


II. Pronote – Stay updated

II. Pronote - 정기적으로 체크하기
Configure the language settings 
원하는 언어로 변경가능

11



How to connect your PC Pronote account to your mobile application
PC Pronote 계정을 모바일 애플리케이션에 연결하는 방법

Or at the following address : 

https://2390001c.index-education.net/pronote/ 

II. Pronote – Mobile Application

II. Pronote - 핸드폰 어플

12

https://2390001c.index-education.net/pronote/


II. Pronote – Mobile Application

II. Pronote - 핸드폰 어플

Now you can receive notifications on your 

mobile phone!

핸드폰에서
도 알림을 받을 수 있습니다!

13



II. Pronote – Mobile Application

II. Pronote - 핸드폰 어플

• Set your Pronote alarm settings 
(préférences) to “Receive 
notifications”(Activer les 
notifications)

• 핸드폰 설정에서 앱 알림 켜놓기 선택

Do not miss any important notifications: Setting the alarm (1)
Pronote 어플리케이션 알림을 놓치지 마세요!

14



II. Pronote – Mobile Application

II. Pronote - 핸드폰 어플

Do not miss any important notifications: Setting the alarm (2)
Pronote 어플리케이션 알림을 놓치지 마세요!

15



II. Pronote – Stay updated PC

Welcome page on Pronote (ENG)

e-sidoc Portal:
Access to library resources 

and more than 20 online 
magazines

Latest grades:
Latest scores and 

competences evaluated

Homework/Assignment
Weekly homework is found on: 

Student Diary (Cahier de textes) > 
Assignment (Travail), and the 

subject of the course on: Student 
Daily Note (Cahier de 

textes)/Contents (Contenu)

If you have multiple 
children enrolled: 

Choose the name of the 
child concerned.

Absences menu:
Consult and provide 

supporting documents re: 
absence and tardiness

Daily/Weekly schedule
Daily/weekly schedule is 

found on: Vie Scolaire  menu

Personal Information:
Settings, choice of 

language in the menu

Agenda:
Year's calendar, important 

information, surveys

16



II. Pronote – 정기적으로 체크하기

Pronote 홈페이지 (한국어)

e-sidoc 포털:
도서관 자료 및 다양한 

온라인 저널 접속/검색 가능 

최신성적:
가장 최근 성적 및 역량평가 

오늘의 숙제
학생 별 숙제는 Student Diary 

(Cahier de textes)/ Work to be 
done(Travail à faire)에서 확인, 수업 
주제는 Cahier de texts(Student 

Diary)/Contents(Contenu)에서 확인

본교에 재학 중인 자녀가 
여러 명인 경우: 

해당 자녀 이름을 선택하세요 결석  메뉴:
지각 및 결석에 대한 

정보확인 및 증빙서류 제출

매일/주간 시간표 
주 전체/매일 시간표는 “Vie scolaire” 
메뉴 시간표 (Emploi du temps) 에서 

확인

개인정보(Personal 
Information) 메뉴:

설정 변경, 언어설정 등가능

Agenda:
한해 전체 달력, 주요정보, 
학부모대상 주요 통신문, 

설문지

17



Regularly check the LFS annual calendar /연간 스케줄 확인하기

Student’s name

18

II. Pronote – Stay updated

II. Pronote - 정기적으로 체크하기
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II. Pronote – Stay updated

II. Pronote - 정기적으로 체크하기

LFS information to be consulted regularly / Information & Survey 
페이지 정기적으로 확인하기 
Student’s name

All the information is communicated through here. 

(meetings, orientation, events, etc.) 

모든 정보는 이 페이지에서
 전달됩니다

. 

(회의, 오리엔테
이션 , 행사 등)
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II. Pronote – Respond to forms

II. Pronote - 허가서 확인

Parent authorizations to be filled out at the beginning of the year 
학년 초 부모님 확인 후 제출해야 하는 허가서 등

Student’s name
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II. Pronote – Discussion between parents & Parent representatives

II. Pronote - 학부모 학급대표들에게 연락하는 방법

Discussion entre parents et délégués between parents and parent class 
representatives / 학부모 학급 대표들과 대화하는 방법

Nom de l’élève

NEW: you can solicit parent representatives 

from your children's classes via Discussion.

Parent class representatives can survey other 

parents in the class

새로운 기능: Discussion 항목에서 학부모 학급 

대표와 연락하실 수 있습니다. 

학부모 학급 대표는 다른 학부모를 설문조사를 할 

수 있습니다.



II. Pronote – Justify absences, tardiness

II. Pronote - 결석, 지각에 대한 증빙서류 제출

If your child is absent or late, enter the reason and attach the supporting document on 
Pronote. / 자녀가 늦거나 결석할 경우, 그 이유와 증빙서류 Pronote 통해 제출

Student’s name

Supporting documents is 
send to Vie Scolaire for 

confirmation and 
validation: 

viescolaire@lfseoul.org 

1st step: report the delay or absence the 
same day 
by phone: 070 8892 7500
to: viescolaire@lfseoul.org 
Indicating :
name, first name and class of the student
start date of absence
expected or estimated return date
reason for absence
identity and telephone number of the 
person reporting the absence
2nd step: Regularize the delay or 
absence by entering the reason on 
Pronote and, if applicable, the 
supporting document

mailto:viescolaire@lfseoul.org
https://www.index-education.com/fr/tutoriels-video-pronote-687-26-justifier-une-absence-espace-parents.php
mailto:viescolaire@lfseoul.org
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II. Pronote – Stay updated

Check the grades, evaluations and homework (ENG)

• Check for grades
• See competence evaluation
• Check for homework 

If the subject is only 
evaluated by competence 
assessment, you will see 

here a placement between 1 
to 4 instead of results.

If you want to see in detail 
of what your child has 

learned, place your mouse 
over the box. 

To view the results in a 
graph form 
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II. Pronote – 정기적으로 체크하기

성적, 평가, 숙제 확인 (한국어)

• 성적 열람
• 역량 평가 열람
• 숙제확인

과목이 역량 평가만 이루어 
지는 경우, 성적대신 1 부터 4 
사이의 위치를 보게 됩니다,

공부한 내용을 자세히 보고 
싶은 경우, 마우스를 위로 
올리시기 바랍니다. 

성적을 그래프 형식으로 볼 
수 있습니다.
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II. Pronote – Follow the courses and ‘word to be done’

II. Pronote - 수업 내용 확인하기

Check your Student daily note (Cahier de textes) / Contents & Resources (Contenu et ressources) to :
- learn about the subject of the course 
- access the contents
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II. Pronote – Follow the courses and ‘word to be done’

II. Pronote - 수업 내용 확인하기

Check your Student daily note (Cahier de textes) / Contents & Resources (Contenu et ressources) to :
- the personal work to be done
- the estimated duration of the work
- the deadline
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II. Pronote – Inform and communicate

II. Pronote - 연락 방법

To send an email to 
the LFS staff / LFS 

LFS직원에게 
이메일을 보내기

Student’s name
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II. Pronote – Inform and communicate

II. Pronote - 연락 방법

Teacher's email 
adress / 선생님 메일 

확인

Student’s name
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II. Pronote – Inform and communicate

II. Pronote - 연락 방법

To start a 
“discussion” with the 

parent delegates
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II. Pronote – Practical Information

II. Pronote - 유용한 정보

Click to check the 

FAQs & Tutorial 

videos! 

눌러서
 확인하세

요!

https://vimeopro.com/indexeducation/pronote-pour-les-familles
https://vimeopro.com/indexeducation/pronote-pour-les-familles
https://vimeopro.com/indexeducation/pronote-pour-les-familles
https://vimeopro.com/indexeducation/pronote-pour-les-familles
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II. Pronote – Discover your ‘space’

II. Pronote - 계정 확인하기

Click to discover the web and mobile ‘space’!

PC와 핸드폰 사용법 가이드를
 보기 위해서는

 왼쪽 

아이콘
을 클릭해주

세요 !

https://www.index-education.com/fr/pronote-info191-demo-des-espaces-web-et-mobile.php
https://www.index-education.com/fr/pronote-info191-demo-des-espaces-web-et-mobile.php


III. Eduka
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III. Eduka – Administrative and Financial Data

III. Eduka - 행정 및 재정 정보 확인

A place of various services where you can visualize 
your administrative and financial situation, 
communicate with the school and register your child 
for extracurricular activities

행정 및 재정 상황을 확인하고 학교와 소통하며 자녀의 
방과후 활동을 등록할 수 있는 다양한 서비스를 제공하는 
온라인 포털
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III. Eduka – Administrative and Personal data

III. Eduka - 행정 및 개인 정보 확인

Check your data and those of your children
학부모와 학생의 개인 정보 확인

Edit your information - address, phone number, passport, …
새인 정보 변경/업데이트: 주소, 휴대폰번호 , 여권정보 등...

infos

xxxx

xxxx

xxxxx

xxxxx

xxxxx

xxxxx

xxxxx

xxxxx
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III. Eduka – Reference documents

III. Eduka - 주요 문서

Check the minutes of the governing bodies of the school /학교를 
구성하는 주요 회의/이사회 회의록 확인가능 : Primary School Council 
(Conseil d’école), LFS Board (Conseil d’établissement), Management 
Board (Conseil de gestion), etc.

Check the reference documents / 학교 주요 문서 확인가능: LFS Rules and 
Regulations (학칙), Academic Calendar, Guide to digital spaces, Health 
Protocol ...



36

III. Eduka – Administrative and Financial Data

III. Eduka - 행정 및 재정 정보

Find a summary of all your financial transactions with LFS and of remaining 
fees to be paid / 학교와의 모든 재정 거래, 지불해야 할 비용 등 확인 가능
Warning! payments need to be verified and input in EDUKA system: as a 
consequence, they are available on EDUKA with a short delay. 비용 확인 절차에 
따라 EDUKA에 정보가 업데이트가  되는데 시간이 걸릴 수 있음.

Find and print all financial documents (invoices, payment receipts) / 학교 관련 
모든 청구서 확인 가능 
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III. Eduka – AES & SES Registration

III. Eduka - 방과 후 활동 등록

Register for Extracurricular Activities 
(AES) and Extracurricular Services 
(SES) at the start of each semester.

Registration takes place twice a year.

Extracurricular Services (SES) 
● Before & After school childcare (‘Garderie’) / 아침 

및 오후 돌봄서비스

● Wednesday Lunch for primary students (‘cantine 

mercredi’) / 초등학생들을  위한 수요일 점심 

서비스

● Optional Lunch Service for High School students 

(‘cantine lycéen’) / 고등학생들을  위한 선택적 점심 

서비스

Extracurricular Activities (AES)
• Artistic activities / 예술
• Cultural activities / 문화
• Musical activities / 음악
• Sportive activities / 운동
• Supervised homework sessions (‘Étude 

surveillée’) / 방과 후 숙제 감독 학습
• French as Second Language (FLE) / 
외국어로서의  프랑스어 수업
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III. Eduka – AES & SES Registration

III. Eduka - 방과 후 활동 등록

Name

Click on your name & “connect to the mobile application.” Flash the QR code with your 
mobile application. 성함 → “connect to the mobile application” 순으로 클릭. 모바일 어플로 
QR 코드를 플래시 후 연결



IV. G Education
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IV. G Education - Access to the apps

IV. 구글 Education - 어플리케이션 

https://support.google.com/?hl=en
https://support.google.com/?hl=en
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IV. G Education - Work, share and exchange with students

IV. 구글 Education - 학습, 정보 공유 및 교환

G Classroom
Teacher-student collaborative space
선생님-학생 간 공동 프로젝트 공간

 firstname.lastname@lfseoul.org

https://classroom.google.com/?authuser=0
https://classroom.google.com/?authuser=0
https://support.google.com/edu/classroom/?hl=en#topic=6020277
https://www.youtube.com/watch?v=DeOVe2YV2Io&feature=youtu.be
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IV. G Education - Work, share and communicate

IV. 구글 Education - 학습, 정보 공유 및 소통

G Meet
Participate and collaborate in videoconferences

비디오 회의 플랫폼
 firstname.lastname@lfseoul.org

https://meet.google.com/?pli=1&authuser=0
https://meet.google.com/?pli=1&authuser=0
https://support.google.com/meet/?hl=en#topic=7192926
https://www.youtube.com/watch?v=2jhTTzFMZkY&feature=youtu.be


V. Website
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V. Website - Stay updated

V. 웹사이트 - 정기적으로 체크하기

https://www.lfseoul.org/


V. Website - Parent Portal

V. 웹사이트 - 학부모님들을 위한 포털

https://lfseoul.esidoc.fr/


V. Website - College Counseling Info

V. 웹사이트 - 진로, 진학 관련 정보 확인

https://www.lfseoul.org/enseignement/orientation/


V. Website - Pedagogical Brochure

V. 웹사이트 - 교육 브로셔

https://lfseoul.org/en/our-educational-system/


VI. Social Media
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VI. Social Media - Follow us to stay updated!

VI. 소셜미이어 - 팔로우 하기

@lfseoul

@lyceefrancaisdeseoul

@lfseoul1981

@ProviseurSeoul

Lycée Français de Séoul

https://twitter.com/home?lang=fr
https://www.instagram.com/lyceefrancaisdeseoul/
https://blog.naver.com/lfseoul1981
https://www.youtube.com/channel/UC53pLh6MnuMq2SudDjn31bg
https://www.facebook.com/lfseoul


VII. In-person 
Appointment
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VII. Make an appointment 

VII. 약속잡기

In case you need interpretation service for 
your individual meeting with the teacher, 

contact the administration staff via 
communication@lfseoul.org 

선생님과의 개별 면담 시 통역 서비스가 
필요하시면 여기로 연락주세요: 

communication@lfseoul.org 

   

mailto:communication@lfseoul.org
mailto:communication@lfseoul.org


VIII. Phone Call
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VIII. Contact us by phone

VIII. 전화하기

LFS Tel. / 대표전화: (02) 535-1158
Automatic system / 자동 응답 시스템으로 연결됩니다

🡪 Choose your language 
언어를 선택해주세요

(1): français
(2): 한국어
(3): English

🡪 Choose the office
원하시는 분야를 선택해주세요

(1) Secretary / 학교비서, 입학 등 
(2) Accounting and finances / 재정, 등록금 등
(3) Nurse / 양호교사
(4) Vie scolaire / 학교 생활지도 담당
(5) Extra-curricular activities (AES) / 방과후 활동 
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In Summary

학교 커뮤니케이션 채널 요약

I. Email 
• Important and/or urgent messages (e.g. from 

proviseur@lfseoul.org, secretariat@lfseoul.org, 
viescolaire@lfseoul.org )

II. Pronote
• General information about student’s school 

life (e.g. Class schedule change, cafeteria 
menu, field trips, sports events, grades, etc.)

III. Eduka
• Administrative and financial files, reference 

doc, etc. (e.g. Tuition invoice, AES registration, 
major reference documents etc.)

VI. Google Education 
• Online tool for distance learning, pictures etc. 
• G Drive: Pictures from day to day life in classes
• G Meet & G Classroom : course contents, 

individual and collaboration work, distance 
learning 

V. Website 
• Getaway to the general public with links/programs
• News (under “School Life” menu tab) highlights major 

events with pictures

VI. Social Media
• Key snapshots of the school life
• Instagram @lyceefrancaisdeseoul, Facebook @lfseoul, 

Naver @lfseoul1981, Twitter @ProviseurSeoul

VII. In-person Appointments 
• In-person or online appointments
• Schedule appointments with a teacher

VIII. Telephone 
• Call the representative line

mailto:proviseur@lfseoul.org
mailto:secretariat@lfseoul.org
mailto:viescolaire@lfseoul.org


Merci Beaucoup 감사합니다 Thank you

Type your questions in the Chat,
or turn on your microphone to ask us directly.

Q & A


